Team Meeting Issues
7/16 – 17/04
Double check doors when locking up – pull on them to make sure they are locked. Please watch the door on the store – make sure deadbolt is all the way locked. Please double check the north door on the welcome center – it was left open during a storm and the office had water on half the floor. Nothing was ruined but please make sure the door is tight.
Double check lights – all of them. McFadden has an overhead light that may/may not be turned on – double check it. Make sure all the bathroom lights are turned off in the back. 

Once you open up Seven Gables, turn the lights out until the first tour goes through – then walk around back before you enter the house and turn on the lights. Please don’t do it with a group waiting inside the house. 

To open McFadden, turn on the TV and the DVD player, sweep the front porch and check the rug for sweeping. Place the display sign out in the yard. There is a broom in the closet of the bridal side if you need one. Double check and make sure the dead bolt on the door between the two is locked. To close down, bring in sign, make sure TV, DVD and lights are all out. 

There is a wrench for Judy Burkhard from the Pointe Aux Barques Lighthouse Society in the desk drawer if she comes looking for it. Jan Murow from Stafford County Park should be in sometime to pick up her McGuffey speller. It is on the desk in the office.

The Port Austin Historical Society book is for sale for $40 and the money goes in the envelope. Please fill out a receipt from their receipt book. Checks can be made out to PAAHSBB if needed. 

If you notice something that needs more cleaning on your opening rounds, please come back to the welcome center and write it down so everyone knows it needs to be done. If you do some cleaning – please fill out the sheet in the clipboard in the desk drawer. This has not been done yet this year and I know some of you have done some cleaning. Please fill it out.

The light bulbs have been distributed to each of the buildings. There is list of where they are in the desk drawer. If you need a copy, please make one. If you take the last one of that type of bulb out of the house, please write it down on the office desk so I can replenish it from the cabinet or buy more. 

Rugs for all of the buildings are to go outside when you open up in the morning. If it looks like rain, please leave them inside. If they are put out and it rains, please go put them inside. Remember the welcome center has a rug – it has been left outside 3 times now and has been rained on twice. The heavy ones take a long time to dry once this happens so please bring them in and keep an eye on them.

There have been pictures put up in the wreck room. Please make sure you go and take a look at them before you have a tour. The tour guide will be updated to reflect it. 

There are some Red Letter Day response cards in the front desk. If someone would like to attend, please have them fill out the card and note the check number on the card. Leave these on the desk in the office so that I can log them in the spreadsheet. These should not be rung up on the cash register as a donation. 
We may have a large tour on Tuesday of next week – please let me know if you would be available to help out with it. We should be notified this weekend if/when/how many are coming. 

If you have a large group and are unsure of what to do, please call for help. Either myself or Jane are the ones to call. Please watch your time on taking out tours – if it is a busy day, you cannot afford to give a three hour tour as you will be needed back in the welcome center to take another tour out. On slow days, it’s not a problem but on busy days you need to be aware of your time. When people come in we usually tell them an hour for the village and 45 minutes for the house or 2 hours for both. If you go over this by too much, that could be a problem for the visitor if they have plans to be elsewhere at a certain time. 

Please have your phones on when you are out on tours. It doesn’t do us any good for you to have a phone and have it turned off or for you not to answer it. Just say ‘excuse me for a minute’ to your group and pick it up. We usually don’t call unless we need to add someone to your group or find out when you will be back. 
