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Team Leader's Handbook 2011-2012

Thank you for taking the lead! This book will help you and your team get your club up and running and reaching
kids for the Lord at your public school.

We've made it as concise as possible, because we know how valuable your time is. Please read each page—all
the information is important! Then meet with your team and go through it together as you organize your club.

You might want to make copies for your team. They can view or print
out the Handbook at cefkids.com/handbook.pdf. If questions come up, Contents
please contact me anytime: 760-410-8484, cefnorth@hotmail.com.

Intro

Sharing in God's Work
Volunteer Screening
Planning Your Club
Required Content
Permission Forms
Getting the Word Out
Big Things to Remember
Equipping the Team

Stat Reports

Materials / Online Resources
Forms (at the back)

And please let me know of your club's prayer needs and praise
reports. We'll post them on our weekly email bulletin so everyone can
be rejoicing and praying with you!

Together in His service,

— —
Sowo~NOBARWN =

Robert Burkley, CEF North Qounty
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Sharing in God's Work

Children are close to God's heart. By bringing
them the Good News of Jesus and teaching them
His Word, you become part of His miraculous
work of changing lives now and forever. You and
your Good News Club team are engaged in the
most significant endeavor in the world!

It's a privilege, an honor, a duty, a calling. It's also a challenge and a lot of hard work. It's sometimes
frustrating and exhausting. The greatest encouragement we can offer you and your team are these
living words from the Lord Himself:

But when the chief priests and scribes saw the wonderful things that He did, and the children crying out
in the temple and saying, "Hosanna to the Son of David!" they were indignant and said to Him, "Do You
hear what these are saying?" And Jesus said to them, "Yes. Have you never read, 'Out of the mouth of
babes and nursing infants You have perfected praise'?" —Matthew 21:15-16

We will not hide them from their children, telling to the generation to come the praises of the LORD,
and His strength and His wonderful works that He has done.... That the generation to come might know
them, the children who would be born, that they may arise and declare them to their children....that
they may set their hope in God.... —Psalm 78:4,6,7

Then Jesus called a little child to Him, set him in the midst of them, and said, "Assuredly, | say to you,
unless you are converted and become as little children, you will by no means enter the kingdom of
heaven. Therefore whoever humbles himself as this little child is the greatest in the kingdom of heaven.
Whoever receives one little child like this in My name receives Me." —Matthew 18:3-5

"Take heed that you do not despise one of these little ones, for | say to you that in heaven their angels
always see the face of My Father who is in heaven." —Matthew 18:10

"Even so it is not the will of your Father who is in heaven that one of these litle ones should perish."
—Matthew 18:14

"Let the little children come to Me, and do not forbid them, for of such is the kingdom of God.

Assuredly, | say to you, whoever does nof receive the kingdom of God as a little child will by no means
enter it." And He took them up in His arms, put His hands on them, and blessed them. —Mark 10:14-16
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Volunteer Screening

CEF's policies are a wise safeguard for the children, our volunteers, and the
integrity of the ministry. As team leader, please observe the rules and make sure
your team does, too! Some important points:

e Every GNC volunteer must complete the screening process hefore
working with children!
The latest revised version of the screening forms should always be down-
loaded directly from our website -- please don't make copies of old versions.
From the home page, cefkids.com, click "Downloads" at lower left, then
"Volunteer Screening Forms". Any active volunteer will not need to be
screened again for five years.

e As leader, you must call or email with the name and phone number of each new volunteer
who plans to join your team (760-410-8484, cefnorth@hotmail.com) then check that they
have completed the screening process before they start coming to the club -- no exceptions!

e Two screened volunteers must be present in any area where children are.
That includes any room or part of a room not visible to the entire room. One female volunteer may accom-
pany children to a restroom, but must stay outside the restroom.

¢ One-time-only visitors do not require screening.
For example, potential team members there to observe, guest speakers, etc. But during the club the visitor
must always remain in the presence of two screened volunteers. (Also, please have visitors sign in at the
school office as required.) No one may come a second time unless they have completed their screening!
Parents are always welcome to attend the club,and do not require screening as long as they do not interact
with the children. Please invite interested parents to become full-fledged volunteers!

¢ No volunteer is permitted to touch a child in the context of correcting mishehavior.
Injuries can occur and, even though accidental, they can result in serious accusations against a volunteer.

