Area Women’s Retreat

Planning Team member interest Form

Thank you for your interest in serving as a member of the Area Women’s Retreat Planning Team.  At the end of this document is a form you will need to complete in order for us to get to know you better and to seek assistance in evaluating you for potential mentoring as a member of the Planning Team.  We are interested in knowing your character, spiritual development, qualifications, and experience that enables you to serve with this ministry.  We greatly appreciate your time in helping to maintain the spirituality and integrity of the Retreat by volunteering to serve as a well-qualified member to plan, organize, and manage each retreat.  
The following is from the Area Women’s Retreat Leadership Manual and outlines the requirements and responsibilities of various members of the Planning Team:

The Planning Team (recommended 8 women minimum) and all leadership positions:  Planning Team, speakers, workshop leaders, and worship leaders; must be believers in Jesus Christ as their Lord and Savior, actively living New Testament principles.  Prior to confirming any leadership, research into character, spiritual development, qualifications, and experience will be completed.  

The Planning Team members will have spiritual maturity, talents, and abilities needed for leadership.  

· Any potential candidate must have a thorough background check of their Christian character and ability to work with others; affirmation by ministers, elders, and friends must be acquired before final approval by the current Planning Team

· A leadership evaluation form requesting elder affirmation signatures will be sent to home church 

· Team members will serve a minimum of 1 year.  Extenuating circumstances may be reviewed and acted upon by the Planning Team.

· Attendance at all planning sessions is expected—an estimated 3 to 8 meetings per planning year.

· A chairwoman will be chosen by and from within the current Planning Team.  She must have served on the Planning Team at least two years.  Her minister, elders, and friends must reaffirm the potential chairwoman before she assumes the role of chairwoman.

The Planning Team is responsible for the organization, implementation and preparation of the retreat program each year.  The Planning Team under the leadership of the Chairwoman assumes the following responsibilities:

· Selects the retreat theme, main speaker, worship leader(s), and workshop leaders

· Main speaker will be paid an honorarium and travel expenses and registration cost waived

· Will speak up to four times directly relating to the theme of the retreat

· Worship leader will be paid an honorarium and registration cost waived

· Coordinating with Planning Team, worship leader will plan all worship services and any special events

· Worship leader will provide needed equipment for worship services not already provided by facility

·  Workshop leaders registration cost waived

· Will speak on topic assigned by Planning Team

· Will be responsible for reproducing any hand outs

· Sets dates, times, and location of planning meetings

· Responsible for communion and offering times

· Responsible for coordinating with CCLW camp manager for use of facility

· Sets weekend schedule of events and conveys to camp manager

· Coordinates all communication and promotion of program to churches and individuals

· Will enlist a church contact whenever possible

· Will visit churches and promote program

· Responsible for creating registration forms and any publicity materials to be mailed out or distributed

· Confirms and communicates with the church contact person to monitor progress of registration

· Maintain the master database of all attendees past and current

· Secures those needed to run sound and/or video equipment (except for worship services)

· Attends all planning sessions 
· Contract and hire a cook ($325 minimum for 5 meals) and acquire necessary kitchen help

· Determine and coordinate with camp manager any special projects or needs for camp

· Organizes production of retreat program book

· Planning Team names and their churches

· Schedule of events

· Biographical information on the main speaker and main sessions topics

· Biographical information on the worship leader(s) and workshop leaders and summary of topics

· Photos whenever possible of each leader above beside bio information

· Map of campgrounds 

· Planning Team will appoint a treasurer from within the team 

· Treasurer responsible for all funds and checks to be written for only approved expenses

· Treasurer will prepare an annual report to be reviewed by the Planning Team and any other necessary audit

· Requests for reimbursements must have receipts attached (only pre-approved expenses may be reimbursed) 

· Treasurer, chairwoman, and one other designated Team member will be authorized signers on the checking account

· A balance of $1,000 should remain in the account after each retreat for the next year’s operation (following payment of all expenses and camp projects)

· Minutes of any planning session decisions or appointments to be submitted as needed

· Enlist, during each retreat for the following year’s retreat, areas of service via sign up sheet for individuals/groups 

· Communion service and preparation

· Hospitality table

· Hostess Group/Church (baskets of various items for restroom and shower areas)

· Miscellaneous areas to be determined each year pertaining to theme and program

· Responsible for determining the fundraiser for camp projects and Dallas Christian College scholarship award

	Name


	Phone

	Address


	Cell

	City, State ZIP

	E-mail Address

	1. Character – Please give us a definition of what “character” is as found in Scripture and how you exemplify that in your life. 


	2. Spiritual Development – Tell us briefly about your Spiritual Development and where you are currently in that development.


	3. Qualifications – Please list some of the qualifications you have that will benefit you as a member of the AWR Planning Team.


	4.   Experience – Please list some of the areas in which you’ve been able to utilize your qualifications in a ministry setting.


	In order to better evaluate your character, spiritual development, qualifications, and experience, please list the name and contact info of one minister on staff of the church you currently attend, one elder of the church you currently attend, and one friend.  In each case, you must have known this individual for a minimum of one year and they must not be a relative.

	MINISTER: Name

	Phone

	Address

	City, State ZIP

	Church


	Position

	ELDER: Name

	Phone

	Address

	City, State ZIP

	PEER: Name

	Phone

	Address

	City, State ZIP

	I give permission and (CHECK ONE)  ( I waive   ( I do not waive 

my right to access information given on a reference submitted by any of the above listed persons.

	Signed






	Date


Instituted January 2008
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