

South Street Fundraiser – 19 March 2016

The 2016 building project is in full swing and South Street are embarking on a new initiative to raise money towards it. The SSBC Fundraiser aims to invite and include the community in what we are doing, as a means of encouraging them to support us.

As volunteers you will be expected to uphold an excellent standard of customer service throughout the day. Like we do with our summer holiday club VBS, we want to maintain a warm and welcoming atmosphere for customers/guests and bring them service with a smile. Many non-church going people may attend and we want them to leave with a good impression of church. Remember to maintain a level of professionalism during your service, i.e. be attentive to customers when serving them; engage in polite and pleasant conversations, and know where you should be stationed at all times. As a volunteer you are also expected to be consistent in your service, not favouring friends, family or church members with queue jumping or discounted prices! Place yourself in the position of the customer and treat all people fairly. Although it may be a long day, please uphold an enthusiastic and exciting attitude in your service, particularly when dealing with customers face to face, and also during the live performances. Lastly, as a volunteer it is imperative that you are punctual in arriving and also in your rotations between activities. The team that you work with will rely on your presence to run a smooth operation, so please ensure that you get a good night’s rest beforehand.

All volunteers are required to wear the 2014 Grey VBS tee shirt so that they are easily identifiable. If you do not own one of these tee shirts, they will be available to purchase after Sunday services at £8, up until the 13 March. We also ask that volunteers purchase a ticket before the date of the Fundraiser, these are available at ticketsource.co.uk/southstreetbaptistchurch. Wristbands will be issued on arrival, and if for any reason you have not purchased before the event, you will be asked to do so on the day.

(Please see the document titled SSBC Customer Care Guidelines for more insight on good customer service)

In the event of an accident on site, trained First aiders on site are Josephine, Rose, Kathy-Ann.  In the unlikely event of an emergency evacuation, the Fire Marshalls on site are Temi, Lloyd Jnr, Monica, Rose, Emma, Irene, Declan.  They are to calmly and safely usher guests out of the fire exit doors and to gather in Devonshire Drive, which is the road to the immediate right of the church.
On the day of the Fundraiser there will be no parking on the forecourt of the church. If you require a parking permit please speak to Irene no later than 13 March so that you can be issued with one.

If you are a volunteer that has children, please ensure that you have childcare during your service, as there will not be a designated team for crèche.

[Dates for your Diary]
Saturday 12 March at 11am: Promo in Lewisham (Balloons and Flyers)

Wednesday 16 March at 7:30pm: Set up and Practical Briefing
Saturday 19 March at 1pm: Fundraiser
[Role Descriptions]
Street Team: This team of people will help to promote the Fundraiser by distributing flyers and balloons in Lewisham shopping centre. We will meet at church on Saturday 12th March at 11am to fill up the balloons with helium and take them to Lewisham Shopping centre. (N.B. The VBS tee shirt is not required on this day)

Set-Up/Pack Down:  The bulk of set up, including the layout of the lower hall and Sanctuary will take place on Wednesday 16th March at 7:30pm. This includes re-arranging chairs in the Sanctuary, vacuum cleaning or sweeping the floors, and setting up the tables and chairs in the lower hall, as well as tables for the Admissions desks and hospitality.
Pack down of the lower hall will begin in between activities and live entertainment, and will continue after the event comes to an end. Pack down includes moving tables and chairs, sweeping, mopping and hoovering the floors etc.
Stewards: The role of a steward is to help guests feel welcome at the venue. This includes greeting on arrival; ‘manning’ activity stations; queue control; assisting guests to move from one part of the building to another, being available to direct guests to lavatories or baby changing facilities, and maintaining the cleanliness of the lavatories. (N.B. Some stewards may also double up as cashiers).  The general point of contact for Stewards is Tracey, but please do take note of the point of contact for your specific area.