¢ Any incidents, accusations, or suspicions of child abuse at your club must be reported
immediately!
Don't wait—you or any team member who has knowledge of a problem must call North County Director
Robert Burkley at 760-410-8484 right away.

e Review these points with your team.
Although every volunteer receives full Child Protection information with the screening forms and agrees to
comply, it's important that you, as team leader, make sure they understand and follow all the rules.
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Planning Your Club

Refer to the GNC Action Plan at cefkids.com/ActionPlan, especially if you don't yet have a team.

o What comes first, last, and always?
Prayer! Meet regularly with your team to pray for
each other, the kids, the parents, the principal and staff.
Once the club is underway, keep praying! Pray that kids
will come to know the Lord and grow in Him. Pray that
kids will invite friends and tell their families about Jesus.
Divide the names among your team so each child is prayed for.

o Which day of the week will the club meet on?
A day that works for everyone must be chosen before CEF can
submit the application to the school district. It may also depend
on the availability of rooms at the school on certain days.

o What are the starting and ending dates?
Refer to the school district calendar (see cefkids.com/GNCinfo), and also check the school calendar,
which may differ! Start and end dates must be decided on before CEF can submit the facilities application.

e Who will do what?
Discuss and decide on which tasks will be done by which volunteers. Feel free to share and exchange
roles, and encourage team members to try new things as the club progresses and their confidence grows!

o Planning the Season Schedule (See master copy at the back of this handbook.)
e Referring to the district calendar AND school calendar (if any), fill in each date your club will meet.
e Enter the Bible Lesson you will be teaching each week and the initials of who will be teaching it.
o Enter the Memory Verse and the initials of who will be teaching it.
e Enter the # of each 60-day Wonder Devotional Book (cefkids.com/wdb) at the date when it will start.
¢ Note any volunteer absences that are known about in advance.

o Planning the Weekly Schedule (See master copy at the back of this handbook.)
e Use the enclosed master or your own version.
o Fill in the times, activities, and tasks each team member is assigned to do, so there is no confusion.
e Give each team member a copy (before the day of the club if possible).
¢ Don't think of the schedule as a rigid timetable, but as a guide that will help your club to stay on track
and accomplish your goals of reaching the kids with God's truth.
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Required Content

To qualify as a Good News Club, each meeting MUST include:

1. A Bible lesson using CEF visuals and text (see below)

o The Gospel message MUST be presented each time,
including God's invitation to believe in Christ for
salvation and an opportunity to be counseled.

e Each lesson must also include discipleship (growth)

teaching for believers.

2. A Scripture memory verse

Each CEF lesson has a related memory verse.

60-day Wonder Devotional Books are an important part of the GNC program and should be
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made available throughout the season to every child who wants to participate. (See cefkids.com/wdb )

Songs (CEF's or others that are Biblically-based) and teaching on missions are also important.

Activities such as games, prayer time, and missions story are optional and as time allows.

Get details about materials at cefkids.com/order e See a sample lesson at cefkids.com/samplelesson

Good News Club lesson series for 2011-2012:

FALL 2011

1 . David: A Man after God's Heart
1. Israel Demands a King
2. Saul's Disobedience
3. God Chooses David to Be King
4. God Gives David a Victory
5. Jealous Saul Tries to Kill David
6. David Spares Saul's Life

2. David's Reign: Trials & Triumphs
1. From Defeat To Victory
2. God Exalts David
3. David's Sin
4. David and Mephibosheth
5. David Is Deceived by His Son
6. David's Final Triumph

WINTER/SPRING 2012

3. The First Christians

OB WN-—-

OO WN-=-

. The Witnesses

. God's Power for the Christian

. God Works through the Christian

. God Dishonored by Deceptive Christians
. God's Message is for Everyone

. God's Children are Persecuted

4. Paul:

. Paul Becomes a Believer

. Paul Learns to Obey God

. Paul Becomes a Missionary

. Paul Learns to Rejoice in the Lord
. Paul Experiences God's Peace

. Paul Looks forward to His Reward

God's Servant

Party Club lessons (optional single lessons available for holidays and special events)
For details on this season's Party Club lessons, please go online to cefkids.com/parties
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Permission Forms

e Every child must bring a signed parental permission form.

