                                                                                                                                                                                  
[image: image1.wmf]       

Support

 Team

  Manual                                                                                                                  
[image: image2.wmf]
This manual is to help prepare you for the meetings and the TEC weekend. It is yours to use and make any notes in it you choose to. 

At the adult leadership meeting, you will get a hardbound manual with additional information, forms, etc. you will need for the weekend. Please do NOT write in that manual.

       Things to know before the weekend

· There are three pre-weekend meetings. You are expected to make at least two of them.

· During the leadership meeting you will receive a more detailed Support Manual. 

· The meetings are set up to prepare for the weekend. The most important thing is to get to know your team!
· One of the adults on support will need to serve as the weekend treasurer.

· Before the weekend starts, the MMLTEC council treasurer will issue the weekend treasurer a check for $2,000.00. The weekend treasurer will then be responsible for payment of any weekend related expenses turned in by teams with appropriate receipts. (See enclosed treasurer sheets). If on the weekend team members ask you to purchase personal items, these items MUST be paid for by the team member and put on a separate receipt.

· You will hear two practice talks at each meeting given by the youth who will be giving them on the weekend.

· All teams will do a written critique of the talks after each talk is given.

· A good exercise to do while getting to know your team is to begin coloring “wheat bags”. (Do not put weekender names on bags until the weekend)

· The supplies needed to make them are found on the TEC trailer.

· The person on TEC council in charge of supplies will usually have the trailer stocked with adequate supplies for the weekend. During the 2nd or 3rd meeting you should inventory the trailer. If at all possible, unload the trailer into the support room at the last meeting.

· Make sure you have:

1. Enough Bibles (one for each weekender and extras for new team members)

2. Adequate supply of loose-leaf paper and two pocket folders for the conference room tables.

3. Pencils (table leaders often supply their own) for each table.

4. Rolls of white ‘butcher type’ paper to cover the tables.

5. TEC crosses (these are usually brought to the meetings by a council person).

6. Supply of purple and white balloons, dinner size napkins, curling ribbon, glass ‘tears’ and invitations for the Agape Dinner.

7. Check the helium tank. (NO inhaling of helium should be permitted)

8. Adequate supply of masking tape (1 & 2 inch rolls) and 2 inch rolls of duct tape. (NO duct tape should be used on walls or woodwork)

9. Make sure to have 2-3 long BIC type lighters for lighting candles at ‘stations’ and agape.
10. Adequate supply of votive and 9” pillar candles.
11. Walkie-talkies with enough batteries for weekend.

12. Do you need to replace vacuum cleaner bags?

13. Enough ‘white handled’ bags for wheat bags.

· Talk to your Adult Advisor with any questions about supplies.

· During the 2nd or 3rd meeting, talk to the Adult Advisor and do a walk through of the church and designate what rooms are to be used for sleeping rooms, wheat chapel, support, snack area and conference room (diagram an outline of how the room is set up to make sure it is returned the same way). 

· It is also a good idea to assign youth for the “Stations of the Cross” and try to do a run through of “stations” in the sanctuary before the weekend.

· You can also assign kitchen team members roles for stations if needed. 
· Support Team members normally wear carpenter pouches or bandanas as a sign of unity and service. Each person is expected to pay for their own but you may want to have one person purchase them and be reimbursed by team members.
· Each team member should have a watch with them on the weekend.
· Many items need to be copied and put in the wheat bags over the weekend (listed in the support manual). If possible, try to get these items done by someone at work before the weekend) Some things like the reunion date, team and weekender lists will need to be done on the weekend. Have the AA check with the church on their policy for using copy machines.
· Check with AA on who will make up a flier with the reunion date and time to be printed.
                        Friday – Die Day

· Team members should arrive at 9am.

· If you are going to be late, assign some to be in charge of set-up.

· Unload the trailer, if not already done. All teams should help with this.

· Post the weekend schedules in the support room. It is a good quick reference point for team to know where they should be and what they should be doing.
· Set up the conference room tables. (If the church has round tables, use them. Otherwise use the ones on the trailer). ATLs and YTLs will be responsible for papering and setting out table supplies.
· Check with the AA before covering any windows.
· Remove or cover any clocks. (Make sure to mark where they came from)
· Set up a registration table for weekender check-in.
· Have someone on team (any team) make a welcome sign for the check-in table.
· As soon as possible, meet with all the teams that will be escorting the weekenders and let them know how you want them to show the parents and youth around the church. (Normally have them take weekenders and their parents from check-in area and show them the wheat chapel and the conference room. They then go to the sleeping rooms and leave their gear before taking the weekenders into the ‘gathering area’ for get acquainted games. The parents should then be taken to the support room where they can leave wheat or have the concept of wheat explained to them.)
· Lunch is at 12:00. Commissioning for teams begins 1:00.
· Have team begin putting weekender names on wheat bags (parents often bring ‘wheat’ into support when they drop off their youth).
· The CoD practice talk is at 2:00. Have everything ready at the sign in table before going to hear the talk. Some weekender is ALWAYS EARLY!

· After afternoon meeting and Eucharist, have a short meeting with your team and pray with them. Give them any last minute instructions.
· Support team activities for the day are outlined in the schedule but important things to note are:

1. Get the “Reason to Live video” to the music team.
2. Meet with someone from Wheat & Music Teams before “Stations” and go over lighting changes, readings and music to be used between stations.

3. Figure out how to get the large cross to where “Burning of Sins” will be done after “Stations”.

4. Put Christ picture into small envelopes and tape a nail to the outside of envelope. Have enough for everyone in the conference room.

