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COMMITMENTS OF A GROUP LEADER

1. Be faithful in your walk with the Lord. (Galatians 5:22-26, 1 John 1:6-7)

2. Be faithful to your family. (1 Timothy 3:4-5)

3. Be a giver of:

·  Yourself

·  Your time

·  Your money

·  Your talents

·  Love for the people in your group/department

(2 Corinthians 9:6-8, 1 Thessalonians 2:8)

4. Be faithful to your church. (1 Peter 2:4-5, Hebrews 10:25)

5. Be faithful to your group ministry role. (Romans 12:1-2, 4-8)

6. Be in your place no later than 15 minutes before the official “Start Time” to welcome early arrivers. “On time” for a member is “late” for a leader. (Galatians 6:10, Ephesians 5:16)

Purpose of Groups ministry

To reach people for Christ and church membership; and through life-changing Bible study to lead them to care, witness, fellowship, and worship.

ADULT GROUP COORDINATOR
Overall Purpose: The Group Coordinator is responsible for enlisting and supporting group members in service that contributes to the growth and health of the group. While the Teacher is the “chief shepherd” of the group, the Coordinator plays a vital administrative and support role alongside the Teacher.
1. Help group members discover their spiritual gifts. Based on giftedness and interest enlist group leaders to include:

a. Outreach Leader

b. Care Group Leaders (one for every 1-9 individuals/families in the group)
c. Secretary (may also want a separate Nametag Secretary)
d. Prayer Leader

e. Fellowship Leader

f. Missions Leader

2.
Make necessary announcements on Sunday mornings related to the group, being careful to guard the time needed by the Teacher for Bible study. Work to create a positive atmosphere of fellowship and service in the group. Encourage punctuality in beginning and ending every Sunday.
3.
Equip group members for effective outreach and ministry.

a.
Provide personal or group training for enlisted leaders.

b. 
Follow up regularly with leaders listed above to encourage and check their progress.

c. 
Inform Pastor or Associate Pastor of training needs.

d.
Attend leadership meetings to keep informed and up to date.

4.  
Encourage and support the growth and health of the church through Groups ministry.

a.
Encourage all members to identify and commit to specific ministry opportunities through the church.

b. 
Work with the Pastor or Associate Pastor to target new group starts as needed and identify leaders to staff them.

c.
Continually communicate the purposes of Groups ministry and a positive vision for what God can do through leaders and members.

5.
Plan and conduct leadership meetings and other appropriate meetings, training seminars, and classes that will help strengthen your ministry.

ADULT BIBLE STUDY TEACHER
Overall Purpose: The Bible Study Teacher is the “chief shepherd” of the adult group. The Teacher is responsible for teaching adults the life-changing truths of God’s word. While groups are composed primarily of believers and members, the teacher should strive to nurture an atmosphere of openness and inclusiveness for non-believers and non-members as well.
Responsibilities of the Teacher

1. Teach the Word of God (Eph. 4:11; II Tim. 2:2; Col.3:16)

a. Allow God to challenge you personally and prepare the lesson adequately. Most teachers spend an average of 5-10 hours a week preparing lessons.

b. Communicate the message effectively, using creative teaching methods, and making application to life.

c. Teach the Bible, using literature approved by the church for Groups ministry.

d. Be certain that adequate time is used each Sunday morning for Bible study (35-45 minutes).

2. Communicate with and support the Group Coordinator in their work of enlisting other group leaders, giving them appropriate group time for communication of outreach, ministry, and fellowship information.

3. Lead group by example and involvement:

a. In outreach and ministry.

b. By establishing relationships with group leaders and others.

c. By keeping life transparent and clean before a watching world.

d. By being supportive of church staff, programs and ministries, and leading the group in a like manner.

4. Contact by phone or personal visit every person enrolled in your group at least twice during the year. Be available for basic counsel, sharing and other relational opportunities with your group.

