             MMLTEC Adult Advisor Manual

                                                        Defining the role:

The Adult Advisor oversees all activities during team meetings and on the TEC weekend. The AA assists the Co-Directors in their leadership role. The AA is responsible for maintaining the meeting and weekend schedules. He/She has the final say in dealing with any issues that may arise. The AA must report immediately any Code of Conduct violations to the TEC council president and the SD serving on the weekend.

1. Prior to Team Meetings

1. Pray for the weekend, the team, the weekenders and yourself

2. A TEC council representative will contact you regarding the leadership meeting and arrange to get the AA manual to you. 

3. You will be given a team list prior to the first meeting. The speaker assignments and the order for their practice talks will be noted.

4. Arrange to meet with your CoDs. Let them know your expectations of them and ask what their expectations are of you. Remember; this is a peer lead ministry and your role is to assist them as youth leaders.

5. Make contact with the host church and establish a contact person. Arrange for keys (if necessary) and do a walk through of the facility. Review Host Church Contract (Contact Pr. John Rogers at 952-472-1416 x 13 for this). If a reunion date has not been set, arrange a date 2-3 weeks after the weekend with the church contact person.

                                  II. Team Meetings

1. Plan to attend the leadership meeting. Try to have nametags available for the meetings.

2. You will be responsible to take attendance at each meeting. You will need to contact anyone who does not show up and does not contact you. If a person misses two meetings they are to be replaced. SDs may have conflicts but try to encourage their full involvement.

3. Contact the team allocation council representative regarding any changes in team.

4. You will also be responsible for collecting COC/Health forms and team fees (give receipts for anyone paying in cash and note this on your attendance sheet). All team and weekender fees must be turned in to the council treasurer at the end of the weekend.

5. Begin and end all team meetings in a large group. This is a good time for the CoDs to practice weekender games.

6. Introduce yourself to the team and explain the importance of team meeting attendance. 90% is for building team unity and 10% for planning.

7. Have CoDs introduce themselves and then announce the teams before breaking out for team time.

8. Two practice talks are done at each meeting. Each team is to do a written evaluation of the talk and return it to the speaker. ATL’s and YTL’s should use this time to think how the talks might open discussions with their tables. (Use the speaker evaluation form in your manual) The SD or AA is to meet with each speaker after his or her practice talk and evaluate the talk.

9. Remind team members that NO team is to be present in the conference room on the weekend during talks.
10. Spend time with all the teams getting to know them. Watch the schedule!
11. Meet with the ATLs and YTLs and talk to them about the need to keep table decorations simple and uniform so that weekenders do not feel “left out” if one table has more than another. Cost should be kept to $10-$15 per ATL/YTL. Encourage them in the use of prayer cards at the table but that most “wheat” should be put in the weekenders’ bags.
12. During the second or third meeting, meet with the support team and do a walk through of the church and establish how you/they want things set up on the weekend. Do a practice run of “Stationary Stations” in the sanctuary.
13. At the closing Eucharist service, make any announcements (sometimes new team members do not understand the concept of “wheat”). Remind the team they are there to SERVE Christ and that they must always put Him first.

14. Have the teams start planning a talent show before the weekend starts. Remind them to look for ways to include the weekenders as well.

15. ALL team members should be given a MMLTEC mission statement (in manual) and asked to write a brief statement as to why they are serving on the TEC weekend and how they can help fulfill the mission statement.

16. Check with the host church to see if it is possible to unload the trailer at the last meeting.

17. If you choose to have snacks at the meetings, have the AA and CoDs supply them for the first meeting. The other teams can then be assigned to bring them to the second and third meetings. Remember to clean up after the meeting too.

18. The AA should be the last one out after the meeting to ensure that lights are out and doors locked. 

19. The use of “energy drinks” (i.e. Red Bull) on the weekend should be strongly discouraged. Caribou & Starbucks coffee drinks should also be discouraged and definitely not allowed in the conference room or in sight of weekenders.
                                                III TEC Weekend

FRIDAY – Die Day

1. Team needs to arrive around 9am. You should plan to arrive as early as possible to help direct things.

2. Make sure everyone has turned in his or her COC/Health forms and fees. (No one is allowed to work without them).

3. Help the support team coordinate set up. Encourage everyone to be involved. 

4. You and the CoDs will need a table at the back of the conference room.

5. As soon as the weekender list arrives, work with the CoDs to pair weekenders with table leaders. Try to not have any weekenders on the same table with a table leader from their own church. Once you have the list complete, take it to all the table leaders to make sure there are no conflicts.

6. Make sure team commissioning starts on time.

7. Gather everyone at 2pm for the CoD talk and ALL team meeting. 

8. Go over the Code of Conduct with the entire team. Go over last minute details and announcements. Make sure the team members who drove move their cars to a remote part of the parking lot.

9. The weekenders will begin arriving at 4pm make sure that everyone is ready (someone will always be early).
10. Join in the get acquainted games and get to meet the weekenders.

Once all the weekenders have arrived, have the CoDs lead them into the conference room. Introduce yourself and the SDs.

11. Go over the COC with the weekenders. Explain that the team has done the same thing and the need for the COC is to maintain a safe and encouraging environment for them. (All the rules are there because at some time they have all been broken)

12. Work to stay on schedule during the evening.

13. Coordinate with support and wheat for ‘stations of the cross’ in the sanctuary.

14. After ‘burning of sins’, lead an all team meeting. YTLs should go to bed with the weekenders to help them settle in. This is a silent retreat! 