o CEF provides the custom master for your club. Blank flyers/
permission forms are also at: cefkids.com/MaterialsGNC)

o |f achild says he has lost it (have him search pockets & backpack)
or if a child brings a friend without a form, try to call a parent.

e Verbal permission is fine (fill out a permission form, noting whom you
talked to and the date, and give the child a blank form to take home).

e |f a parent cannot be reached, the child may not attend the club. If
the school office permits, he may wait there, or a volunteer may have
to wait with him outside the club in an open, visible area.

o Collecting forms the first day. If possible, set up an enrollment
table OUTSIDE the room to act as a "gateway", ensuring that no
child slips into the club without a form.

e Records, including permission forms, must be kept on file.

e An easy way is to use a loose-leaf binder with a roster page for each child who comes to the club.

e Pages are kept in the binder in alphabetical order by first name.

e The permission form is cut off and taped to the page, where attendance, counseling notes and date, and
other data can be recorded.

o A master copy of the roster page with instructions is at the back of this handbook, or just use blank sheets
with notations. A separate master is included that may be used for recording attendance.

Nametags

e All volunteers and children need nametags.

e An easy way is to make them of cardstock or "fun foam" in a different color for each grade. Punch two
holes at the top, thread yarn through, and tie to make an over-the-head tag. Write the name on BOTH
sides because they can get turned around.

e First Day of Club: To save all the time it would take to write out temporary nametags, especially when
many kids are expected, use pre-numbered adhesive address labels on the first day only. (Tell them they'll
have a tag with their name the next week.) As each child arrives give him or her a numbered tag and write
the corresponding number on their permission form. Then when kids are counseled you can just write
down the numbers (or collect the tags) and be able to record which kids were counseled that day.

o Taking attendance with nametags:

1. Make permanent nametags as described above.

2. Each week lay them out by color for the kids to put on themselves.

3. After latecomers have arrived, collect unclaimed tags and store in "Absent" box.

4. Collect all nametags at end of club and store in "Present" box. Record attendance from them later.

5. During counseling you may collect the nametags to record those counseled that day.
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Getting the Word Out

Have an ongoing campaign to invite the kids!

You can't get the word out too often!

GNC may be the only time many kids will ever have to hear the
Good News in a way they can understand—we want to make sure
that every child is invited to come and learn about Jesus!

Most people need to hear an announcement more than once!

Before the club starts

e Remember—no child can come to club without a permission
form, so we need to get them to as many parents as possible!

e CEF must apply to the district for flyer approval before
distribution. We'll put together the customized master copy for

your club. How shall they believe in Him
o Paper flyers sent home with the kids are the best way. The school can  ©f Whom g’o%gsa}’o‘f{ft heard?

tell you how many you'll need and the day of the week to bring them.
Send them out about a week before the club starts.

e Many schools have moved to electronic announcements, which are not as effective. Again, contact us for a
flyer made just for your club, to be posted by the school on its website or emailed to parents. Also, check
with the principal to see if you can also send out paper flyers. If not, send out a colorful "viral" email to all the
parents you can (and ask them to pass it on) with a link (not an attachment) to download the flyer and
permission form. Please contact us for details.

o Take lots of flyers to area churches (especially the volunteers' churches) and ask them to give them out to
kids at their church who attend that school, so those kids can be passing them out at school in advance.

o Ask the principal for permission for one or more volunteers to stand in prominent places on campus and hand
out the approved flyers. (Remind her that the flyers are district-approved for students!) Wear or carry a sign
that says "Good News Club" with the day, time, and room number. If she won't allow it on campus, you are
permitted to pass out flyers on the public sidewalks surrounding the school.

e Try to getincluded in any school or PTA-sponsored events where after-school programs are promoted.

After the club is running

e Hand out flyers to the kids at the end of EVERY club so they can invite their classmates. You can encourage
them by awarding an incentive to every child who brings a friend, and to the friend. Show from the Bible how
God tells His children to spread the Good News! (But remind the kids not to pass flyers out during class.)

o Ask the principal for permission for a volunteer (or child) to hand out flyers in a prominent place each week
before the club meets. Wear a sign that says "Good News Club" with the day, time, and room number.

e Display a big GNC sign (with the day and time) outside the room where you hold the club. If the principal
won't allow you to hand out flyers to kids going by, put them on a table or chair with a "Take One" sign.

o |f your club takes a break, send out new flyers or E-announcements.

e Call or send postcards to kids who've been absent. The best postcard is a photo of your team. Just
get copies at the drugstore, write a "We Miss You" message on the back, and add a stamp.
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Big Things to Remember

1. A club meeting CANNOT be canceled!

Parents have entrusted their kids to our care, and so

the club MUST go on! Even if for some unforeseen reason
most of the volunteer team is late or absent, someone must

attend the kids during the regular club time. It's a good idea for
team members to always bring along a kids' Christian DVD to have
ready for such a case. Or read your favorite Bible story and discuss!

