[bookmark: _GoBack]Volunteer Training: Welcome Team

Volunteer _____________________		Trainer ________________________


	
	Week One (Welcome/Introduction) DATE: _________

	
	Show where to retrieve their nametag (use a Team Member tag, if necessary).

	
	Introduce to other team members.  Explain VIP sheet (Vision, Information, Prayer), time.  

	
	Be sure that the team leader/scheduler have exchanged contact information with them.  

	
	Tour them around the area where they will be serving.  Show them where to store personal belongings, and where technology help sheets, supplies, etc… are kept.

	
	TECH TRAINING: Show how to start up and log into CheckIn2 on the New Family and general check-in kiosks.  

	
	TECH TRAINING: Explain the difference in functions between the New Family and general check-in set up. (New family: Attended – can add, edit, and print tags for a child multiple times and at any time; General: UNattended – canNOT add or edit families, can print child tags ONE time and only during specific times.)

	
	Review Playbook Section: “20-20-20”

	
	Explain the role of each team member as it applies their area of serving: New family check-in, general welcome/tech trouble shooting.

	
	During family check-in, have them greet and welcome families as they enter. 

	
	If needed, give them a Playbook to review for next week (Playbook was also talked about at interview with Staff member.)

	


	

	
	Week Two (Guest Experience/Safety) DATE: _________

	
	Review Playbook Section: “A Servant Mindset: Guests”

	
	Review Playbook Section: “Adult Visitors”

	
	Review Playbook Section: “Protect The KiDS”

	
	Review Playbook Section: “Healthy Interactions”

	
	Review Playbook Section: “Serving Guidelines” (17 and under OR 18 and older)

	
	



	
	Week Three (Technology Troubleshooting) DATE: __________

	
	TECH TRAINING: Review how to start up and log into CheckIn2 on the New Family and general check-in kiosks.

	
	PRINTER TRAINING: changing roll of printer labels; what to do if a label gets stuck in printer.




