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Guide for Host Congregations
Space Needs for Host Congregation

· Bedrooms or space that can be partitioned for privacy for 4 families & 2 volunteers (classrooms, social halls, etc.)  Identify where overnight volunteers will stay (usually a bit separate from guests).
· Dining area for families and hosts to dine together each evening
· Kitchen access with refrigerator, microwave, oven, toaster, coffee maker etc. 
· Lounge/Play/Homework area(s)
· TV is optional (per IHN rules, it cannot be turned on prior to 8:00 p.m.)

· Bathrooms   (Preferably designated for IHN only use each evening)

· Storage & refrigeration for supplies and food

· Outside smoking area & ash can

· Space for log book/cell phone provided by IHN/sign-in sheet for volunteers/First Aid kit provided by IHN and guest medication if storage is needed
· Fire Alarms in each room and hallway/Escape Maps/Exit Signs/Emergency #’s, smoke detectors, etc.

Supplies needed by Each Host Congregation
To be purchased once and stored:
For Sleeping Quarters:
· Linens: Twin flat sheet, twin fitted sheet and pillow case for each guest (16)

· Twin blankets: 1/guest (16)
· Twin mattress pads: 1/guest (16)
Note: IHN provides beds with plastic covers and pillows.  A linen donation drive is usually used to collect the following:  mattress pads (highly recommended for comfort), fitted and flat sheet per bed, washable comforter, quilt or blanket, pillow case. Note that hotels rotate their blankets often and like-new blankets can be obtained from them.

· 1 large towel, 1 hand towel, 1 wash cloth per person;  (16 sets)

· Drying rack for each family  (5)
· Alarm clock/family room (5)

· Wastebasket/family room (5)
· Laundry baskets: 1/family room (5)
· Lamps, “bed side” tables (optional)  TV tables are great for this and make it look homier

For Meals and/or Lounge:

· High chair/booster chair  (if needed – you will be informed of guest ages/needs)  IHN provides Pack ‘n Play cribs for babies
· Dinner plates, bowls, glasses, silverware (paper, plastic, or congregation’s supply)

· Access to toys, books, games, DVDs


· Coloring books, crayons

· First Aid Kit
Consumables for each Week


· Food: dinner, supplies for packed lunch, continental breakfast  (IHN has menu suggestions; purchase breakfast and lunch supplies for day one based on social worker suggestions and talk with families
Sunday night about needs during week to avoid overbuying)


· Healthy snacks: carrots, Ranch dip, fruit – especially bananas, apples and grapes, raisins, pretzels, juice boxes; microwave mac ‘n cheese
· Lunch/sandwich bags; plastic wrap; trash bags
· Kleenex, paper towels

· Toiletries (optional – IHN also provides at Day Center)
· Name Tags & Volunteer sign-in sheets

· Welcome signs for guests on rooms/partitioned areas with first names of parents and children

IHN provides:
· 16 roll-away beds

· Pillows
· Arrangements for bed transport to next congregation (volunteers or congregation pays for gas used – thank you!)
· Shower and laundry facilities

· Cellular Phone – delivered each night to you
· Diapers

· Baby food, formula  

· Log Book to record each evening’s activities
· Guest transportation
· Liability insurance (congregations/volunteers)
· Volunteer coordinator training 
· Volunteer training (includes training manual/video)
· Safety guidelines, volunteer/guest rules and protocols
· On-call social work support
· A variety of other services at the Family Center

Volunteer Team Structure
Congregations each have their own unique structure.  Some variation on the following is most common. 
· Two main Mission Coordinators

· Make sure all sub-coordinators are on track; responsible for overall structure and implementation

· Work closely with IHN in advance of hosting and during week about guests and planning

· Plan activities during week for kids, if desired

· Greet guests on Sunday and be present during Sunday evening 

· Hold orientation meeting Sunday evening to set expectations

· Switch off being present during week – greet guests, pop in for a bit (you need not be there at all times!)  
· Attend IHN host coordinator meetings three times per year
· Supplies Coordinator
· Organize initial donation drive to collect needed equipment or raise funds to purchase

· Obtain needed supplies for each host week

· Store items and replenish as needed

· Laundry Coordinator:  

· Find volunteers to wash every item after host week; some congregations put in large Glad bags or Rubbermaid containers for members to each take home and wash and return.  Others have 2-3 volunteers who do all washing.  All items must be washed after host week – no one likes a dirty blanket!