Cashiers: This role is about handling money on the stations. Each station for activities, including food and drinks will require payment; the cashiers will be responsible for taking payment from guests and giving the correct change. The first point of contact for Cashiers will be Claire. This includes any extra change that you need from the Float, and handing over the money after your rotation ends.
Admission: This role entails checking tickets/receipt print-outs on arrival and issuing wristbands. Most guests will have pre-paid for tickets and some may purchase on the door. The cost of tickets on the door are £8.50 for Adults, £5.50 for Children and £22.50 for a Family ticket of two Adults and two Children. Performers of the event will be on a Guest List which entitles them to free admission and refreshments free of charge throughout the event. On arrival, please remind them that their refreshments are complimentary, but they must make their wristbands visible to the Hospitality Team. Then direct them to enter through the main doors of the church and report to Tracey. 

It is the responsibility of the Admissions team to ensure that the correct coloured wristbands are issued (i.e. Children - Yellow, Adults – Purple (Use Red when Purple run out), Guest List - Turquoise) The first point of contact for the Admission Team is Irene. 
Hospitality: The Hospitality Team will serve hot food, cakes and bakes, hot and cold beverages in the lower hall at the Fundraiser. Select people have been asked to cook and bake for the event, and their contributions will arrive no later than 11:30am on the day of the Fundraiser. All refreshments must be ready to serve at 1pm prompt and stop serving at 3pm.

There will be a 20 minute Interval after the first hour of the live entertainment, wherein Hospitality will serve hot and cold beverages and any extra cakes and bakes that remain. The first point of contact for Hospitality is Funmi; please liaise with her for arrival time as it may differ to other volunteers.
Arts & Crafts, Face Painting, Balloon Modelling: An Arts & Crafts station for children (Clay modelling and Origami). The first point of contact for Arts & Crafts is Jess.
Balloon modelling entails making shapes and characters out of balloons. The first point of contact for this is Rose.
Face Painting; it is advisable that you have a small catalogue of design options for children to choose from. The catalogue will be your responsibility to organise beforehand. The first point of contact is …
Gaming (Playstation 4): Console gaming station; Individual games will be limited to 5mins and two player games will be limited to 10mins.
Interactive/Group Games: Board games and interactive games for groups; Interactive games such as Jenga, Connect 4 etc. will last until a player wins. Board games may be restricted to 20mins per group. (N.B. If there is not a queue of people waiting for the next game, you can encourage the players to continue playing by renewing their money)
Beauty: Manicures, Hand massage and Henna station; Manicures include filing, buffing, basecoat, colour, topcoat polish for customers. (N.B. Ensure that your nails are in great condition too! The customer will be more encouraged to come to you if your nails are presentable) Hand massages include relaxation with massage oils, and Henna art uses non-permanent colouring to create intricate designs on the hand and arms. 
Raffle: Your role is to encourage guests to purchase tickets for the raffle draw, during the Activity/Refreshment part of the day and also during the Interval. There will be a number of prizes available, including restaurant coupons, store vouchers, home-made cakes, and beauty treatments.

[How will the day work?]

Running Order: Each volunteer will be given a programme for the day to keep on their person, as well as a rota to remind them which where they are to serve and at what time. 
The first part of the day, i.e. 1-3pm will take place in the lower hall where we will hold the activities and refreshments We will stop serving food at 3pm and there will be an announcement for this as well as using lavatory facilities. Stewards will begin to usher guests into the Sanctuary from 3:15pm to be seated by 3:30pm. The elderly and parents with babies and toddlers will have priority seating in the main sanctuary area, and those who are able bodied will sit in the balcony area.

The live entertainment part of the day will begin at 3:30pm and finish at approximately 6:30pm. There will be an Interval half way through the performances, around 4:40pm where the Hospitality team will serve hot and cold drinks, cakes and bakes. The Interval will last 15-20mins after which Stewards will need to encourage guests back to their seats.
If you have any further questions about the arrangement of the day, or you are only able to commit to a certain number of hours, please speak to Tracey as soon as possible.
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