5. Make sure to get nails and Christ pictures to conference room at the appropriate time.

6. Designate the area where “burning of the sins” will take place. (Alternate area in case of bad weather) You will need an electrical outlet to play “lay your burdens down” during burning. Make sure a fire extinguisher is nearby. 

7. Have someone hand out and collect candles and scripts as the weekenders enter and exit the sanctuary. Leave the candles by the sanctuary for Easter morning vigil. 

8. Make sure to collect all items used during “Stations” and get them back to the support room before going to bed.

Note: Do NOT do any rearranging of tables or pranks to the                                                                 conference room on Die-Day!!!

                     Saturday – Rise Day

· Once again refer to the main schedule for routine activities. The items of note for today are:

1. Make sure there is a basin or Baptismal Font and paper towels available for reaffirmation service right after Easter vigil service.

2. Make sure to give bibles to the Wheat team for distribution after Sacred Scriptures talk.

3. Get some “Wheat” to CoD’s before “God Is Love” talk.

4. Ask for volunteers to perform “The Giving Tree” on Sunday. Meet with them and go through the story a few times until everyone is comfortable with their parts.

5. Early in the afternoon assign someone to begin calling parents. They should say: “ Hell-o Mr./Mrs._________________. My name is ___________________from TEC #___and I am calling to verify that you will be able to attend the closing service Sunday evening. There will be a slide show of the weekend beginning at 5:30pm and the closing service will start at 6:00. We ask that you try to be in the sanctuary by 5:45.” A list of any parent who cannot attend, or will be late, should be given to the AA to make sure no youth is sitting alone at the closing.

6. As soon as it is feasible, begin arranging the dining area for the Agape dinner. (Remember that outside help will usually arrive around 4p.m. to help out)

7. Create an arch at the entrance with the balloons. Alternate the purple and white balloons. Anchor the ends with adequate weight.

8. NO ONE on team may leave to shower until the room is set. 

9. Make sure the conference room is cleaned before the weekenders return.
10. Go to the sanctuary immediately after eating to participate in the “Living Wheat” service.
11. Before letting support team go for ‘free time’, make sure that everything is put away and areas cleaned.
12. Make sure to announce at the meeting that ALL team members need to have all their gear removed from the sleeping areas BEFORE breakfast.

Note: During the day rearrange the conference room, move tables etc. It should be done in fun and seen by everyone as fun. If not, don’t do it!!!

                        Sunday – Go Forth Day

· Refer to manual for details.

· All teams must move gear to their cars BEFORE breakfast!!
1. Designate an area for the weekenders to put their gear. They will need to take it there after lunch break. Support or AA should announce that they also must take everything they want to keep off their tables when commissioning of the tables start.)

2. Check with all teams and make sure you have all receipts from the weekend. Make any final payments and balance your treasurer sheet.

3. Make sure you have weekender “Wheat bags” ready to give to parents at check-in. (Weekend symbolism, Welcome to TEC, Weekender and Youth Team apps should be in the bags)
4. Get things ready for “The Giving Tree”. They should go into the sanctuary and practice. It is presented at 1:45.

5. Make sure conference room is cleaned and ready for slide show.

6. After the slide show begins for the weekenders, set up a table outside the sanctuary to check-in the parents as they arrive. Have parent hand out sheets there to give out.

7. Bring t-shirts/sweatshirts to the sanctuary area. They should be set up on a table after the weekenders enter the sanctuary for the closing service. They will be sold after the service. 

8. Support Team is responsible collecting and counting the collection at the closing service. MMLTEC treasurer is usually at the service. If not, get all money to the AA.

* Assign all team members jobs to do to finish cleaning the church. * * Have a support leader in the trailer to make sure the trailer is repacked neatly.

* Do a final inspection of the church to make sure it is clean and is set up the way it should be.

                           Thank-You

                           Key Points

Do not be overwhelmed by the tasks. Try to plan and think ahead and it will go much easier. Remember you are not alone. You have a whole team and GOD on your side to help you.

1. This is a peer ministry. You should not, and cannot, do it alone.

2. The Support Teams work should be seen, but the team should be ‘invisible’ to the weekenders. This will cause some problems, as many times team members want to relive their weekend or be with their friends. Be strong. The only time support should be in the conference room is when the weekenders are out of it.

3. Support Team can be a close ‘family’ and have a lot of fun. You will set the tone.

4. A boom box in the support room is great. (Christian music only)

5. Pray together at the start and the end of the day. Encourage the youth to lead the prayers.

6. Make sure team members let a team leader know where they are at ALL times.

7. Walkie-talkies are to be used by the team leaders only.

8. Listen to the ideas of the youth. See #1.

9. Take time to affirm/thank your team members for their abilities and contributions to the team.

10. Always look for volunteers. You can assign things if needed.

11. Do NOT assign yourself to “Stations”. You will need to be able to move around and coordinate things. Use Kitchen leaders to hand out and collect candles & scripts.

12. Take time each day to work on treasurer sheets. It will be overwhelming if you leave it to the end.

13. As the weekend progresses, move items you no longer need back to the trailer. It makes loading Sunday much easier.

14. Shut off lights and close the doors after you have done a final cleaning of the rooms on Sunday. This will help everyone to know these rooms are done and to go on to a different room to clean.

15. Get a much rest as possible before the weekend.

16. The use of ”Energy Drinks” (i.e. Red Bull) should be strongly discouraged.
         Be patient and calm and others will be too!!
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