Greater Scioto Valley Emmaus

Suggestions/Options for LDs

An LD’s Checklist

_____
Pray, Pray, Pray!

_____
LD should go over checklist with Board Chairperson and their respective duties for the Walk.  LD should touch base with the Chair of all areas and make sure all is OK.

_____
Secure a Director’s Manual AND a Handbook (Board Manual) as soon as possible after you have been confirmed to serve (even as LDIT).

_____
Meet with the Board Chair and/or Team Selection Committee BEFORE you ask anyone to serve on the team.  

_____
Take lots of notes when you are LDIT.  You can even begin setting your agendas at that time and creating the paperwork you will need.  Work with former LDs and go through the manuals with them, with yours in hand, so that you get new ideas as to how they managed.   Be careful when consulting with former LDs – there are continual updates being made, and what they did may not be in your (or the community’s) best interest.

_____
As God lays people on your heart to serve, write those names down. They will be invaluable to you later. (e.g. team, special music).

_____
Team Selection Committee will work with you on choosing names of people to contact to serve.  Team Selection Committee will also suggest who gives which talk.

_____
Invite your LDIT to all meetings, including team selection meeting.

_____
LD packet will be given to you at team selection meeting and should include:

· Current list of board members and their phone numbers 

· Board members’ respective responsibilities for your walk 

· Talk outlines for Lay and Clergy

· Originals of informational forms to be copied for team meetings

· Responsibilities of LDIT, ALDs, LOGs, and MDs

· Keys

· Current Community Directory and any updates since prior publications

· Clergy Roster and talks given

· Sample forms for you to revise / update to the walk you are preparing for

· Disks for you to use in creating the forms, if you choose

· A Covenant to sign

· List of what to include in Team Introductory Letter

_____
Contact the Spiritual Director selected for the team.  Find out the most convenient time for them to attend team meetings, then set team meetings dates. These can be on Saturdays or Sundays. Clear dates with the church secretary. You may choose the number and length of the team meetings.  You must have a minimum of 24 hours of team meeting time.  The usual schedule is six or seven 4-hour sessions.  

_____
Confirm that mini-gathering is scheduled and on the GSVE calendar.  This should be at the monthly gathering following the walk time and place may vary.  

_____
Calling team members: when calling prospective team members, “chit chat” for a while. 
· Ask them if they are active in their church. “What do you do? Are you in a share group?” (If they aren’t in a share group, ask them if they can initiate one, or get into one…perhaps they’d like to serve on a team sometime and this is a requirement) “Do you see yourself ever getting in a share group?” If you get affirmative answers on active in church, active in the Emmaus Community, and in a share group, (or going to be ASAP), 
· Then ask them if they would like to serve on your team. Tell them the dates of the meetings and walk weekend dates. Remind them that it is very important that they be available to attend every team meeting and attend the entire walk. They may need to check work schedules to confirm dates. Some may want to pray about their answer. Give them a couple of days and call them back for their answer. 
· If they need to miss one team meeting, this is OK, but really should try to make all meetings. If they know ahead of time that they will miss more than one meeting, then you should back out gracefully. The Walk Guidelines state that the first and last team meetings are mandatory.  Mini gathering is also required of everyone!

_____
Once the team is selected, schedule a meeting with ALDs, SD, LOGs, LDIT, and MDs, to go over duties. This meeting can take place wherever you want.  You may want to schedule a time to inventory supplies with the person in charge of purchases. Check with the board if you do not know who that person is. 
_____
LD/LDIT should meet with the SD prior to the meetings to talk responsibilities. Make suggestions of clergy to SD that you might like to have.

_____
Make sure your SD has a current Director’s Manual.  Have your SD give you an information sheet as to his/her “doings” on the Walk and you give him/her one regarding your expectations of SD during the Walk. Make sure the two “jive.” If there is an SDIT, include them, and each should attend all meetings. This is especially important, should your SD get sick, or be called home to administer a funeral! Funerals happen!

_____
Make sure your MDs understand what you want done…LD can dictate some/all music for the walk…just come to an understanding with the MDs from the “get-go.”  Encourage MD to have backup music for all guest music – just in case something happens to them on their way to sing!