2. You can't decide to skip dates after your club is running!

Whichever day of the week your club meets on, it must meet on every one of those days during the run of your
club when school is in session, unless the skipped dates were specified on your flyers at the beginning.
Sometimes kids come for the first time long after the club has started or come intermittently, so their parents
would have no way to know that the club is not meeting on the day you have decided to skip, even if you've
sent word home with the regular attenders.

3. Send home notices of the last day as well as scheduled dates the club isn't meeting!
Be sure to send home announcements to parents for two weeks before the club is to end (and especially if the
end date was not specified on the flyer). Also, if there are dates when school is in session, but on which your
club was not scheduled to meet, be sure your flyers state that clearly from the beginning! Even so, it's a good
idea to send home reminders for 2 weeks before any planned breaks, and be sure to include the date you will
resume so parents don't assume the club is ending. This is especially important for the December break—we
have had many parents think the club is over rather than resuming in January. It's also a good idea to ask the
school office if they will also make these annoucements to the kids over the PA system.

4. Have a plan for releasing the kids!

The permission forms include boxes for parents to check off, indicating where their child will go after club. If you
want to be super cautious you can require parents to come to the room to sign out their kids. One simpler
dismissal plan is to have signs posted around the room for each destination (download instructions and signs at
cefkids.com/dismissal.pdf). At the end of club, the destinations are called out, and the kids are told to wait at
their "station". Team members are assigned to escort kids back to the after-school daycare programs, the
parent pick-up areas, etc. Volunteers must stay with the kids until every child has been picked up or
handed over to another program! If parents are late, call the phone numbers on the child's permission form.
Don't bother the school office unless absolutely necessary or have a child wait there unless the office staff
offers. Tell the children in your club to come to you rather than the office if they need to call their parents after
club. If, after a reasonable time (say 20-30 minutes), the parents have not shown up or responded, call the
police non-emergency number to handle it—they are used to dealing with these situations.

NEVER DRIVE OR WALK A CHILD HOME!
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Equipping the Team

Our Teachers Forum is designed to equip GNC volunteers to
reach and teach kids! It's an informal time to meet together,
make new friends, exchange new ideas, explore God's Word,
have your questions answered, and enjoy fellowship in the Lord.

e There will be 4 sessions of our Teachers Forum
in each of two locations.

e Each session will cover one series of 6 lessons.

o Two or more from your team are required to attend the
training for each series you'll be doing.
It's especially important for those teaching the Bible lessons and memory verses!

For maps and directions, go to cefkids.com/TeachersForum.

ESCONDIDO - SATURDAYS Emmanuel Faith Church, 639 E 17th Av, Bldg. 11

DATE: TIME: LESSON SERIES:

SEPTEMBER 17 9:00-11:30am David: A Man after God's Heart (6 lessons)

OCTOBER 29 9:00-11:30am David's Reign: Trials & Triumphs (6 lessons)

JANUARY 7 9:00-11:30am The First Christians (6 lessons)

FEBRUARY 25 9:00-11:30am Paul: God's Servant (6 lessons)

CARLSBAD - MONDAYS Carlsbad Community_Churc.h, 3175 Harding St,. Main Bldg.,
Room 202 (take outside stairway to right of main entrance)

DATE: TIME: LESSON SERIES:

SEPTEMBER 19 9:00-11:30am David: A Man after God's Heart (6 lessons)

OCTOBER 31 9:00-11:30am David's Reign: Trials & Triumphs (6 lessons)

JANUARY 9 9:00-11:30am The First Christians (6 lessons)

FEBRUARY 27 9:00-11:30am Paul: God's Servant (6 lessons)
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3. Submit by:
Phone: 760-410-8484 (If you get voicemail, please leave your report.)
Email: cefnorth@hotmail.com

Thank Youl!

8/11





















