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Preparation for Opening

Interfaith Hospitality Network

Information for Host Congregations
As congregations get close to the opening of the network, there are typically many questions about how the program will work in the congregation.  About one month prior to opening, there is extensive training for each congregation given by a Family Promise representative and then by the Network Director.  There is also training specifically for all coordinators for host and support congregations.  Every coordinator and volunteer for the IHN will be trained.
This training focuses on all aspects of a congregation’s involvement with IHN, particularly on sensitivity to guest needs and operations.

But before this training occurs, a congregation will want to make preparations, particularly as different groups within the congregation become involved.  The following are guidelines on some of the different elements of being a host in the Interfaith Hospitality Network.

· Facility Checklist:  A list of practical elements that need to be considered for a host congregation, specifically regarding the use of the physical plant.

· Supplies and Equipment:  The materials that a congregation will need to secure before hosting

· Preparation for Host Week:  The typical activities a congregation engages in prior to hosting.

Facility Checklist


1. Accommodations



A. What rooms are to be used?



B. Which bathrooms are available to guests?

C. What storage space is available for linens, guests’ belongings, etc.?


2. Security

A. Do any rooms need to be locked? Who is responsible for keeping rooms secure?



B. Overnight security: When to lock up? How?


3. Kitchen



A. Which pantries and cabinets store program staples?



B. How should leftovers be used or distributed?



C. Is the refrigerator open to guests apart from mealtimes?


4. Housekeeping



A. What specific chores need to be done daily? Weekly?



B. Whose responsibility are they?

(Note: Develop a chore list to review at the Sunday orientation meeting. Fill in names, and post the completed list so that chores are clearly assigned.)


5. Laundry



A. Where is clean linen kept?

B. Are the congregation’s laundry facilities (if any) available to guests?



C. Who does program laundry? Where?


6. Telephone



A. Are local emergency numbers posted at all phones?



B. What is your policy on guests’ use of phones?


7. Children

A. What supplies, games, and books are available for children?



B. What areas are available for play (indoor and outdoor)?


8. Other

Supplies and Equipment

The Network will provide beds (folding cots), pillows, pillow covers, and vinyl mattress covers. The host congregation must supply 

· sheets

· washable blankets

· pillowcases 

· mattress pads 

· towels

· washcloths. 

An infant bathtub, a playpen, cribs, highchairs or booster chairs, and children’s car seats may need to be available at each host congregation.   (Often these are provided by the network; families may bring there own as well.) Usually, members of the congregation donate or lend this equipment—The Network Director will communicate with the coordinator about any of these items both as general practice and specifically for an upcoming host week. Before host week, these basic supplies should be on hand:

· Alarm clock(s)

· Baby bottles, liners

· Baby food, cereal

· Cleaning supplies, bleach

· Coloring books, crayons

· Cooking utensils

· Disposable diapers, wipes

· Facial tissues, paper towels

· First Aid Kit

· Food staples

· Infant soap, shampoo

· Iron, ironing board

· Lunch/sandwich bags

· Paper, pencils, pens

· Plastic or rubber gloves

· Recreational items

· Toiletries (shampoo, toothpaste, deodorant, etc.)

· Toys, books, games

Preparing for Host Week:  Typical Steps

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 Month 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.

Friday Before Host Week:

____
Network director contacts coordinator 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 on special medication; 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 email reminders 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 organized for guests’ arrival. (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 notified of their assignments.

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.

____
Guests have time to unpack.

____
Coordinator welcomes guests at orientation meeting.
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