
Guidelines for Setup Volunteers


Before You Arrive


About half the rooms downstairs in the CLC are reserved for Family Promise and will 
need to be setup for Guest use. Rooms c111 and c113 act as the Kitchen and Dining 
Area. Rooms c104, c106 and c108 act as the Family and Play Area. Rooms c116, c117, 
c119 and c123+c125 are used as Guest Bedrooms. Rooms c115 and c127 are Night 
Host Rooms.


When You Arrive


Preparing the Bedrooms

1. Please arrive at 2PM in the Lower Level of the CLC at the double door entrance from 

the parking lot on the Sunday the Guests arrive.

2. The Guest Bedroom doors will have a check off list taped to the door that will tell you 

what each room needs in order to be setup. Help empty the bed truck and put the 
needed number of cots in each room.


3. Use the check off list to finish preparing the rooms for use. Please make the beds 
using linens and mattress pads from the closet in room c127 which is also the Female 
Host Room.


Preparing the Host Rooms

1. There are two Host Rooms to setup and they also have check off lists to help you.

2. There are some additional items to place in the Female Host Room. Please place the 

First Aid Kit, Medications in a Holder, and the Log Book on the wood cabinet under 
the TV set.


3. Place a copy of all the host schedules and van driver schedule on the wall of the 
Female Host Room.


Preparing the Family/Play Room/Teen Room

This room is divided into two rooms using the room dividers. A playroom with toys and play 
centers is closest to the family bedrooms and kitchen. The room closest to the bathroom is set 
up as teen room with a Wii system, card games, and sofas for socializing.


1. There is a Setup Map for this room. Please use it as a guide and know the “map” is 
not to scale.


2. You will find the foam squares, large plastic toys, medical play tent, fold up dollhouse 
and DVDs in the closet with the linens. There is also a plastic carrier with batteries, 
battery tester and various screwdrivers in the closet to use with all the battery 
operated toys and games.




3. You will find all of the games in the bottom cabinets opposite the window in the 
Female Host Room. Please only put out a few games at a time and use the suggested 
ages on the boxes to decide if it is appropriate for the age of the children we are 
expecting. It is always good to add something new each night for them to “discover” 
and a new game is helps.


4. You will find the smaller toys for the role play areas in the large stack of gray drawers. 
These drawers are actually bins which can be removed from the frame and taken into 
the play room. You can setup the various areas or let the kids do it as part of play and 
leave the bins in the play area for easy cleanup between activities.


5. Make sure to put a box of tissues and hand sanitizer in this room to deal with runny 
noses etc.!


Preparing the Kitchen and Dining Room

1. There is also a Setup Map for this room. We do need to make sure the tables and 

chairs are setup in this room as well as any highchairs that will be needed. There are 
Supply Coordinators who should set up the food, utensils, and table decoration. 
Check with the Setup Coordinator to make sure this room will not need more setup 
than tables and chairs.


2. Do empty the trash in the Kitchen before leaving.



