
Chess Club Meetings

How to Setup and Cleanup for meetings



Incoming Students



Front Door

• Day before club meeting, email the two parents signed up as door monitors to 
remind them the time to arrive and what is expected.  

• Arrive so you are at the front door at or before 6:30AM

• Do not let any students into the school (out of the foyer) until you have the sign in 
sheet clipboards so you can check each student in as they enter.

• Only chess club students are allowed into the school before 7:20. All non-chess club 
kids must wait outside per school rules unless the temperature is below 50

• Students not on the list are not allowed in the school until teachers arrive at 7:20.  

• Make sure students go directly to the library and do not wander the halls.  

• Once the teacher's arrive at 7:20, you are done and can bring the sign in sheets to the 
library. Please place the clipboards back where they were hung. You are then free to 
go or stay until the end of Chess club. We can always use help at the end to clean up 
the library after the kids leave for class.



Backpacks

• When the students enter the library, they need to carefully place 
their backpacks on the floor against the left wall of the entryway.  

• Special care needs to be taken to ensure all water bottles are 
upright.

• We have had water spill onto the library carpet in the past and it is 
something we want to avoid at all cost.  

• We also need to ensure we have a clear walkway, so we must push 
backpacks as far to the left as possible so we have a nice path to 
enter/exit



Kids Responsibilities

• Make sure they are checked in on the sign in sheet when they arrive

• After the kids enter the library, they need to help do the following:
• Carefully place backpacks along left wall

• Rearrange tables and chairs with the parents

• Bring out chess boards and chess bags 

• Turn on the computers for Chesskid access (If that is allowed at the meeting)

• During the meeting they should:
• Be courtesy to neighbors by using quiet voices (no yelling)

• Keep track of time by monitoring projected timer

• Always find a partner and play chess. No watching other games or standing/sitting around

• At the end of the meeting they should:
• Setup their chess board and make sure no pieces are missing.

• Pickup any material they brought in, like paper, sheets, pencils, coats, etc.



Setup at the Beginning



Library Computers

• We use the library computers to 
access Chesskid

• We need kids and parents to help turn 
on each computer and follow these 
instructions:

1. Turn on monitor with button on bottom 
right edge

2. Once booted up, press Ctrl-Alt-Delete and 
log in using:
username: 105Library
password: panther

3. Once logged in, open Chrome browser

4. Go to chesskid.com

It is first come first serve, so some kids will not get a computer.  Just have them 
play chess at a table.



Projector and Laptop

• We use the library’s projector and laptop 
to show training videos.

• The projector screen is lowered with a 
white button on the column near the laptop 
cart.

• The projector is turned on with a white 
remote that should be on the laptop cart.

• The laptop should be turned on using these 
instructions:

1. Open laptop and turn on

2. Once booted up, press Ctrl-Alt-Delete and log in 
using:   username: 105PTA        

password: PTAparent#

3. Once logged in, open Chrome browser

4. Go to chesskid.com



Online Timer

• When the projector is not being 
used for training, we have an 
online timer that counts down to 
zero.  

• This lets the students know how 
much time they have left to better 
gauge their play.  

• Once the projector laptop is up and running, go to:

• http://www.online-stopwatch.com/countdown/

• Determine how many minutes until 7:35AM.  Type that number of 
minutes into the timer and then click Set then click Start

• Make sure the timer is clearly visible on the projection screen.

http://www.online-stopwatch.com/countdown/


Microphone

• The microphone is stored in the card 
catalog cabinet in the drawer marked 
with an image of a microphone

• Two AA batteries should be removed 
from the charger that is up above the 
card catalog cabinet in a charger and 
inserted into the microphone.  

• Turn on the microphone by pushing the 
bottom button until the green light 
comes on 

If you can’t hear any audio in the room when speaking into the microphone, go to the laptop 
connected to the projector. If the audio connector from the laptop is connected to the input on 
the pillar, disconnect from the laptop and connect to the wireless black box on the top of the 
bookshelf near the pillar. 
Once tested and working, turn off the microphone and place it on the front desk.  



Table Arrangement

• When we arrive, the tables are not setup the way we need them to be.  

• There are two types of tables, rectangular and trapezoidal tables.  

• The rectangular tables go together, end to end to create a nice long line.  

• The trapezoidal tables also go together to form a nice long line

• We have to place chairs on both sides of the tables and try to maximize 
the number of chess boards we place on each table.
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Chess Sets

• Chess set bins are located in the library store 
room behind Mrs. Reeb’s office.  Carry 
them out and place them on the ground in 
front of the front desk.

