PORT SHELTER SCHEDULE

NOVEMBER 8, 2006 – MARCH 28, 2007

5:30 p.m. – 6:00 p.m. - Register and orient check-in and kitchen volunteers.   Check-in volunteers go over the procedures and kitchen volunteers prepare dinner, make decaf coffee and make sure tables and chairs are set up for dinner.  

*6:00 p.m. – 8:00 p.m. – Prior to entering the shelter, each guest will be required to submit to a Breathalyzer Test.  Register guests (see Check-In Procedures) during these times*.  Transportation will advise of last “delivery” of guests.  

6:30 p.m. – 8:00 p.m. - Guests are served dinner.  A magic maker dot will be placed on each guest’s nametag when (s)he is served dinner.  Due to the transportation schedule, no guest will be given second portions until the last bus arrives and those guests receive their first serving.

8:00 p.m. – 8:15 p.m. - ONLY SMOKE BREAK.  Guests leave the building for the smoke break after picking up their cigarettes and return to the building after the smoke break as a group.
9:00 p.m. – The Kitchen closes and no meals are served after this time.  Persons who come in late will be served peanut butter sandwiches and a beverage.

8:15p.m. - PORT Personnel, with the help of PORT volunteers, distribute bedding to the guests.  Tables and chairs are moved or broken down if necessary. 

9:00 p.m. - Volunteer shift change; 2nd shift volunteers need to report at 8:45 p.m. so they can receive their assisgnments and be briefed on procedures, etc.

10:00 p.m. - Lights Out

4:30 a.m. – Coffee made

5:00 a.m. – 5:30 a.m. - Volunteers prepare breakfast and set up coffee station.

5:30 a.m. - Lights are turned on and breakfast begins.

5:45 a.m. – 6:00 a.m.- Guests put away bedding and are served breakfast. Guest volunteers assigned by PORT Personnel or Site Coordinator help clean up.

6:15 a.m. - Transportation begins and All guests depart the PORT Shelter, at the latest, by 7:00 a.m. There may be instances when guests will elect to make their own way.  If guests miss the bus through their own fault, they will have to walk to where they want to go.  Transportation will announce the number of minutes before the last bus leaves.

The PORT shelter closes at 7:00am.  If a site church chooses to allow any or all of the guests to remain at the site, the church

a) assumes full responsibility and liability for the guests

b) is not permitted to use any shelter materials (bedding, food, games, videos, etc.) for the guests without permission from Lynne Finding

c) is required to have all guests leave the site, building, prior to the official opening of the PORT shelter at 5:30pm.   

5:30 a.m. – 8:00 a.m. - Volunteers/guests make sure the site, that is, bathrooms, dining and sleeping areas, halls, etc., are clean and set up for the next evening.

· PORT Volunteers should monitor the bathrooms and common areas throughout their shift, preferably every 15 minutes
