
Overnight Host Responsibilities   (2022) 
 

 Bring with you:  
1. Set of sheets or sleeping bag 
2. Your own pillow 
3. Cell phone with alarm 
4. Any toiletries or personal items  

 
 Arrive at 8:45pm and check in with supervisor. 
 Sign in, set up your room (101 or 103) and put on name tag 
 Get update on families (Helpful to read family profile info in binder on 

allergies, medical, etc.) 
 Meet all guests letting them know you are the emergency contact during 

the night and tell them which room you will be staying in. 
 Confirm van pick up time with supervisor, usually 6:30am every day 

except Saturday/Sunday when it is 8am. Check emails from site 
coordinator.  

 Oversee bedtime schedules. Children are to be in bed at 9pm and adults 
are to be in rooms by 10pm. Remind them all outside doors lock 
automatically at 10pm and open by 6am (7am SaturdaysSundays), so no 
smoking after 10pm. Remind them of wake-up knocks on their doors 
around 5:45am (or earlier depending on guests and van time) and to set 
their alarms. 

 Take Family Promise binder and keys to your room at bedtime. 
 Wake up guests at agreed upon time by knocking on all doors until they 

respond and are awake.  
 Make coffee and pull breakfast cart out to eating area. Use disposable 

bowls and plastic ware in morning. 
 Leftovers may be taken to the Day Center in morning, please check and 

remind them. Remind them to take bag lunches too. 
 LEAVE COTS IN ROOM 101 or 103 every day and clean with anti-bacterial 

cleaner and paper towels in morning. DO NOT GET CORDS ON NEW VINYL 
MATTRESSES WET. 

 After van picks up guests, make sure all guest rooms are locked as well as 
hosts rooms. 

 Clean up kitchen with disinfectant spray. 
 Write any important info in Log Sheet and leave binder with keys inside 

ring on kitchen counter. 
 Send email to Coordinator in morning with any urgent issues or feedback. 


