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_] Missouri Child Identification Program

A Program of the Masonic Children’s Foundation

Welcome to the MoCHIP Event Handbook.
Thank you for your support of the Missouri Child Identification and Protection Program (MoCHIP).

This handbook is designed to be your go-to resource for planning, organizing, and executing a
successful MoCHIP event.

Whether this is your first time hosting or you’ve done it before, this guide will walk you through each
step - from timelines, set up, coordinating volunteers, and working with local media to engage your
community, you will find helpful checklists, templates, promotional tools, and best practices for a
successful event.

MoCHIP Events can be hosted at the Lodge Hall, or a public facility. Being part of a public event
like; school events, health fairs, county fairs, or community celebrations (Summer Fun Days, Oktober
Fests) are great ways to showcase Masonic values in your communities and have proven to increase
participation numbers exponentially.

As a program of the Masonic Children’s Foundation, MoCHIP is only possible through the dedication
of volunteers like you. By providing families with free, comprehensive child identification kits, you
are giving parents peace of mind and empowering them with tools that could one day save a child’s
life.

If you need further assistance please do not hesitate to reach out by email to
mitch.mochip@gmail.com or call (573) 727-4020.
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A Program of the Masonic Children’s Foundation

After submitting your event request online, a representative will review your information - if additional details are
needed someone will reach out to you from the MoCHIP team.

Upon event approval you will receive email communication from an authorized representative of the Masonic
Children’s Foundation and assigned a Regional Coordinator. Your event will then be live on the mochip.org calendar.

While the MCF provides all equipment, materials to identify children, and a Technical Supervisor for each event, the
host Lodge is asked to assume responsibility for the location, placement of volunteers to work the ID stations,
promotion of the event, and for the provision of refreshments for the MoCHIP workers.

Please review the list of Lodge Event Responsibilities below:

LODGE EVENT RESPONSIBILITIES

VOLUNTEERS

« Lodge must secure 10-15 Volunteers.
(Lodges are encouraged to work with other Lodges).

« Lodge must submit a Mandatory Volunteer List (visit mochip.org/resources) to your Regional Coordinator 10 days
prior to the scheduled event.

(please note that an event expecting over 200 children volunteer numbers increase to no less than 30)

EVENT SETUP (see event set up diagram on page 6 for full set up)
« A sheltered site is mandatory. (Climate controlled is preferable)
o Electricity is required.
« Lodge must supply (5) eight foot tables for stations, with a minimum of four chairs at each table.
« Two additional sets of tables are preferred for registration, but not required.

HEALTH PROFESSIONAL
« If able, Law Enforcement Professional for fingerprinting.
« A dentist or dental technician is preferred, if able to assist with the dental station.
(A nurse, EMT, or dental student will work if a dental professional is unavailable)

REFRESHMENTS

« Provide light refreshments for volunteers and event staff.
(Does not have to be elaborate)

PROMOTION

« Promoting the event to the community is the responsibility of the Lodge.

(You will find all necessary tools in the Event Promotion Handbook - you will also receive these documents as attachments with your
approval email) 4



[f@TMOCHIP EVENT SETUP

_] Missouri Child Identification Program

A Program of the Masonic Children’s Foundation

Setting up a MoCHIP event is a coordinated effort that ensures families have a smooth, welcoming, and efficient
experience from start to finish. This section of the handbook will guide you through the layout, equipment needs,
and setup tips to help your event run safely and effectively.

Proper planning and setup are essential to creating an environment that supports both confidentiality and comfort
for participating families.

Whether you are hosting in a Lodge, school, community center, or public space, a thoughtful setup is the
foundation of a successful MoCHIP event.

EVENT SETUP Reference diagram on page 6 for a suggested layout

Registration

« Registration is best set up near the entrance - the Lodge will need to provide:
o 2 Tables for registration with chairs
o Pens & Clipboards
o Set additional tables & chairs for parents to complete the information collection form(s)

#1 Station - Data Entry
« Set up 3-5 8ft tables per the diagram on page 6
#2 Station - Fingerprints
« Set up 3-5 8ft tables per the diagram on page 6
#3 Station - Dental Impressions

« Set up 2 - 4 stations per the diagram
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A Program of the Masonic Children’s Foundation
This section outlines the responsibilities, expectations, and best practices for volunteers. By understanding

the flow of the event and the purpose of each station, you’ll be fully prepared to contribute to a safe,
supportive, and organized environment that reflects the values of the Masonic Children’s Foundation.

Smaller Lodges are encouraged to partner with other area Lodges. This collaboration can support
volunteer participation and enhance Masonic interaction with communities. Volunteers do not need to be
Masons - encourage others to join in.