· Food and menu coordinator:

· IHN provides hosts with guest dislikes or food allergies in advance and has suggested menus.  Simple food that is kid-friendly in large quantities is all that is needed.  Fancy food is not required.
· Recruit volunteers to prepare and deliver meal each night by 5:00 p.m.

· Identify volunteers to shop for needed items for snacks, breakfast,  and lunch.  May also need a mid-week shopper. 
· Staffing Coordinator (may be done by Volunteer Coordinators)
· Recruit volunteers to staff the week – sign up boards work well.  Get volunteer emails!

Shifts:  

Dinner hosts (4-6 volunteers)
5:00 to 7:00 p.m.

Greet guests as they arrive at 5:30 p.m., help prepare for dinner, eat with guests; help with dinner clean up




Evening hosts (4-6 volunteers)  7:00 p.m. to 9:00 p.m.

Provide companionship for guests; play with kids, help with homework, talk with parents.

Set out lunch makings for families to pack bag lunch.

Overnight hosts (2 volunteers; can be adult + teen; One male, one female)  9:00 p.m. to 7:00 a.m./8:00 a.m. weekends

Sleep at congregation and assist in event of need or emergency. (Many overnight volunteers bring a sleeping bag and pillow).


Wake guests if alarm clocks not provided.

Breakfast hosts: Help prepare simple breakfast in a.m.; see families off to their day.
· Transportation Coordinator

· Coordinate with IHN on transport of beds on Sundays
· Ensures beds are put into the sleeping rooms and packed up on Sundays

Preparing for Host Week
All the hard work and organization of the coordinators will pay off during host week. Preparing for host week will become routine as the congregation gets used to the schedule and requirements of hosting guests.

The following schedule may be useful in preparing for host week:

One to Two Months Before Host Week:

____
Sponsor Sign-Up Saturday/Sunday.

____
Put notices of host week dates in bulletin and newsletter.

____
Pursue recruitment of volunteers, if necessary.

____
Schedule the volunteers.

____
Plan training session, if necessary.

Week Before Host Week:

____
IHN Services Coordinator contacts you with number and composition of families expected, and other information needed by coordinator (such as work schedules, medications, and food allergies). For example: Mother and Father with two children, ages 3 and 6, father leaves in own car for work at 6 a.m.; single Mom with 2-month-old baby; single Mom with three kids, ages 7, 3, and 6 months.

____
Coordinator talks with assistant coordinators to review number of guests and make appropriate preparations.

____
Coordinators call volunteers to remind them of scheduling and duties. (Alternatively, or additionally, coordinators mail reminder postcards 1 week before host week).

Saturday Before Host Week:

____
All equipment and supplies, including food staples, are purchased and organized in host congregation facility.

____
Hospitality rooms and guest areas are cleaned and set up for guests’ arrival (except for beds). (Religious education classes and youth groups may be recruited to decorate rooms with welcome signs or their original artwork.)

____
Menu-planning for the week is completed; meal preparers are reminded.

Guest Arrival (Sunday of Host Week):

____
Coordinator checks congregation’s facilities; posts Guest Guidelines; posts Emergency Procedures (with emergency telephone numbers).

____
Cots are transported to congregation by Network van. Setup crew makes beds and puts up partitions if required (5-7 volunteers makes this go fast).

____
Guests arrive at 5:30 p.m.  Welcome them at the door, show them to their areas, and let them unpack.  Wear nametags and give guests nametags to make getting to know each other easier.

____
Coordinator welcomes guests at orientation meeting before or after dinner Sunday night.  Go over guest rules for your congregation; kitchen access/off-limits areas/smoking areas/playground access, etc.
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