GYM SETUP PROCEDURE
OVERVIEW

Remember it is a requirement to do the job safely.  That means watch where you are going, what is around you, and looking out for others.  Do not stand on the top three steps of a ladder and do not try to lean away from the centerline of the ladder.  Do not drop anything off a ladder until that area is cleared.  Stay in your assigned work crew and area.

The first job is to unload the trailer and the equipment will be stacked in the designated areas.  Once all of the equipment is unloaded the setup can start.  

The sketch is a plan view of what the room will look like.  The gym is divided into four areas. Community Room (west end), Dining Area and Chapel (Middle Area), and the Food Preparation Area (east corner by entry way).  There will be a walk way along the south wall.  This sketch will be taped to the wall for reference during setup.

Parachutes are used in the community room to help the participants hear the speakers.  Tarps on the west side of the community room between the community room and the weight room are to be installed after the rest of the rooms have been tarped.  The moveable platform will be used to string cable.
The setup team will be divided into at 3 crews with 3 - 4 people per crew.  The free world Coordinator and Head servant will be advisors.  

TRAILER UNLOADING AND PANEL – EXTRA CHAIRS
Team one consisting of four people will unload the trailer by handing the equipment to those with the dollies.  These first items to be unloaded can be unloaded without getting into the trailer.  As the trailer is empted no more than two people should work inside at one time.

The trailer will be unloaded by using 3-
4 long dollies.  Each crew will load their dolly and work as a team to move that dolly load into the gym, unload and return for another load ASAP.

8:00 AM
UNLOAD THE TRAILER
 ALL CREWS
1. Obtain the long pole for hanging the parachute pulleys.  This is usually stored in the chapel, in the storage room across from the chaplains office - the one closest to the sanctuary.  It is in sections and must be assembled.

2. Stack tarp, cables, clips, tape and twine in
 the center of the gym. 


3.  Stack parachutes and ropes in west end of 

     the gym.

3. Put the sound system on the west end by the weight room.

4. Stack the chairs along all along the south wall three (3) – four (4) deep.  

5. Stack the round tables in the weight room against the west wall.

6. Stack the rectangular tables along the north wall in the middle section.

7. Take metal racks, plastic pitchers, serving trays, 2 or 3 rectangular tables, coffee pots and other food preparation equipment to the food prep area.

PANELS AND EXTRA CHAIRS

1. Obtain 63 extra chairs from the chapel and take them to the Chapel in the gym.
2. Obtain sixteen (16)  stand alone panels from YPO for use in the Chapel, dining and food preparation rooms.

8:30 AM CABLES FOR TARPS

1.  Install cables. Note have two center cables support the long cable that encircles the room.
8:45 AM
COMMUNITY ROOM      CREW 1
1. Lay the parachutes out with the panel ropes on top.

2. Insert the PVC pipe into the loops around the edges of the parachutes.

3. Connect PVC pipes (4) per parachute and tape the joints. Note one parachute will use the smaller tubing.
4. When the joints are all connected attach a rope that has a pullet threaded onto the rope.

5. Loop the pulley over the hook that is attached to a cross beam at the top of the gym.

6. Pull the parachute up until the edge is just above the cable holding the tarps.

7. Tie the parachute off on the nearest eyebolt to that parachute.

8. Continue assembling and raising the chute until all four are in place.  The parachutes should overlap so that as much of the community room as possible is under the parachutes.

9. Place 85 chairs in a circle around the community room so that introductions of the participants and the team can be made.  Remember the team includes all Free World Volunteers and the Stewards.

10. Tarp the north to south walkway (along the fans) and the west wall between the community room and the weight room.

11. Leave a six foot opening for an entry to the community room from the walkway.

12. Leave another opening in the southwest corner with a tarp that can be lifted or pulled back to enter the weight room.

13. Hang the talk banners along the east partition with the name of the talk facing the tarp partition (See the attached talk list)
14. Set up the podium, the speakers and the mikes on the north wall.

THURSDAY NIGHT: AFTER INTRODUCTIONS ARE COMPLETE
1. Set up the round tables as shown on the sketch and place the family names on the tables.  There should be nine (9) chairs per pound table.

2. Set up a rectangular table at the back of the room with five (5) chairs.

DINING and CHAPEL

CREWS 2&3
1. Hang the tarp guide wire making a partition between the community room, the Chapel and dining area.

2. Hang the tarp guide wire making a partition between the Chapel, the dining area, and the food preparation area.
3. Tarp the walkway along the south wall leaving openings indicated by blue line.  
4. Set up the chapel using the north wall as the front of the room then:

a. Place the podium about 5-6 feet from the wall.

b. Set up the mike and  speakers.

c. Set 5 rows of chairs, nine chairs per row.
5. Partition the Chapel from the dining area using the wooden panels from YOP.  Leave an opening by placing the panels as shown in the sketch below.

 
6. Place three rectangular tables on each side of the dining area end to end for snacks and drinks.  Place the tables so that is room to move around both sides of each set of tables.  People will get their snacks then go into the community room to eat and talk.
THURSDAY NIGHT: AFTER INTRODUCTIONS ARE COMPLETE
7. Reset the dining area using seven tables for the table families with nine (9) chairs per table and the table family name on the table.  
During this time the participants and the table volunteers will be in the chapel so work quietly.
8. Set up two rectangular tables at the entry to the dining room for the Team Leader and his guests.
10:45 AM   FOOD PREPARATION    CREWS #1 
1. Use panels to partition the food preparation
     area from the entry per the sketch below. .

2. Put all the equipment in place so that you 
     can prepare food and drinks using:

a.  3 rectangular tables.

b.  Bread trays.

c.  Four coffee pots.

d.  Electrical cords and surge protector.

e.  Igloo cooler with wooden paddle.

f.  Plastic drink serving pitchers.
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