15. Recap the day with each team. Go over any concerns or problems.

16. Go over Sundays schedule and remind the team of shower policies (no one showers until agape is set up and their team leader excuses them)

17. Remember: all teams should go to bed in silent retreat.
18. Remember, you do not go to bed until everyone else is in and quiet.

Saturday – Rise Day

1. Wake up CoDs and team and assemble for weekender wake up/serenade.

2. Try to keep on schedule.

3. After “God is Love” talk, CoD’s explain Wheat

4. Check on the status of Agape set up. If you feel things are under control, you may go to swim with the weekenders. Make sure that someone has gotten a check from support to pay for the pool time and gets a receipt for the support team treasurer if you do not go to swim.

5. The Communication talk is given after the weekenders return from swimming. Send the CoDs off to get dressed for agape during table discussion time. You will be responsible to lead the weekenders to the Agape dinner.

6. All teams members should go to the sanctuary as soon as they finish eating to participate in “Living Wheat” service (keep someone from music behind to lead singing).

7. CoDs will lead weekenders into sanctuary for “Living Wheat”.

8. After “Living Wheat” has processed out of the sanctuary (ATL’s and YTL’s should remain behind at the back of sanctuary to help any weekender who needs to talk)
9. The AA will introduce the “Lighthouse” video as soon as “living Wheat” participants leave by saying; “We don’t have to be lost without hope in our sins, separated from Christ. The Christ of the cross and the victory He won there saves us all and gives us hope.”
10. After the video ends, the AA will talk to the weekenders and ask them to spread out in the sanctuary and reflect on the day and the signs of Gods love for them. Let them know after a short time (approximately 10 minutes) you will turn the lights on and then they may go and spend the rest of the evening in free time (have things planned like singing in conference room, a movie or talent show etc). Encourage anyone who wishes to stay in the sanctuary as long as they wish.

11. Start the talent show (if one is planned.) about ½ hour after you dismiss the weekenders from the sanctuary. Team and weekenders may choose to go to the wheat chapel instead of watching the talent show. These are the only two places they should be until “closing prayers”.
12. Adult team members must be in all areas where weekenders/team are congregating to monitor activities.
13. Emotions often run high after Agape and the weekenders want to be in the wheat chapel to talk. You may adjust the bedtime to allow for this. Encourage everyone else to go to bed as soon as “Closing Prayers” are over.

14. Do a recap at the team meeting again. Make sure team is aware that they must be packed and out of their sleeping areas before break fast so support may cleaning asap. Go over group sharing policy for Sunday. Remind the team that no one on team will speak until ALL weekenders have had a chance to speak. Remind the team to keep it positive.
Sunday – Go Forth Day

1. Be aware of what time first service begins and make sure serenading of weekenders is completed by then. 

2. All teams must have their sleeping rooms cleared out and their gear to their cars before breakfast. (Do NOT interrupt church service with a lot of noise)
3. Check with support and wheat teams to make sure they have set up ‘quiet rooms’ for the tables to go to for their last sharing time.

4. The weekenders will write “Letters to Self” and the AA is to gather them and get them to a council representative after the weekend.

5. Let the weekenders know that table commissioning will begin and they should take anything off their tables they wish to keep and take it with them. The support team will take down the conference room at this point. 

6. After lunch is done, give the weekenders time to pack their belongings and assemble them in an area designated by the support team.

7. Check with the support team to make sure someone is going to introduce “The Giving Tree”. (Shel Silverstein, a Jewish author, is said to have written the story to explain Christ’s love/Christianity)

8. After “The CoD talk” each table will have their last small group discussion and a time to affirm each other and to give thanks.
9. After the team picture is done, you will need to lead the weekenders to the area being used for the CoD talk, picture show and sharing. The CoDs will be taken to the wheat chapel to be prepped for their talk.

10. The support team will introduce themselves and bring in crosses. 

11. The AA should initiate the sharing time and explain that the large group time is a way the weekenders can express anything about the weekend to the WHOLE team. Encourage but do not force anyone to speak.

12. Watch the time and check with support to make sure all parents have arrived.

13. When the time is right, the AA should be the last to share. Remind the weekenders of the need to stay involved in their home church. Encourage them to work a TEC weekend and to invite a friend to experience it as well.

14. He/She should then announce that the whole team will go the sanctuary for a final Eucharist before they go home. CoDs will lead them to the sanctuary. Make sure each youth has a parent or someone to sit with at closing.

15. After the closing service, gather the team together and begin/finish cleaning the church. Everyone needs to participate unless the support team has arranged for a select clean up crew.
16. No one is to receive their wheat until you are satisfied that the church has been fully cleaned!!!!!!!!!!!!
17. Gather all the hard copy manuals from the team leaders before they receive the wheat!!
After the weekend

1. Make sure to turn in all fees to a council representative.

2. The COC forms for team and weekenders must also be turned in to a TEC council representative to be kept on file for one year.

3. Get the “Letters to self” to the appropriate person from TEC council.

4. Turn in all manuals.

5. Make sure to mark your calendar and attend the TEC reunion!
