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Elementary new registration area
Put these materials on tables for workers:

• Friendship Circles listed in Rotation Groups. Copy and use the chart on page
129. These lists should show open places for new registrants.

• registration forms

• facility map with preschool and elementary opening/closing locations clearly
marked

• welcome letter for parents, page 125

• mission project information from the Mission Leader Guide

• your own program information

• pencils or pens

Accurate records help you . . .

• call a parent if a child becomes ill or needs to go home

• alert snack servers & leaders to children’s allergies

• follow up with families who have no church home

• complete your final report

• plan next year’s program

• invite attendees to next year’s VBS

Don’t forget Circle Guides & Preschool
Leaders
Remember, parents sign elementary children in and out of VBS every day with Circle
Guides. This can be very effective, but you need to make sure Circle Guides have the
information they need. 

Each Circle Guide needs a Sign In & Out Sheet every day, so make five copies of the
sheets on page 118 for every leader. Circle Guides also need a list of their kids and
authorized signers. 

Preschool Leaders need similar resources. Each needs five or more copies of the
Preschool Sign In & Out Chart, page 133, and a list of people who are allowed to
bring and pick up children from their care.

Before dismissal on the first day, you’ll need to update the pick-up lists with the names
and contacts of children who registered that day. You’ll need to do the same thing
each day if new children attend.

DIRECTOR GUIDE vbs.cph.org
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