Recommended Volunteer Slots:

6 Windows Tablet Operators

2 Law enforcement volunteers to help with fingerprinting

2 Dentists, dental assistants, EMT’s, or nurses for the bite wafers

2 Registration Station workers for Permission Slips and Enrollment Forms
2 Event supervisors to handle questions and coordinate volunteers

10 Reinforcements for breaks and other jobs

EVENT TIMELINE

8:30am
5 - 8 volunteers should arrive 2 hours prior to the event

9:00am
10 - 15 volunteers should arrive 1 hour prior to the event for training and job assignments meeting

10:00am
Event Begins

2:00pm
Recommended but not a mandatory end of program to enable processing ending around 2:30pm

2:30pm
Approximate end of processing data and breakdown of event

3:00pm
Event is complete

This timeline is a recommended timeline and can be modified with prior approval from the Masonic Children's Foundation.
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A Program of the Masonic Children’s Foundation

Each station has clearly defined volunteer expectations - use this
Volunteer Briefing & Overview  document as part of your volunteer briefing and overview meeting
on the day of your MoCHIP Event.

Registration Station:

« Greet guests

« Provide each family with an Information Collection Form (one per child)

« Direct parents to complete the form at the provided tables - once completed they need to return to
Registration to collect a yellow envelope and complete the Permission Form

« Direct families to Station #2

Station #1 - Data Entry

« Application information is entered
« Photos are taken
« Direct families to Station #2

Station #2 - Fingerprints

« 2 Law Enforcement Officers (preferable) or volunteers to assist children

o In the event you cannot secure all fingerprints a thumb print is acceptable
« 2 volunteers coordinate the data to the PC units

o This information is saved to the child’s ID number along with the data entry from Station #1
« Direct families to Station #3

Station #3 - Dental Impression

« 2 dental technicians, EMT’s, or nurses are recommended to support volunteers in using the bite wafers
« If unable to obtain a dental impression, or the child is an infant, take a Q-tib swab instead for
DNA/scent.

Permission slips must be signed by the parent/legal guardian for EACH child BEFORE a child can be processed. This is the
ONLY information MCF retain. .
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A Program of the Masonic Children’s Foundation

Volunteer Briefing & Overview Continued

Security

« Volunteer badge distribution and collection
« The equipment is not to be altered or tampered with
« Any packets left behind should be given to a MoCHIP Coordinator to secure - returning parent/legal
guardian must show identification before claiming the packet
« Shredding of documents when necessary should occur with parents/legal guardian as witnesses
o Remakes due to mistakes (with the exception of the USB’s)
o Left over or forgotten packets

Contact with children:

o Employ parents to help with brushing back hair, fingerprinting - be patient

Safety

« Equipment - stress the value of the equipment
« All liquids to be kept under the table
« Volunteers should be conscious of cords/cables

« Keep children clear of power cords

Event Breakdown

« Do not power down any equipment until workstation is checked by the Event Coordinator
« Do not unplug anything without checking with the Event Coordinator
« Clearing Data
o Workstations are not dismantled until the procedure to wipe the data is accomplished and

recorded on the MCF Coordinator Event Report
o The server is the last item to be wiped out
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Event Timeline Checklist

Upon Approval Notification
[ Set committees & delegate tasks
D Edit and download Press Release and Event Flyer from the Event Promotion Page on mochip.org

D Order event banner if the budget allows

8-10 Weeks Ahead

D Assemble and send invitations to community organizations (schools, churches etc.)
[[] Distribute flyers and posters - access these on the Event Promotion Page at mochip.org
D Work with local media outlets for event coverage (radio, tv, newspaper)

D Send press releases

[ Finalize all plans with committees

1 Month Ahead

D Place newspaper ads, follow up with news media, on-air announcements

D Confirm volunteers & MCF staff

D Review and confirm catering/food needs

D Schedule any rental equipment (tables, chairs etc.)

D Confirm event location logistics - set up/tear down times

D Meet with committees to ensure all the above is finalized

1 Week Before

D Meet with all committees for a last briefing

Finalize event assignments

Schedule pick up/delivery of rented or loaned equipment
Final walkthrough of the event site

Confirm volunteers - find replacements if needed

Schedule volunteer assignments

0 o o

Last event promotion push on social media, flyers etc.

Event Timeline

10
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A Program of the Masonic Children’s Foundation

FAQ's

Does the Lodge need to provide refreshments for volunteers?

Yes. Light refreshments are needed for the “worker bees”. It does not need to be a full meal, but allow volunteers to
stay on site during the event.

Does the Lodge need to keep a record of the volunteers?

Yes. We ask that the host Lodge keep a list (for MCF records) of the volunteers that work the event and send the
appropriate thank you’s to the volunteers and participating sponsors. There is a standard thank you letter that can be
sent to the host Lodge by the Regional Coordinator.

Can a MoCHIP Event be held during the week?

No. Weekends are the only time MoCHIP Events can be scheduled. There are exceptions, and requests of any variety
are welcome - ALL events are subject to MCF approval.

How long in advance does an event need to be scheduled?

It is encouraged to plan ahead. The popularity of the program can put events several months out. Events are approved
by MCF.

If there is food and drink available at the event does this impact processing?
Remind parents that children will need to eat and drink after they have been through the MoCHIP Process not before.

What event promotion is the host Lodge responsible for?
Please refer to the Event Marketing Handbook for a full guide for event promotion.
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