• The kids should be asked to help set up the 
tables and chess sets before anyone gets on 
Chesskid.

• Also in this room is our bookcase that 
contains the following that need to move out 
to the front desk:
• Chess bucks storage box (key hidden in Mrs. Reeb’s office. Purple 

rook keychain)

• Extra weighted pieces box



Variant Chess Sets

• On special occasions, we bring out special chess sets including:
• 4 player chess

• LED light up chess

• Musketeer chess (unicorn, elephant, hawk, leopard pieces, etc)

• We like to set these up behind the projector screen on the floor. 

• The LED light up sets go in the cubby area with the light off in that 
area.

• The Musketeer chess pieces must be well supervised by a parent 
due to the high cost. We don’t want these pieces to get lost or 
broken.  Plus the kids need special cards that show how each piece 
moves in order to play properly.
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Bughouse Chess

• On special occasions, we let the kids play bughouse chess which 
consists of 4 players and 2 chess sets.  

• This can be setup at a table.

• We must remind the kids playing bughouse to be calm and quiet 
and not disturb the neighboring players. 

• (Bughouse players can get rowdy at times)
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Pawns Skill Group

• Pawns are located on the floor on the large round carpet.   

• We need to move the couch and any chairs out of the way as well as move the 
large book 

• Couch is pushed back against the back bookshelf. The chairs and book holder 
table are moved to the back where the door to the atrium is located.

• Boards should be setup in long lines 
with plenty of space between each line 
so two kids can sit comfortably back to 
back.  

• Make sure there is enough room for
people to enter without running into any
chess boards on the floor.
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Knights Skill Group

• Knights skill group is located on the tables closest to the Pawn group

• Each table should have three chess boards and three blue chess piece bags.

• The chairs need to be adjusted so three chairs are on each side of the table.
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Rooks and Kings Skill Groups

• The Rooks and Kings skill groups are located on the tables furthest from the 
Pawn group near the projector screen

• Each table should have three chess boards and three blue chess piece bags.

• The chairs need to be adjusted so three chairs are on each side of the table.

• Some meetings, we move the Rooks and Kings to a separate room for training 
and this will be announced at the beginning of the meeting.
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Timers

• The chess timers are located in a plastic bin in the library 
storeroom.  

• The bin is placed on the floor near the front desk.  

• Students can come and request a timer.  

• A parent then chooses a timer, turns it on and verifies that it 
works.  

• The parent should make sure to tell the student be careful 
with the timer as they are $50 each.  



5 minute warning



Procedure for Exiting

• The students can watch the projector to see how much time is 
left for the club meeting.  

• Once the time runs out, the students should finish their games 
and reset their boards.  

• Once completed, they raise their hand and a parent will inspect 
the board to make sure there are no missing pieces 

• Once complete, the parent gives each student a Chess Buck and 
dismisses them.  

• If the students used a Chess timer, they should take the timer to 
the front desk and give it to a parent.  



Cleanup at the End



Cleanup

• Parents go to each board and make sure all pieces are present before 
placing them into an empty blue bag.  

• If any sets are missing pieces, extras can be found at the front desk in 
the extra piece bin.

• Boards, bags and timers are collected and brought to the front desk.  

• Each plastic bin on the floor should contain 15 boards and 15 blue 
bags of pieces. 

• Once a bin is full, it is placed back in the library storeroom under the 
table.  



Variant Chess Sets

• If any variant chess sets were used, parents need to verify 
all the pieces are intact before putting them up.  

• The 4 player chess sets go into one special plastic bin that 
is stored on a bookshelf in the Library storeroom behind 
Mrs. Reeb’s office.  

• The LED light up chess sets also require some diligent 
clean up and placement of all pieces into the original boxes. 
They are also stored on the bookshelf in the storeroom.



Computers

• All computers can be left on, but we need to make sure the 
Chrome browsers are all closed.  This will ensure any 
Chesskid accounts will be logged out.  

• The projector should be turned off and the screen raised up.  
The laptop can be left running.  Make sure to close the 
Chrome browser. 



Microphone

• Make sure the batteries are removed 
from the microphone and placed 
into the charger on the wall about 
the card catalog cabinet.  

• The microphone should be carefully 
placed in the card catalog cabinet in 
the drawer marked with an image of 
the microphone



Tables, Chairs Resets

• All furniture and 
equipment that was 
moved during the 
meeting needs to be 
reset to the original 
orientation.  

• This typically means 
tables with one chair on 
each short end, and two 
chairs on each side of 
the table.  



Library Walkthrough

• After all chess equipment is properly stored, we walk the 
library floor looking for any lost or left materials.  
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