_____
All clergy must preview. It is suggested that all clergy be present to preview the grace talks.  You might want to schedule all of the grace talks on one or two team meetings to encourage all clergy to be in attendance.   All clergy are encouraged to be available to the pilgrims all day on the day of their talk and to be available at Thursday night introductions and after Candlelight.  Talk to your SD about arranging this.

_____
ASAP get the live-in team roster and talk/speaker (plus talk/clergy list if available) to the Board Chair and the newsletter editor. Notify editor of any changes prior to printing of newsletter. Keep in mind that the newsletter is formulated 2-3 weeks prior to each walk.

_____
Prepare team packets and send ONE MONTH in advance of first team meeting. Mail out team packets to all team members.

_____
LD cross that is used for your walk can be one that the community supplies, or one the LD supplies. Either way, the LD ends up with it.  The same cross should be used at the team meetings.

_____
LD provides a lapel pin or necklace for the speakers to wear while giving their talks. LD may opt to wear it during the team meetings.

_____
Usually not all team members are acquainted. An informal get-together or dinner is an excellent way to get acquainted, prior to the first meeting. Spouses/Prayer Warriors may be invited. This is all optional.  If you choose not to do this, make sure there are ample introductions at the first team meeting.

_____
Make use the team members get the information in the team packets. ALDs can use the sheets, but do NOT use the last sheet, as this is what will be used to make additional copies for your walk or the next walk.  

_____Ensure that every team member, including clergy, registers on the Team Registration via the website at GSVE.org. Name tags and labels for the walk are printed from that list. 

_____
Prepare agendas for each team meeting (samples are included in the LD packet and on the disks). Remember that every member is serving in a new capacity. Don’t assume they know routines or logistics of the walk venue.
_____
Contact Board Technology member to make the name tags and bed tags.  Tags are to be to the following specifications:  white background, black ink, graphic of “three figures” (black & white or colored), “Greater Scioto Valley Emmaus Men’s / Women’s Walk #xx”, and dates of walk, Luke 24:32 scripture

_____
LD must check with person(s) making labels. (votive candle labels, agape bag labels, name tags for all, bed tags, folder name labels)

Make sure everything is in order there. Remember to make them aware of any last-minute pilgrim changes and/or spellings.

Ask them to make several blanks of each item for last minute changes.

Assign ALDs to put all labels on their respective items.

_____
The small votive candles have the names of the pilgrims on computer labels glued on the bottom of them. When the pilgrim list is complete, have them prepared. May be an ALD assignment.

_____
Select table names, prepare table name cards, or use the cards in the Emmaus Room. As an option, LD may ask TLs and ATLs to select the name for their table.  Table names must be from scripture.

_____
The Kitchen committee will line up Ice Cream Servers for Saturday night after Candlelight. This is a time for the team to be with the pilgrims, not with family. The element of “fraternizing” should be brought up at team meetings.

_____
Make assignments for the clowns. There are several in the community who provide this service. Contact the Board Chairperson or Leadership Chair for a list of names.

_____
The Kitchen will prepare a light dinner for the send-off. Sponsors, Team and in advance so they will not prepare snack trays.  Pilgrims will mingle before the send-off. The Kitchen staff will prepare other things, if you provide and notify.

_____
Flowers (roses/carnations for the Saturday/Sunday serenade can be assigned to LOGs to call Chillicothe Floral at 740-775-7756, 257 N. Woodbridge Ave. Ask for Suzanne-she knows the drill! Turn bill into Treasurer if not donated.

_____
Conduct team meetings. Be alert to personality conflicts.

_____
Tell first time team members they can write bedtime/talk agape for team prayer partner every night during the weekend. Suggest that it is best to prepare agape prior to the walk.  All team agape is optional since we are here to serve the pilgrims, not ourselves.  Explain that agape doesn’t have to be expensive or elaborate – we’re not here to give or receive gifts!  No-one is required to do any agape!

_____
LD may want to contact new team member’s spouse, to let them know they can write agape every night to their first time team member spouse or friend.

_____
LD may choose to make posters with title of talk and speaker for each of the 15 talks. This may be assigned to an ALD, team member, or each speaker may be asked to do their own. 

