ROOM SET UP

Purpose
To arrange and oversee the transport and set up of all equipment and supplies to and from the Awaken training location.

To oversee the rearrangement of the Awaken room during the course of the training.

To arrange and oversee the clean up of the training facility and return of all equipment and supplies.

Way of Being
Thorough, organized, accurate, fast, hardworking, cooperative
Mechanics
Before the Awaken: 

1. Work with the Sponsor, Team Captain, and Supplies person to establish the set up requirements for this specific Awaken training.

A Use the Supply List for the Supplies person to have an understanding of the equipment that will need to be transported to the training location.  This can be found on the Awaken Resources page at www.gapcommunity.com/awakenresources on the Supplies team job document.
A Assess with the Sponsor the recruiting and transportation needs and recommendations for this Awaken.

A Recruit and confirm the participation of transportation, set up and clean up teams. You can have outside grads join the team for set-up and tear-down if needed outside of team members.
A Confirm with the Team Captain about all of the set-up and tear-down plans.
2. Oversee the transport of all equipment and supplies to the Awaken site.

3. Oversee the set up of the Awaken room.

During the Awaken:

1. Oversee the room set up according to the Trainer’s and Team Captain’s instructions for each exercise.

2. Oversee the regular housekeeping duties of maintaining the Awaken room at the highest level of order and cleanliness possible (i.e. dusting, vacuuming, trash pick-up and straightening of chairs, tables and visuals.)
3. Oversee the safe transport of equipment to other facility in case of a location change during the course of the Awaken.

After the Awaken:

1. Oversee the breakdown of all equipment and the clean up of the Awaken site.

2. Oversee the loading, transport and storage of all equipment and supplies.

3. Recruit, organize and oversee set up and clean up team for the graduate support event.  Include music, chairs, easel, marking pens and sound system.

4. Meet with Awaken team to access the effectiveness of your participation as it relates to the above duties.
Day to Day Summary of Chairs / Furniture Set-Up

Day One

AM
All chairs in one large arc, facing the wall that the charts and signs are on. Easel at the front of the room.
PM
After dinner, chairs are in small-group arcs for “The Living Mirror.”  Kleenex boxes are placed in the arcs.  See Team Captain for details on numbers for each arc.
Day Two



AM
All chairs are initially in one large arc as for Day One morning.
PM     
After lunch, participants form 2 arcs facing away from each other         for confession (one for men, one for women) with Kleenex boxes in each arc.
PM
All of the chairs will need to be removed to the back of the room, as well as the easel. Number of chairs for the lifeboat will need to be stacked at the front on the room. Check with the Team Captain for instructions.
Day Three

AM
All chairs are initially in one large arc as for Day One morning.
PM
Chairs will be set back to back in pairs in a herringbone pattern.
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A request of the venue staff should be made on day 3 for extra chairs for day 4 (# to be determined by Captain and Trainer)
Day Four

AM    
The chairs will need to be set up in a “Lazy Susan,” i.e., concentric circles, the inner circle facing out and the outer circle facing in. “Tell Your Story” 
PM    
After lunch, for worship all chairs (participants and team) should be in a large arc however they best fit in the room.
There should be chairs for guests during the Sunday Celebration... team tables except for the Trainer and music table can be removed.  These can be set-up during the lunch break on the final day.  