5. Participate in leadership meetings and other appropriate meetings, training seminars, and classes that will help strengthen your ministry.

CARE GROUP LEADER

Overall Purpose: The Care Group leader is the “shepherd” responsible for ministering and caring for 1-9 other individuals/families in the group, including members, associate members, and attending prospects. The Care Group Coordinator will assign group members to each care group. 

Responsibilities of Care Group Leaders

1. To guide


I Peter 5:1-4

     To nurture

Psalm 78:70-72

     To protect

Acts 20:28-32

     To care for needs
Ezekiel 34:1-6

2. 
Be a personal example of a shepherd in lifestyle.

a. Exhibit a growing personal relationship with Jesus Christ.

b. Have a consistent walk in the power of the Holy Spirit.

c. Possess a heart to know God and a teachable spirit.

d. Be committed to developing personal relationships with others and encouraging and discipling those who may be called to become future Care Group Leaders.

3. 
Minister to your care group.

a. Love, respect and seek to understand the individual needs of your group.

b. Be aware of physical, spiritual and emotional needs.

c. Call group members every week who were absent on Sunday.

d. Pray together about concerns and needs.

e. Have group times – meals, Bible studies, or fellowships regularly.

f. Lead group members in ministering to one another as well as people outside your group.

g. Keep personal records of your group regarding attendance patterns, birthdays and anniversaries (send cards), family, and special needs.

4.
As the Care Group Coordinator assigns new group members to you:

a. Call your new members, welcome them, tell them about your group, and encourage them to get involved.

b. Introduce them to the group members. 

c. Make regular contact with them to get feedback and to encourage them.

5.
Participate in monthly department meetings and other appropriate meetings, training seminars, and classes that will help strengthen your ministry.

GROUP SECRETARY
Overall Purpose: The Group Secretary is the primary link between the group and the Education Secretary on staff, and works to provide accurate information to other group leaders about members and prospects.

Responsibilities of the Secretary

1. Work with the Education Secretary to be familiar with and maintain the current status of every group member and guest (involvement, updates, address, telephone, birthdates, etc.) 

2. Welcome and greet the members and guests each week. Encourage guests to join your group. Remind guests that a person may be a member of a group before he or she formally joins the church.

3. Train one or two group members to help you so that group attendance will be accurately recorded and reported when you are absent.

4. Work with other leaders in your group (Teacher, Outreach Leader, Care Group Leaders, etc.) to provide them with up-to-date information as needed.

5. Keep the Teacher and Outreach Leader informed of attenders who have not joined the group or the church.

6. Keep care group leaders informed of group members who have irregular attendance.

7. Keep your records folder organized. Be sure that other leaders get any information placed in the records folder for them. 

8. Organize a nametag system for your group. Every person should wear a nametag every Sunday. Have a system to insure that every guest has a temporary tag and every regular attender/new member has a permanent tag made. (NOTE: This responsibility may be assigned to an assistant Secretary.)

9. 
Participate in monthly department meetings and other appropriate meetings, training seminars, and classes that will help strengthen your ministry.

Secretarial Procedures

1. Pick-up Records Folder from the Adult Groups Records boxes (outside room 216) each Sunday morning.

2. Mark members present each Sunday on the computer roll using a pencil or pen that leaves a dark mark on the paper.

3. Mark guests present each Sunday on the computer roll using a pencil or pen. If their name does not appear, completely fill out a Guest Information Form on that person. Some guests will bring their form already completed from the Welcome Center.

4. Be sure that the group name, department, and date are noted on the Guest Information Form. Check each form and make corrections as necessary. 

5. Enroll new members by completing a Guest Information Form and marking “Enroll in our group today” in the space provided.

6. Transfer those enrolled in another group who want to join your group, by completing the Information Update Form and returning it with your records.

7. Complete the Information Update Form to delete members from your rolls. People may be dropped from your group ONLY when they move out-of-town, join another church or group, make a personal request, or pass away!

