Duties During the Retreat at the FRISCO SPACE: ***Subject to Change****
SET-UP:

When having a retreat in the Frisco Space, we have been using the dance studio as the meditation room.  For this reason, several things need to be moved from where they currently are in the Frisco Space to the studio.  They are:

1) The Shrine: Everything on and under (this should only be a box with candles and incense) goes including the table.  In the past, the table is either moved as is (with everything on top-this takes two), or one person has gathered all of the shrine items in a box and moved it in stages.  The Shrine table goes centered in front of the mirrors, behind the teacher chair.  

2) The cushions: All of them go over and are set up in a semi-circle facing the shrine.

3) Three Tangkhas: The Buddha tangkha is placed behind the shrine while Chenrezig, and Manjushri are hung to the right and left of the shrine respectively.  (Sometimes this order changes, check with whoever is supervising the set up of the studio.)

4) Teacher chair and Table: they are placed centered, in front of the shrine on a rug.

5) Lights: All of the lights go, we also use lights donated from other people.  They are set up around the room.   Again, check with the supervisor for details.

6) The Box of Stuff (which has things like tap, tacks and scissors) is usually taken over and stored in the closet in the dance studio (where can be found the broom.)
7) There is a plastic box of linens under the welcome table that is also taken to the studio.  In this box you can find table cloths for the food table and red sheets that are hung over the studio mirrors. 
8) All of the sign-up sheets are placed on the desk that sits in the entrance to the studio along with the donation box, credit card receipts, pens, any special announcements, extra pechas (prayer manuals) or class handouts.

Things that are placed in the studio that other people bring or that are found in the studio are mats and rugs to keep the floor from scoffing and chairs.  Please note that NOTHING (no table or chair) can be placed on the floor without protection underneath it.   Also, do not move the lights across the floor as this also causes scraping.  

The Frisco Space is then used for eating.  It is nice if it is vacuumed before the retreat.
In the past, we have had two card tables set up with chairs around them.  We also keep a table of things to sell.  Items (the t-shirts, etc.) are then split between the card table and what used to be the tv stand.  
The “welcome table” is then pushed against the wall, covered with a table cloth found in the linen bin, and used for food. The main course (if not in the crock-pots), salad, salad dressing, breads, desserts, fruit, plates, bowls, spoons, forks, knives, and napkins are placed on this. Extra food storage (in boxes or coolers) is then placed under this table.  [If there is time to organize the food before the retreat, it is nice to have the food for the meals generally together.]  Dry food (can goods, oats, etc.) is stored on the first two shelves under the crock-pot.  The bottom shelf is reserved for paper towels, tin foil, zip-lock bags, etc.

The two crock-pots are put on the fridge and the shelf and the tea is moved to the counter.  
On top of the counter, then, sits the snacks, water, water cups, tea/coffee and hot cups.  Make sure there is a pen for naming cups somewhere in this area. 
(See attached page for a general outline of where to find all of the items in the Frisco Space.  Most of the cooking utensils, food platters, plates, napkins, spoons, serving spoons, cutting knives, soap, rags, plastic ware for food storage, coffee and water pots, and some dry food and extra food storage, is found under the counter.  Don’t be afraid to rummage around down there; if you need something it is most probably there or on the shelves, if it’s not, we probably don’t have it.)
DURING THE RETREAT:

The following is a rough list of general duties that are carried out during the retreat. Usually, one or two people are assigned to each duty.

