
Working at a Compassion College or University Chapel 

2012-2013 School Year 
 

Thank you for signing up to volunteer at the upcoming college chapel in your area. Please take a moment to read through 

the following steps on what to expect at the upcoming College Chapel event.  

 

Step 1.  Setting up the table. 

 The chaplain at the college will have the child packets and display prior to the chapel. The boxes will be waiting 

for you on the tables that you will have for chapel.  

 Make sure that the table is placed in a very accessible location near the chapel exit.  If there are other Compassion 

volunteers onsite, you might inquire about setting up a second table near alternate chapel exits.   

 Setting up the table:  

o Cover table with the enclosed plastic table cloth.   

o Place the child packets flat on the table without overlapping.  

o Place the cardboard display on the corner of the table.  

o Place all other brochures and flyers under the table.  

 There may also be a pull-up display in a large black tube, which can be set up close to the table. 

 

Step 2. Passing packets to the audience. During the chapel, the speaker may choose to pass packets. If the speaker does 

this, he or she will let you and will facilitate it from stage.  

 Create stacks of 8-10 packets to use for the packet pass, but be sure to leave 15-20 packets on the table.  

 If you need students to help with passing packets please ask the representative from the school if they would ask a 

couple of students to assist in the process.  

 The speaker will let you know when he or she will do the Compassion presentation and what the key words will 

be when they are ready to pass the packets.  

 Once you have passed out packets, make your way back to the table to be available for students. 

 

Step 3. Signing up new sponsors.  

 When chapel ends, be at the table to assist the students in signing up to sponsor a child.  

 After they fill out the sponsorship form:  

o Please take a minute to make sure the information is complete,  

o Separate and hand them the bottom copy of the sponsorship form  

 PLEASE NOTE: the chapel acceptance form is created to use credit cards only. If however, a student would like 

to pay by check or cash. We will accept that, however they will not receive a Premium T-shirt/book/CD. Just 

staple the payment to the form and write in the payment section how they paid. 

 Place all completed forms in the white FedEx return envelope included in the materials. Keep the envelope 

handy so you can put the forms in there as soon as you receive them from the students!  

 

Premium T-Shirt/book/CD – For students who pay for their sponsorship by Credit Card, they will receive a t-shirt (some 

chapels will be a book or CD instead of t-shirt). Verify the Credit Card information and give them the premium with their 

copy of the sponsorship form. 

 

Step 4. Secondary location.  

 Since many students will need to rush to get to class, the chaplain has arranged a secondary location for you to 

move to following chapel. It should be located in a common area such as the cafeteria or student union.  

 Once the students have left the chapel area, please move the materials to the alternate table to provide students 

one more opportunity to sponsor a child! 

 

Step 5. Tearing down.  

 After your shift is over (generally when the lunch rush is over),  

o Pack the packets and remaining t-shirts in the boxes.  

o Affix the FedEx postage paid stickers to the box (these will be found in the plastic slip cover attached to 

the boxes in a bright green sticker). 

o Give the display and boxes to the chaplain/chapel representative at the school for shipment back to 

Compassion.  



 IMPORTANT: The sponsorship forms should be kept in the envelope (separate from the boxes of items to be 

returned) and hand delivered to the chaplain or chapel representative to be mailed directly. 

 

Step 6. Report back. Your feedback will help us continually improve how we approach events to make them better. 

Please email campusministries@compassion.com with answers to these questions:  

 

1. Were you able to locate the chapel contact and the table location? 

2. Were there enough tables to handle students as they exited, or do we need to plan for more tables at more exits 

here in the future? 

3. Did the speaker ask you to pass packets during the presentation? 

4. Did you utilize the premium CD for those that paid with credit card? 

5. How many students do you think were in the chapel? 

6. Was the chapel contact pleasant to work with? 

7. How many sponsorships were there? (If you know directs and pay laters, please include those!) 

 

 

If you have any questions on this process, please feel free to contact Compassion’s Chapel Representative at 719-272-

4976 or campusministries@compassion.com. 
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