Briefing Procedure – Instructions for Supervisor
1. Gather crew members together.
2. Verify that each crew member has their Game Day Staff Handbook and a copy of the Event Brief Sheet.
3. Verify that each crew member has any other important equipment or supplies (incident cards, Code of Conduct Cards, Guest Services Business Cards, etc.)
4. Conduct Inspection Drill.  Ensure that all crew members are in full uniform and appearance compliance.
5. Have each crew member sign in on the crew roster.  By allowing a crew member to sign the roster, the Supervisor is certifying that the person is fit for work (uniform, appearance, physical health, etc.).
6. Review Event Brief Sheet information (items highlighted from Supervisor briefing).
7. Top 6:  Remind crew members to complete their TOP 6 on their Event Brief Sheet.
8. Review break relief plan with crew.  Make sure each crew member understands when and how break relief will be handled.
9. Review end-of-shift procedures (sweep of areas to ensure clear of guests, gathering of crew members and official release by Supervisor).
Break Relief Plan
This crew will provide its own break relief.  Rotate crew members during breaks so that positions that must be staffed are staffed at all times.


Supervisor must complete information by filling in blanks and then provide this information verbally to crew during crew briefing. Crew members are to note this information on their Event Brief Sheet.
Event Safety Briefing
1. Calling for Help:  Contact your supervisor or roving security.
2. First Aid Station:  The nearest first aid station is located: ____________.
3. Exits: In case of an emergency evacuation, direct guests: _________________________________________________________.
4. Security Staff Locations:  The nearest Security Response Team is located ___________________________________________________.
5. On-Post Inspection:  Remind each crew member that they must thoroughly inspect their work area when they take their positions.  Report any issues to the Supervisor immediately.
6. Special Concerns:  __________________________________________.
BE CLEAN Briefing
1. Concourses/Stairways/Railings Flat Surfaces: Make sure that the walkways are clear and free of spills.
2. Check restrooms and concourse areas thoroughly to ensure they are clean and ready for guests.
BE FRIENDLY Briefing
1. Visibility:  Be visible and accessible to our guests.  
2. Greet guests:  Stand in a way that you can greet guests, answer questions and provide directions.
3. Be Prepared:  Be ready to help guests by answering questions and providing directions.
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	Map Number / Position Name
	Location
	Special Instructions / Notes 

	1 GS SUP MC W TEAM 2
	Main Concourse – West Side
	Provide supervision and direction to crew members; manage break rotation; respond to issues and incidents in assigned area/crew.

	2  GS MC WEST STAIR 4
	At Stair 4 (behind Section 220) that leads to Lower Level
	Assist guests with directions; monitor the stairway; No need to check tickets – all guests have access to this stair.

	3  GS MC WEST ENTRY 01
	Inside the doors at West Entry
	Provide general assistance to guests.

	4  GS MC WEST ENTRY 02
	Inside the doors at West Entry
	

	5  GS MC WEST STAIR 5
	At Stair 5 (behind Section 225) that leads to Suite Level below
	Assist guests with directions; monitor the stairway
Suite guest access ONLY. Check tickets and credentials. Only guests with Suite tickets or credentials may be allowed down the stairs.

	6  GS MC MEDIA ENTRY
	Inside Media Entry
	Provide general assistance to people entering at the Media Entrance. Be prepared to direct Media to the Press Box Elevator.


  Positions listed in BOLD type must be staffed at all times.		  
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