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WALK TO EMMAUS

ANNUAL LETTER OF AGREEMENT

1994

between
The Walk to Emmaus Movement


Name of Community

Diakonia

Post Office Box 189


Nashville, Tennessee 37202-0189


Address______________________________







City_________________St.______Zip_____







Date

July 1, 1994

The “ Walk to Emmaus” is a copyrighted program and the Emmaus Movement is a registered trademark of the Upper Room, Board of Discipleship of The United Methodist Church and can be used only with written permission of The Walk to Emmaus International Office.  The following requirements regulate its use.

1) The Emmaus Movement will be ecumenical in all aspects.

2) There will be a local elected governing body, representative of those in the Emmaus Community and responsible for all aspects of the Emmaus Community.  The local governing body is the link with the International Office.

3) It will be the responsibility of the local governing body to carry out a three-phase method which will include pre-event, event, and post-event activities, as described in the Upper Room Handbook on Emmaus.

a. Pre-event activities will include recruitment, interpretation, and proper

preparation of candidates and team for their three-day Walk to Emmaus.

b.    Separate three-day events for men and women will be held, using The Upper

Room Walk to Emmaus Lay Director’ manual and The Upper Room Spiritual

Director’s manual and the Upper Room outlines for the 15 talks, (10 lay and

5 clergy).

c.    There will be  post-event plan which includes group reunions, monthly

Gatherings, and leadership training, for the purpose of increasing the Emmaus

Community’s knowledge of the method and its effectiveness of providing spiritual renewal for the local church.

4) Each local governing body is encouraged to send one lay and one clergy representative to attend the National Emmaus Meeting which is held annually for the purpose of training, information, common concerns, and reports from the National Steering Committee of the Emmaus Movement.

5)
In support of the sanctity of marriage, married couples are encouraged to make an equal commit-ment to participate in The Walk to Emmaus as described in The Upper Room Handbook on Emmaus.

6) Pilgrims should be actively participating in a local congregation.

7) It is the responsibility both of The Emmaus International Office and the local governing body to work in corporation with denominational leaders about the activities of the Emmaus Community

8) Each Emmaus community will do its part to support The Emmaus International Office’s efforts to responsibility guide and resource the expansion of the Emmaus Movement in the U.S.A. and internationally.  This support will consist of a contribution of $5.00 per new participant on Emmaus weekends.  These monies will be used exclusively for The Emmaus International Office’s work related to Emmaus and Chrysalis.

9) The Emmaus International Office will provide Emmaus communities these kinds of support:  interpretative materials on Emmaus, guidance and leadership for starting Emmaus, printed resources, leadership training for strengthening the Emmaus Movement in communities, and coordination and networking for the Emmaus Movement through the Emmaus International Office.

10) The Emmaus International Office will support pilgrims in their Fourth Day by offering resources designed to help them mature in the Christian life.  A 40% discount will be given on Upper Room books and devotional literature ordered by Emmaus communities for book tables and Pilgrim packets.

Signed

Lay Director


Address


City


Phone


Home



Work

Signed

Spiritual Director


Address


City


Phone


Home



Work

The Walk to Emmaus Movement

1908 Grand Ave., Box 189

Nashville TN 37202
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DIAKONIA EMMAUS COMMUNITY HISTORY

ESTABLISHED DECEMBER, 1991

By way of explanation, Diakonia Emmaus Community, Inc. was organized and incorporated on October 3, 1991, as a non-profit organization.

Because of non-payment or non-filing of the necessary tax documents, the corporation became inactive on February 14, 1995.  The corporation could become active again, once the necessary Certificate of Good Standing from the Comptroller of Public Account and Secretary of State Form 801, but then the annual tax reports would have to be filed in a timely manner.

In the event the Board of Diakonia Emmaus Community decides not to go forward with the re-filing and becoming active again, the following are suggested Policies and Procedures, which track the original By-Laws.  If we continue to be unincorporated, then the Board and the Community should follow the Policies and Procedures in the future, that is from the date the following is approved by the Board of Directors and the Diakonia Emmaus Community.

In 2002 the Austin area of the Diakonia Community wanted to remain active by having Gatherings and Walks closer to Austin.  After many meetings and much discussion, on August 25, 2003, the Diakonia Community divided into two clusters, San Antonio Cluster and Eagle’s Wings Cluster.  A new set of guidelines was approved to accommodate the one Community, two Cluster format. This was incorporated into the Policies And Procedures For The Diakonia Emmaus Community  

NOTE:  The Lay Director of a Diakonia Emmaus Walk shall be obligated to abide by the terms and conditions of the copyrighted materials utilized during the Walk.  Such materials have been copyrighted by the National Program of the Upper Room, Nashville, Tennessee, and that needs to be honored.  There are usually penalties if copyrighted documents are misused, abused and violated.  A misuse, abuse and/or violation of the copyrighted material from the Upper Room could cause the relationship be severed between Diakonia Emmaus Community and the Upper Room, Nashville, Tennessee.  The way the Walk to Emmaus is conducted is in accordance with an agreement with the Upper Room and cannot be changed by a Walk Lay Director, and must be adhered to in all aspects.
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POLICIES AND PROCEDURES FOR THE DIAKONIA EMMAUS COMMUNITY.