_____
Write Perseverance Talk!!!

_____
Whenever possible, prepare team and pilgrim agape.

_____
Make a Prayer Vigil Chart, 72 hours, broken down into 1 hour segments (sample is in LD packet and on disks).  Make sure this is available at the Gatherings for signing. This may be assigned to the LDIT or other team member. Make sure it is filled prior to the walk.

_____
During team meetings, provide (creative? homemade?) Thank-You Notes for all working teams, to be signed by the live-in team. This would include the community Agape, Housekeeping, Kitchen, Purchasing, Registration, Sponsorship, Clowns, outside skits, etc. Have an ALD put them out sometime during the walk for the respective areas to see. Also a big thank-you to Koinonia Camp.
_____
Announce at team meetings…inappropriateness in innocence…boundaries do apply! 

Team members bringing their children into the walk areas is not appropriate!

· Team should not be permitted to make phone calls, just as pilgrims are not.  In an emergency, please use a 
phone where you will not be seen by anyone.

· The Conference Room and kitchen areas are NOT open to nonworking guests during walk weekends. Time and space are of the essence; hospitality can best be served at other times.

· No audiences for special skits.
_____
Pair TLs and ATLs. Watch for personalities that blend and not conflict. May be prayer partners.

_____
Designate during team meetings where prayer partners are to be meet an ALD during the Walk.

_____
Check with Outreach and make sure you or they have someone for lighting the pilgrims’ votive candles, passing out community candles, and ministering communion to the community during the prayer service prior to Candlelight Saturday night.

_____
Touch base with Agape Chair before the walk to be sure you are “square” on agape.

_____
Coordinate ice cream purchase with Kitchen Chair. Are there enough syrups, nuts, toppings, etc.?

_____
Stay in contact with the Registrar! There will be changes! Count on it! Report all changes to Registrar, Newsletter editor, and person(s) making labels, those making prayer slips for communion pick-up at the Gathering before the walk weekend.

_____
Last Gathering prior to your walk, assign two team members to make/distribute prayer slips for the Gathering. These are the prayer slips to be picked up by the community after taking communion. Have at least 6 slips per pilgrim. Team name slips are NOT advised.

_____
Registrar will provide the applications from the pilgrims for the weekend. After much prayer, assign pilgrims to tables. Stay open for the leading of the Holy Spirit here.  Do NOT place a pilgrim at a table where they know the team member.  Make a list of WHO the TLs and ATLs know. 

_____
Ask a team member to give the Fourth Day Example at Closing.  They should answer the two questions and refer to the current walk – do not go into past history or original walk.  This person will set the precedence for the remainder of those who choose to speak.

_____
Suggest to the TLs and ATLs to mail a card of encouragement to their respective table member after the walk.

_____
Have ready prior to the walk a MINI-GATHERING NOTICE for the pilgrim packets. Encourage all team members during team meetings to attend the MINI after the walk and have them remind their respective table members.

_____
At Closing, make sure you have a team roster according to tables in front of the SD and for you for introductions.  Also have the names of team members, clergy, and spouses, or prayer warriors, if single.   Do not forget to include your info as a team member!  Script is in Director’s Manual.  


DURING WALK WEEKEND

_____
Oversee set-up of Conference Room. Make sure LOGs are familiar with AV equipment. Check the Bible that will be used for scripture for LD or LDIT opening is a familiar translation.

_____
Check with ALDs for attendance count.

_____
Be available for last minute questions from the team or community.

_____
Conduct Thursday Team Devotions with SD. 

_____
Greet the pilgrims with the team.

_____
Follow LD Manual for specific responsibilities during walk.

_____
Conduct team meetings Thursday, Friday, and Saturday night. Review schedule for next day.

_____
Encourage TLs and ATLs to begin and end each day in prayer for their tables.

_____
Write ahead of walk thank-you notes…good deals on pizza and flowers? Send them after the walk.

_____
Make sure all talks get turned in and put with the Leadership Packet which goes to the Leadership Chairperson, along with a sample Pilgrim Packet (with Sunday’s corrections!)

_____
For Closing communion, SD should remind pilgrims to return to their table’s pew.

_____
LD is to summarize the walk in a report to the Board. You will present this to the Board.  The report will briefly provide suggestions for improvement as well as how the walk went from a team member’s perspective.
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