SHIFT DUTIES 7:00 AM - 1:00 PM

GENERAL DUTIES 

At the beginning of the shift: 
1.	Meet with the volunteer on the previous shift to become aware of any important issues and obtain keys from them. 
2.	Check the bulletin board and log 
3.	Keep both file cabinets LOCKED AT ALL TIMES for security reasons 

Log any information which should be shared with the staff and advise the next shift volunteers of any problems or unusual situations: DATE AND SIGN WITH FIRST NAME AND LAST INITIAL all entries in the log book.

Do not store food for any guests, except medical reasons. 

Take phone referrals and complete intake forms as necessary. 

Help with cleaning (e.g. vacuuming as needed), sorting, answering the phone and door. 

Replenish supplies in kitchen (i.e. toilet paper, paper towels, guest supplies (personal hygiene kits and individual items in drawers). 

Keep an eye on various forms used. Become familiar with the copiers in the office and front room. Make copies of forms using the Master in the blue binder by the copier. Otherwise leave a note stating what forms need to be replenished. 

SHIFT DUTIES:

1.	Serve breakfast. 
2.	Be available for guest's needs (e.g., medications, etc.) 
3.	Supervise guest work assignments, room cleaning, etc. 
4.	Record guest's departures and arrivals on Day Sheet. Record if they will be back for dinner.
5.	Check that the dishes have been washed according the directions posted above the sterilizer and that ALL dishes and utensils are DRIED before being put away. Make sure the women have 10-12 of each item in their cabinets before taking anything to men's side. Tum off the dish sterilizer and after it has drained; then remove the grid and small basket under the grid and clean off any food.
6.	Guests should put any clothes they want laundered into the baskets in the hallway before they leave in the morning.
7.	Be sure all guests have left by 9:00 AM. Check house including bathrooms and showers. DO NOT ALLOW GUESTS BACK INTO HOUSE --if absolutely necessary, escort them – NEVER LEAVE THEM ALONE – theft issues.
8.	For all guests who have left or did not return: pack up their belongings in a-black plastic trash bag (or monitor their roommate doing so). Leave a note for the evening shift if roommate has already left the house. Be sure that all items (meds, cell phone, etc.) in the office file are packed. CHECK OVERFLOW DRAWER TOO! Place bags in appropriate Guest Belongings closet. Do not leave bags in hallways or in front of exit doors. Record the date, Guest's room number and name, a description of tags and how many on clipboard and your name (first name, last initial). Strip the bed and disinfect the mattress and pillow with the solution found in the linen closet. Place dirty linen in closet underneath the men's stairs. Blanket and bedspread go to the basement to be laundered and returned to linen closet. Clean the chest of drawers and closet.
9.	Complete clothing requests if possible. 
10.	Pick up the mail after 10:00 AM.
11.	Laundry: Do men's laundry on Monday, Wednesday and Friday; women's laundry on Tuesday and Thursday.
12.	Go through the house after the guests leave in the morning: 
a.	Check to see that assigned jobs have been done and inspect rooms. Note on Day Sheet if chore not done by guest or rooms need to be cleaned. 
b.	Tum off lights, open windows for temporary airing and look for broken items, light bulbs needed, missing items, repairs needed, etc. Record on the clipboard next to the basement door, or call Chris for anything major. 
c.	Be sure Staff Rooms are locked. 
13.	 Donations: Accept donations; record donors name and addresses in log; store donations in appropriate places.



