WEST COAST WRITERS’ CIRCLE  ~  DOOR DUTY GUIDELINES
Thank you for assisting the West Coast Writers’ Circle in this area.

We appreciate you!

You should have the Writing Box containing: 

· Ballpoint pens
· Spare note paper

· Blank name stickers
· Felt tip markers
· Prestik
· Blank sign-in sheets
· Information sheets

· Money tin

· R30 float

· Spare plastic bank bags

· 2 x ‘WCWC In Session’ door signs

Your Duties
1. Arrive by about 09:10 so as to be set up and ready when people arrive.
2. Ensure the toilets are unlocked or get the keys from the Library staff.

3. Stick one of the ‘WCWC in Session’ signs on the outside of the meeting room door.

4. Have ready: 

a. the month’s sign-in sheet with a working pen,

b. the money tin with R30 float for change, 
c. blank name stickers with a working felt-tip marker,

d. information sheets for visitors/first-timers, and

e. the empty Writing Box for writing box entries.

5. Ensure everyone signs in, and tick the ‘paid’ box when their tea donation is received.

6. Regular members need only enter their name and tick ‘paid’.

7. Visitors and first-timers should also provide their email address and a contact number.

8. Once the meeting starts, put monies received into a plastic bank bag but remember to keep back the R30 float for the following month.

9. Once the meeting starts, keep watch for any late-comers. Avoid disturbance during the meeting by guiding them to a seat, and at tea time remember to sign them in and collect the tea donation.
10. At tea time hand the monies collected and the sign-in sheet to the relevant co-ordinator.

11. When you require provisions such as name stickers, pens, information sheets, etc. arrange with the relevant co-ordinator to make copies or purchase such supplies. Alternatively, copy or purchase them yourself and provide the till slip to the relevant co-ordinator for a refund.

Again, thank you for assisting us in this area.
