ROOM SET UP

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

To oversee the rearrangement of the LEAP 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
Commitments
Beyond the arena of character, you will be asked to commit to the following:
1. Attend all team meetings and the Intro to Transformation Workshop and Info Call(s).
2. Be prepared for all meetings and the Training.
3. Participate in weekly team coaching calls.
4. Enroll other individuals to the team.
5. Enroll and register participants to the LEAP Training.
6. Make support calls.
7. Pray regularly for the team, the Trainers, the participants, and the Training.
8. Be a witness.
9. Create value for the team.
10. Do what it takes to accomplish the vision.
11. Knowing the details required within the Job Description of the Room Setup job that will help set your team and training participants up for success

Consider LEAP like a “part-time” job, in a sense, knowing that you will need to set aside other priorities in this season to make LEAP an important part of your daily life.
Mechanics
Before the LEAP: 

1. Work with the Sponsor, Team Captain, and Supplies person to establish the set up requirements for this specific LEAP 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 LEAP Resources page at www.gapcommunity.com/LEAPresources on the Supplies team job document.
A Assess with the Sponsor the recruiting and transportation needs and recommendations for this LEAP.

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 LEAP site.

3. Oversee the set up of the LEAP room.

During the LEAP:

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 LEAP 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 LEAP.

After the LEAP:

1. Oversee the breakdown of all equipment and the clean up of the LEAP 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 LEAP 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
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.

After lunch, participants form 2 arcs facing away from each other for confession (one for boys, one for girls) with Kleenex boxes in each arc.

PM
Chairs will be set back to back in pairs in a herringbone pattern.

Day Four

AM
All chairs are initially in one large arc.

      
After lunch, for worship all chairs (participants and team) should be in a large arc however they best fit in the room.

PM
Parents’ Meeting - Arrange chairs in theater style, with sets of rows facing the front of the room.  Be sure to include enough chairs for parents and guests who will come in during dinner break for meeting with Trainer.  Remove any plastic from the windows, place tissues around the room, have a cordless microphone, have an offering basket prepared, and set up the easel in front of the room.  Make sure refreshments are available for the guests. 