8. Place all completed forms and materials in your records folder and place it back in the Adult Groups Records boxes near room ____ immediately after your group meeting. Items to be included in the folder are:

a. Computer attendance sheets.

b. White copies of all Guest Information Forms you completed.

c. Information Update Forms.

d. Notes requesting materials or information you need (Calendar Request Forms, etc.)

PLEASE BE SURE YOUR GROUP NAME AND THE DATE APPEARS ON EVERY ITEM ENCLOSED!!

OUTREACH LEADER

Overall Purpose: The Outreach Leader is to involve the group members in reaching people for Christ. This involves reaching them for your group and church attendance as well as encouraging personal evangelism in new and existing relationships.

Responsibilities of the Outreach Leader

1. 
Organize outreach to prospective members:

a. Recruit other group members to assist you as your Outreach Team.

b. Obtain group prospect cards each week from group records folder.

c. Assign prospects for follow-up to group members.

d. Obtain feedback from all contacts by the following Sunday and return this information to the Education Secretary via the prospect file or personal conversation.

e. Set the example by regular personal involvement in outreach.

2. 
Get to know your prospect file. Keep up with which prospects have been and need to be contacted to be sure all prospects are contacted at appropriate intervals.

3. 
When new prospects are discovered, give written information regarding them to the Education Secretary so they may be included in the appropriate group prospect file.

4.
Be responsible for developing and maintaining a welcoming atmosphere in your group.

a.
Recruit and train Greeters who will arrive early every week. This could be on a rotating basis with a schedule prepared in advance. 

b.  Work with the secretary to be sure nametags are worn by all present each Sunday.

c.
Meet every guest in group and make sure they are personally introduced to members every Sunday. Ask a member to take care of them for the day.

d.
Evaluate your group effectiveness in friendliness and receptivity to guests.

5. Communicate with your teacher about how to lead members to reach out effectively, and lead members to pray for lost and unchurched people.

6. 
Participate in monthly department meetings and other appropriate meetings, training seminars, and groups that will help strengthen your ministry.

FELLOWSHIP LEADER

Overall Purpose:  The Fellowship Leader plans all activities and social events of your group, insuring that those who attend leave knowing they have spent time with Christians. These activities are on an excellent way to touch people for Christ who do not regularly attend our church!

Responsibilities of Fellowship Leader

1. Plan and produce a calendar of events for your group, organizing at least 3 or 4 major events a year.

2. Work through the Care Groups within your larger group to communicate upcoming events. Inviting one person from each group to serve on a “fellowship committee” allows group-wide representation in planning an event, recruiting help, etc.

3. Work with your Group Coordinator and other Fellowship Leaders to plan periodic fellowship time or refreshments on Sunday mornings in coordination with other groups. (Sunday morning buffet breakfast or lunch are good ways to do this.)

4. Reserve the use of church facilities with Calendar/Facility Request Forms. Please give at least two weeks’ advance notice when scheduling facilities. Room arrangements (tables, chairs, etc.) should be specified with requests. All requests will be scheduled around existing church activities.
5.
See the Administrative Services section of this document for important information concerning scheduling, childcare, and other resources.

6.
Coordinate social events with your group’s Outreach Leader to ensure that events have an outreach emphasis. Out of respect for all members and prospects, alcoholic drinks should not be served at church-related events.
7.
Participate in monthly department meetings and other appropriate meetings, training seminars, and groups that will help strengthen your ministry.

PRAYER LEADER

Overall Purpose:  The Prayer Leader works with the group to develop and deepen the prayer life of the individual group members as well as the group as a whole.

Responsibilities of Prayer Leader

1. Develop a way group members can communicate prayer requests. Written requests may be best on Sunday mornings to avoid reading lengthy lists and taking unnecessary time. 

2. Lead group to pray for concerns, prayer requests, staff, church leadership, events, member needs, etc. Some time may be dedicated to this each Sunday morning, and an email list may be developed for communicating needs through the week.

