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· 7:15am arrival- Morning set-up:
· Familiarize self with current build site set-up/storage locations.  Great time to also scope out a good spot for the morning group photo!
· Prepare and manage volunteer sign in
· Set up sign in area outside of the gate
· Table w/ sign-in sheet & pens
· Tape for name tags & sharpies (if you have time, pre-rip the take and lightly stick it to the table to facilitate even faster check-in!)
· Pull Personal Protective Equipment out for all volunteers to take as they sign-in
· Hard hats & safety glasses should be worn anytime they are inside the fence
· Nail belts and safety gloves are encouraged but not required
· Ensure welcome signs are visible to volunteers entering worksite
· Social media, family, safety/first aid signs are visible
· Check water coolers and ensure cups are available
· First aid kit, sunscreen & bug spray are available
· Alert Katie C to get more supplies as needed
· Help make sure all team members are ready and help get volunteers in place for 8am morning talk
· Do any clean-up following sign-in (misc. coffee cups, leftover name tags, putting waivers into the binder, etc)
· Work with Crew leaders to take group photos after morning talk

· Throughout the day:
· Help engage volunteer groups as they are waiting on further instructions from crew leaders & prepare for the day
· If group is bringing a videographer for the morning- help to manage the videographer ensuring they have access to resources as needed, but are not getting in the way of production
· Help direct volunteer groups to appropriate storage/resource locations on site 
· Take photos of volunteers & work being done (see photo cheat sheet!)
· Gather quotes and stories from volunteers to email to Habitat team (see conversation starter questions!)
· Support crew leaders as available with getting supplies, managing volunteer groups


· 10:30am- Manage mid-day lunch set up/management/engagement
· For "catered" lunches, make sure there is a table set up/cleared for food
· Touch base with the group contact to see if they need anything for lunch setup/delivery
· Ensure lunch area is clean- pick up garbage, sweep floors if inside, wipe down table(s)
· Ensure there is enough space cleared for volunteers to eat together as a group
· Coordinate lunch delivery & communicate to crew leaders/group contacts as needed
· During lunchtime, engage with volunteers
· Talk with volunteers as they are eating lunch, answer Habitat questions, help spur conversation if its lacking
· Ensure groups leave lunch area clean- all trash thrown away/extra food stored etc.
· Help to get groups back started again at 11:30

· 12:00 pm- Dismissal:
· Double check that construction crew is aware of where the sign-in sheets and camera are for transportation back to the office
· Head home!  Thank you!
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