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The following instructions are particularly designed for large clubs (50 or more children) and may not entirely apply to smaller groups. This procedure sheet should be modified according to your specific situation.
Arrival:

1.
Designate a helper to be at the door directing the children to their grade location (if a large club). 

2.
Designate a helper who is responsible for each grade. This helper should have a container with their grade’s attendance sheet with children’s names listed, the children’s nametags and any take-home items for his grade. 
3.
The Administrative Assistant should be available with the permission slips during the arrival time and should be prepared to make temporary nametags for those bringing their permission slips to club.

4.
Helper at the door—As kids come to club, they should be directed to the helper designated for their grade. If they have a permission slip with them, they can be sent with their permission slip to the Administrative Assistant for a nametag.

5.
Helpers for each grade—Students should place their back packs under their grade sign and be seated around the helper to receive their nametags and snack. If a child does not have a nametag, he should be sent to the Administrative Assistant.

6.
Administrative Assistant—The Administrative Assistant should check to see if there is a permission slip on file for those children without a nametag. If there is, make the child a temporary nametag. If they do not have a permission slip on file, have them sit near you until you have time to check on their situation. Then escort the child back to his classroom if he doesn’t have permission to attend the club.
Snack Time:

1.
The Refreshment Coordinator should divide the snack out among the grade helpers before the children begin arriving so that each helper has enough snacks for her children. (Make sure it is something that the children can eat quickly and will not cause them to be too hyper!)

2.
As they are eating the snack, each grade helper should be talking with the kids and listening to memory verses. Keep track of those who said their memory verse by placing the sticker for the week on that child’s nametag. Also use this time to get to know the children in your group and show them warmth and love.

3.
After snack time is over and the children move to the teaching area, the Refreshment Coordinator should go around and collect any left over snacks and clean up any trash left on the floor.

During Club:

1.
Have each grade helper make sure that all of his children have on a nametag as club begins—this is the way you will know that they have permission to be in club.

2.
All helpers and teachers should sit with the children and participate in all club activities. Grade helpers especially should watch for any disruptive behavior in their group and give special attention to those children. Children with habitual behavior problems should have the privilege of sitting beside the grade helper.

Dismissal:

1.
Have each grade helper stand at their grade’s designated location (with the backpacks). They should be ready to give the children their take-home items (verse tokens, candy, quiet time quest, etc.—these items should be placed in the grade’s container prior to club).
2.
Designate a helper (other than a grade helper) to be in charge of all walkers and                 an​other to be in charge of all after-school care kids. Give these two helpers a list of the kids who will be coming to them and have a designated location for them also.

3.
At the end of club, dismiss the children by grades to go back to their grade’s location. They should walk to their grade helper and be seated. They should then turn in their nametag, get any take-home materials, and the grade helper should draw out a nametag for the “Quiet Seat Award.”

4.
The grade helper should then dismiss any walkers to get their backpacks and go to the helper in charge of the walkers; then dismiss any after-school kids to the after- school helper.

5.
Once a grade helper has dismissed her walkers and after-school kids, she should then line up the rest of the children in her group walking them outside to the pick-up loca​tion.

6.
When parents arrive, the grade helper should open the car door, help the child inside and thank the parent in a friendly manner for allowing the child to attend the GNC. 

7.
The grade helper should stay with her grade until all of her kids have been picked up. Use the permission slips for emergency pick up numbers if a ride does not arrive by the designated time.

Suggested Guidelines for Arrival, Snacks, Dismissal 
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