3.
Participate in monthly department meetings and other appropriate meetings, training seminars, and classes that will help strengthen your ministry.

GREETER
Overall Purpose: The greeters will set a positive tone for each Sunday session by arriving early to give a friendly welcome to members and guests.

Responsibilities of Greeters

1. On your assigned Sundays, arrive at least 15 minutes before the published start time for your group.

2. Make sure the room is in order, with chairs neatly arranged and ready for the group.

3. Make sure nametags are out and ready for members and guests.

4. Welcome all who arrive with a warm smile and handshake. Introduce yourself to those you do not know, and ask everyone to find their nametag. Help guests make a nametag if they have not previously done so.

5. Personally introduce each guest to members, asking one member to make sure the guest is made to feel at home for the day. (Your Outreach Leader is also responsible for this, so work together to avoid duplication.)

6. Participate in monthly department meetings and other appropriate meetings, training seminars, and classes that will help strengthen your ministry.

MISSIONS LEADER

Overall Purpose: The Missions Leader seeks to involve group members in projects or ministries that share the good news of Jesus with those who need to know him.

Responsibilities of the Missions Leader

1. Stay informed of current church mission efforts and involve the group in praying for these and participating when possible.

2.
Help the group choose mission projects that are consistent with the ministry and purpose of the church. The goal of every project should be to share the gospel. 

3. 
Communicate possible projects to the church Missions Committee and staff.

4.
Participate in monthly department meetings and other appropriate meetings, training seminars, and classes that will help strengthen your ministry.

 CROSSTRAINING CONTACT

Overall Purpose: CrossTraining is our program of discipleship and Christian training beyond our primary Groups Ministry. The CrossTraining Contact initiates small groups, classes, and seminars to meet the discipleship and spiritual growth needs of members and prospects. 

Responsibilities of the CrossTraining Contact

1. Work with the Associate Pastor for Discipleship and other CrossTraining Contacts to administer an annual survey of discipleship needs and plan a calendar of groups, classes, and seminars to meet the needs as indicated.

2. Plan and administer (in coordination with the church calendar) at least one small group during the year to meet the expressed needs of members and prospects of your group or department. Format could include:

· Retreat

· Short-term study

· One or two session seminar

· On-campus group Sunday or Wednesday night at regular times

· Off-campus group in a member’s home or other location

· For your group/department only

· Sponsored by your group for the entire church

· Other formats as needed

3. Evaluate CrossTraining offerings and give feedback to the Associate Pastor for Discipleship.

 ADMINISTRATIVE SERVICES

(Basic guidelines for Secretaries and other group leaders)

Request all administrative services by contacting the church Ministry Assistant. They can assist you in scheduling activities, obtaining supplies, mailing, and copying of materials. Calendar/Facility Request Forms and Work Request Forms are kept in your group records folder, in the Discipleship Workroom, and in the Church Office. 

1. Calendar

a. Calendar requests should be made at least two weeks in advance, and earlier if possible. 

b. All group activities including those away from campus should be submitted for calendaring.

c. Room arrangements and childcare needs should be specified on the request form. 

d. Please do not announce activities or events that have not been approved and placed on the church calendar. Do not assume that you can find a place for an event on campus until you have submitted a request and been approved.

2. Finances

a. The following items are provided as support for each group:

· Nametags (please request in writing via your records folder or call the church Ministry Assistant at 000-000-0000)

· Mail outs to group (not to exceed 4 per year).

· Paper supplies for group dinners (not to exceed 4 functions per year.)

· Childcare (not to exceed 4 functions per year—may be provided on a cost-recovery basis as available beyond this amount. Also, please coordinate with scheduled Parents Night Out or other children’s activities when possible.)

b. Copy, Mail and Supplies

· Copy and mail service are available during office hours (Monday-Friday, 8:00 – 4:30 p.m.).

· Advance planning helps the staff meet your needs effectively.
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