Teacher

Responsible for the leadership of the class and leading the class in Bible study

ON SUNDAY MORNING

· Be well prepared each week to lead the class in both teaching time and open discussion of the lesson (25-30 minutes).  All teachers use the same curriculum and do not teach outside the curriculum unless approved by the High School Pastor.

· Devote time to discussing current events, student’s weeks, and general relationship building with students (15 minutes)

· Promote churchwide and high school ministry activities through the announcements (5 minutes)

· Personally speak to every student that comes to class

· Welcome visitors and include them in discussion time

BEYOND SUNDAY MORNING

· Attend monthly leadership meetings on the 3rd Sunday of every month (except June and December)

· Maintain relationships with students by calling students, sending letters/postcards/emails, attending games/events they are involved in

· Follow up every week on every visitor to your class that week with a phone call or email thanking them for coming

· Keep students updated on current events in the high school ministry via emails

· Actively participate in visitation a minimum of once a month

Outreach Leader

Responsible for leading the class in caring for the active, inactives, and prospects

ON SUNDAY MORNING

· Greet every student that comes to class, especially visitors and loners.  Mingle around the class and make students feel welcome

· Record weekly contacts and the class roll

· Substitute when the teacher is absent (some classes may have rotating teachers)

· Make students aware of outreach opportunities and success stories

BEYOND SUNDAY MORNING

· Attend monthly leadership meetings on the 3rd Sunday of each month (except June and December)

· Plan class socials and get togethers; at least one every quarter

· Maintain relationships with students by calling students, sending letters/postcards/emails, attending games/events they are involved in

· Contact students on special occasions; birthdays, big events, death in the family, etc.

· Actively participate in visitation a minimum of once a month

· Follow up every week on every visitor to your class that week with a phone call or email thanking them for coming

· Consistently pursue inactives and prospects

If both adults in each class decide to co-teach (teach every other week), each adult will be responsible for the Outreach Leader expectations.
 Sunday School Coordinator

Responsible for the administrative details for each Sunday School hour

ON SUNDAY MORNING

· Distribute class rolls for teachers to pick up

· Gather completed rolls

· Welcome visitors and/or parents, fill out visitor forms, and assist them in finding their class

· Input attendance information and distribute to Sunday School office

· Coordinate teacher food table each Sunday morning

· Maintain an up-to-date list of substitute teachers and arrange for substitutes in a teachers absence

· Make sure all visitor slips have been turned in.  First time visitors must fill out a visitor form.  Receive all copies and return the white copy to the Sunday School Office, give Outreach Leader the yellow copies, and give the pink copies to the High School office.

BEYOND SUNDAY MORNING

· Attend monthly leadership meetings on the 3rd Sunday of every month (except June and December)

· Maintain intentional contact with teachers on a regular basis by email, phone, or postcards

· Coordinators occasionally plan teacher socials with the assistance of the Teacher Care Leaders

· Coordinate food for monthly leadership meetings

· Help recruit and enlist potential teachers and outreach leaders

Teacher Care Leader

Responsible for ministering to teachers and assisting Sunday School Coordinators

ON SUNDAY MORNING

· Greet teachers and assist with any needs they may have that morning (copies of rolls, student worksheets, more chairs, additional room set-up, etc)

· Greet students and make visitors feel welcome

· Help visitors find their class

· Fill in for teachers if no substitute is available

· Assist coordinators with administrative and food responsibilities

· Love on and encourage teachers and students

· Call each visitor (from visitor forms) to Sunday School that morning during the Sunday School hour and leave a message thanking them for coming to Sunday School that morning.  The student will have a message on their phone when they get home!

BEYOND SUNDAY MORNING

· Call teachers when absent from Sunday School or meetings

· Maintain regular and intentional contact with teachers

· Communicate any teacher needs to Sunday School Coordinators

· Plan two teacher socials during the year

· Help recruit and enlist potential teachers and outreach leaders

· Make suggestions for monthly training needs

· Attend monthly leadership trainings on the 3rd Sunday of every month (except June and December)
Leadership Meeting Care Group Leader

Responsible for the leadership of the class and leading the class in Bible study

AT LEADERSHIP MEETINGS

· Attend monthly leadership meetings on the 3rd Sunday of every month (except June and December)

· Lead the “Care Group Time” at leadership meetings by discovering ministry needs and prayer requests.  Lead group in prayer time
· Lead group in growth and idea discussions on teaching, outreach, ministry to students and what is working in each class.
BEYOND LEADERSHIP MEETINGS

· Lead care group members to contact teachers that did not attend leadership meeting before the next Sunday

· Maintain relationships with adult leaders in order to understand any needs they may have, such as bereavement, new baby, and other life events.
· When a member of your care group has a need that can be supported by the Bereavement coordinator, please contact the bereavement coordinator asap.

Typical Sunday School Schedule

8:10 am class

8:10-8:20

Hang out/Get to know visitors

8:20-8:25

Move to classes

8:25-8:35

Announcements; weekly updates

8:35-9:05

Teaching

9:05-9:15

Prayer Requests

9:15


Dismiss

9:30 am class

9:30-9:45

Hang out/Get to know visitors

9:45-9:50

Move to classes

9:50-10:05

Announcements; weekly updates

10:05-10:35

Teaching

10:35-10:45

Prayer Requests

10:45


Dismiss

11:00 am class

11:00-11:15

Hang out/Get to know visitors

11:15-11:20

Move to classes

11:20-11:30

Announcements; weekly updates

11:30-12:00

Teaching

12:00-12:10

Prayer Requests

12:10


Dismiss

Each class will have approximately 1 hour of class time






