Environment – Set Up/Tear Down

We ensure every space is guest-ready for every service. The following details will help you pre and post service. 
Pre-Service
General:

· Spaces are clear of clutter and unnecessary items 
· Transfer items are stocked and prepped  
· Small and Large Group supplies are organized and prepped

· Craft supplies are stocked

· Large Group technology is on 
· Lanyards are clean and ready for DreamTeam
· Restrooms are cleaned and stocked 

· Items needed for each room: 

· Hand Sanitizer 

· Paper towel 

· Tissues

· Anywhere Spray

· Clorox Wipes

· Clipboard 

· Kids pens and Sharpie

· CedarVille postcards

· Post-It’s 

· Parent Cue

· Snacks are stocked: 
· Toddlers: Cheerios 

· Preschool: Goldfish, Hershey Kisses and Dixie Cups

· Elementary: Oreos (if needed) and Tootsie Pops


Check-In

· Computers and printers on

· Logged in to Check In Central

· Paging system on (if needed)

· Desk is stocked with:

· New Family Envelopes

· Plan B kits

· Invite and business cards

· Child Release Forms

· Pens

· Sharpies

Post-Service
General
· Spaces are clear of clutter and unnecessary items 

· Transfer items are in totes to be sent back to Central Support

· Toys and surfaces are disinfected 

· Camus plan for Postcards and New Family Cards is executed 

· Large Group technology is off (computers remain on) 

· Offering is collected per campus plan 
Check In

· Computers and printers remain on 