FOOD SET-UP: It is up to the two people who are in charge of food set-up to coordinate with each other to talk about how they want to do things.  That said, in order to optimize your time in retreat and to keep the number of people going in and out of the teachings/meditation to a minimum, it is asked that all of the set-up happens during the break preceding the meal.  In other words, before going into the teaching/meditation session, please make sure as much as possible has been done to prepare the meal so that when the session ends, the food is ready.
For example, if you’re listed for food set-up for Friday dinner, then before the retreat starts, it is up to you to “prepare the food.” (If it’s Sat. lunch, prepare during the 10:00-11:00 break, if it’s Sat. Dinner, prepare before the 4:00 session. It has worked in the past for people to be at the space 30 min. before breakfast starts at 7:00.) (Note: since many of the meals are made in the crock-pots, this means putting all of the ingredeance in them and setting them on medium or high, depending on the cooking instructions.)  This also includes making sure that there are enough plates, bowls, etc. out on the table and slicing anything that needs to be prepared (breads, veggies, fruit).  Put anything else out that needs to go out.  It is okay to wait on one or two things (salad and salad dressing, for instance) and put them out immediately after the teaching/meditation session ends.  
***During the meal, it is also up to the people who set-up the food to make sure that everything is replenished.  For the bigger retreats, things like salad, fruit, etc, usually need to be refilled a couple of times during the meal.
FOOD TAKE-DOWN: Because of the space limitations, food take-down and clean up mostly involves breaking everything down and putting everything away.  Again, to know where everything goes, either look on the diagram or ask.  In the past, it has varied as to whether or not the plates/bowls/utensils/napkins are left out on the table for the next meal.  It is not essential that these things are broken down.  Also, sometimes during breaks (on Sat. especially) fruit or snacks can be left out, just use your discretion. 

So as to avoid a frantic rush after the meal, (with the exception of Sat. lunch because of the long break) it is best to start to put everything away 15-20 min. before the next session starts.  Again, use your discretion to judge how many people have eaten and if everyone looks finished, but the idea is to not leave the clean up to the last minute. 

If the people who take-down the food have access to a house, they can put the things that need to be washed (serving spoons, crock-pots, etc.) together to be washed during a longer break or at night.  This can also be taken care of by the work-study coordinator or another volunteer who lives in Summit County, but should be organized by the person who takes everything down.
TEACHER ASSISTANT: This duty is probably the most varied of them all. Sometimes it includes getting their meal, but mostly it is to make sure they have everything.  More often than not, the only thing to do with this duty is to make sure that teacher’s water (hot and cold) is fresh for every session.  (Of course, sometimes they bring their own, but it is nice to have ready.)  As of late, this has also included making sure that the teacher’s space (chair and table) is set up and ready (permanent marker and all!!!)
ALTAR: The person who is in charge of the altar basically is the person who fills the offering bowls with water in the morning and empties them at night.  It is helpful to watch another person do this to get the particulars down.  When emptying them, make sure that they are dry and turned over.  It is also nice to keep an eye on the candles.  Light them before the retreat and make sure that they continue to burn during each session (whether or not this means blowing them out after a session is up to you, but it’s nice to have them going for the teachings). 
TRASH: This involves making sure that the trash is never overflowing.  The dumpster is located on the street in the back of the Frisco Mall.  Sometimes there is an extra bag for recycling, there is also recycling at the back of the building and because there is no bin, should be taken care of after every meal.

RETREAT SPACE CLEAN-UP: This person is in charge of making sure that the meditation room remains tidy during the retreat.  It’s not something to be to diligent about, but just make sure that during the breaks things are fairly clean.  For instance, if there are any open drinks in the space, gently remove them; and straighten up the sign-up area every now and then.

This person also periodically, or whenever it looks like it needs it, sweeps the areas outside of the meditation room and the Frisco Space to keep it looking nice.  

FOOD SITTING AREA CLEAN-UP: This person is in charge of making sure that the Frisco Space remains tidy during the retreat.  It’s not something to be to diligent about, but just make sure that during the breaks things are fairly clean.  For instance, if there are any cups or food left on the tables, gently remove them; and straighten up the eating area every now and then.

This person also periodically, or whenever it looks like it needs it, helps the retreat space clean-up person with sweeping the areas outside of the meditation room and the Frisco Space to keep it looking nice.  

WATER AND FOOD REPLENTISH: Making sure that the counter area is well-stalked with snacks, tea, water and coffee. 
RECORD TEACHINGS: This involves hitting the record button on the computer before and immediately after each session, turning on the computer in the morning, turning it off at night and setting it up and taking it down before and after the retreat begins and ends.  See the more detailed list of how to operate this that is with the computer.
RETREAT COORDINATORS: Try to catch whatever falls through the cracks and be available for questions and to help whoever may need it at any time.  The “go-to” person in other words.

AFTER THE RETREAT:

TAKE-DOWN: Everything is broken down in the studio and moved back to the Frisco space.  The Frisco space is then cleaned up (this includes vacuuming) and put back the way it was.  Food is rationed out and all of the food space is cleaned off.  
