Various Leader Guidelines & Information 
ASSIMILATING NEW GROUP LEADERS
When a person expresses a desire to be a leader, the first step of course is to be a member and the 2nd is to take the New Leader Orientation which is offered three times per year. Direct them or even offer to sign them up for Orientation.

The following is the process that we use for taking these new leaders from orientation and assimilating them into small group ministry. 


1. During the Orientation Interview, the interviewer should discover and clearly indicate on the Interview Form the following: 

· the TYPE of group desired (so that it is clear what division is best suited for coaching assignment)

· WHEN the leader plans to begin their group – if the leader is still unsure about beginning, the interviewer should determine if:
a. They would do best being mentored by a current leader (and then offer that possibility as an option to the new leader)

b. If not interested in mentoring, if they should simply be followed up with administratively with 3 contacts and then the file closed.
· If the leader is ready to begin in the current semester, the interviewer should indicate such on the interview form and add additional comments confirming their agreement or disagreement as to the individual’s readiness to begin.

a. HOWEVER, if the interviewer does not think the individual is ready, they should highly recommend to them that they take advantage of the mentoring that might be available from a current leader.


2. Upon receiving the completed Interview Forms, the Community Group secretary will:
· Indicate in the top corner of the form where the leader is being directed (to a division leader or for administrative follow up)

· Copy the form and file the original in the individual’s membership file

· Distribute the copy to either the Division Leader or the Administrative Follow-up Coordinator.


3. If the form is passed to the Administrative Follow-up Coordinator, he/she should call the person within about 2 weeks of orientation to find out if they’ve made any decisions, to encourage them and to answer any questions. There should be two additional follow up calls, one month later and two months later. If the individual is still unsure 2 months later, the Administrative Follow-up Coordinator should tell them he/she is closing their file and will not continue to call. He/she should give them his/her phone number and tell them to please call if in the future they decide they are ready to start a group.


4. If the form is passed to a Division Leader, that leader should assign them either to a mentor or to a coach, whichever is appropriate. 

5. After the Division Leader receives a new leader, if he/she determines that the new leader should be in another division they should:

· Connect the individual to the appropriate Division Leader by passing the copy of the interview form to the appropriate Division Leader and by giving the new leader the Division Leader’s name, number and email address.  

· Notify your community group pastor and copy the community group secretary of the change of divisions.