I.  NAME:  The name of the Community shall be the DIAKONIA EMMAUS COMMUNITY (“Community”).

II.  PURPOSE:


Section 1.  The object of the Community shall be to inspire, challenge, and equip church members for Christian action, in their homes, churches, places of work, and the world community through the Emmaus experience.


Section 2.  The Community is affiliated with the National Emmaus Program of the Upper Room, Nashville, Tennessee, and as needed under the oversight and advice of the Southwest Texas Conference Walk to Emmaus Board.


Section 3.  The Community is related to Mission Presbytery of the Presbyterian Church (USA) through the Spiritual Life Development Committee thereof.

III.  MEMBERSHIP:  


Section 1.  All persons who have completed a weekend experience of the Walk to Emmaus sponsored by the Upper Room Emmaus Community shall be members of the Community.


Section 2.  Persons who have completed a Walk to Emmaus, Cursillo, ACTS, or Tres Dias weekend may become members by participating in the activities of the Community by attending Community activities and/or signing the membership roster being supplied at Gatherings, or by calling the Registrar of the Community to have his/her name added to the mailing list.

IV.  BOARD OF DIRECTORS:


Section 1.  Purpose.  Direction of the Community shall be vested in a Board of Directors which shall govern and operate the Community in accordance with the letter of agreement with The National Emmaus Program of the Upper Room, Nashville, Tennessee and these Policies and Procedures, and the laws of the State of Texas and the United States of America, if and when applicable.


Section 2.
Composition. 


a)There shall be one (1) overall Community Lay Director and one (1) overall Community Spiritual Director for the entire Diakonia Emmaus Community. 

b)Each cluster board shall ideally consist of twelve (12) elected lay members and two (2) elected clergy members, one of whom shall serve as the Cluster Spiritual Director.  The minimum number of elected lay members and clergy members for each cluster board shall be ten (10) and one (1), respectively.  The Liaison person designated by the Education and Congregational Nurture Committee of the Mission Presbytery shall serve as an ex officio member.


Section 3.  Terms of Office. 

 
a)  Lay persons on the Board shall be elected by the Community members for three (3) year terms.  Nomination procedures will be prescribed in writing as a standing rule by the Board.  Election shall be determined by a majority or plurality of the votes cast.


b)  Board Members cannot succeed themselves in consecutive terms.


c)  Terms of office shall begin January 1 and shall terminate December 31, except for officers who shall serve until the election of new officers in January as provided in Section 5.


d)  If a member of the Board is absent from Board meeting for three (3) consecutive months, the member, at the discretion of the Board, after discussion and vote of at least a majority of the Board members in favor of dismissal, may be dismissed from the Board.


Section 4.  Officers.  Officers shall be the Lay Director, Lay Director in Training, Secretary, and Treasurer; and in case of absences will chair meetings in this order.  The Lay Director in Training must be eligible to serve an additional term on the Board and as the Lay Director if elected to that post.  Officers can accept responsibility of a committee in addition to an elected position on the Board.


Section 5.  Election of Officers.  Officers shall be elected annually by the Board of Directors at the January meeting for a one (1) year term of office effective with the close of the January meeting.


Section 6.  Meetings.  The Board shall meet monthly in regular meetings unless agreed to by a two-thirds (2/3) vote of the Board in a present meeting not to meet for a regular monthly meeting.


Section 7.  Quorum.  A majority of the members of the Board of Directors present at a duly called meeting shall constitute a quorum. 


Section 8.  Spiritual Director.  The Spiritual Director for the Community shall be selected by the Joint Board of Directors for a two (2) year term.  The term of office shall begin January 1 and end December 31of the next year.  The Spiritual Director may be replaced during the term by a majority of affirmative votes of the Joint Board Members.

             Section 9.
Lay Director.  The Lay Director for the Community shall be selected by the Board of Directors for a two (2) year term.  The term of office shall begin January 1 and end December 31of the next year. The Lay Director may be replaced during the term by a majority of affirmative votes of the Joint Board Members. 


Section 10.  Cluster Spiritual Director. The Cluster Spiritual Director shall be selected by the Joint Board of Directors annually.  The term of office shall begin January 1 and end December 31.  The Spiritual Director may be replaced during the term by a majority of affirmative votes of the Joint Board Members.


  Section 11.  Cluster Lay Director. The Cluster Lay Director shall be selected by the Cluster Board of Directors annually.  The term of office shall begin January 1 and end December 31.  The Lay Director may be replaced during the term by a majority of affirmative votes of the Cluster Board Members

             Section 12.
The Cluster Lay Director in Training shall be the right hand of the then serving Cluster Lay Director, and shall become Cluster Lay Director on the following January 1, if so selected by the Board.  The Lay Director in Training may be replaced during the term by a majority of affirmative votes of the Joint Board Members.


Section 13.  Past Cluster Lay Director.  The immediate past Cluster Lay Director shall serve on the Board for one (1) additional year or the normal term of the Board.


Section 14.  Special or Called Meetings.  Special or Called Joint Board Meetings may be called by the Lay Director or the Cluster Lay Director, respectively, upon his/her own initiative or when requested in writing by a majority of the members of the Joint Board or Cluster Board, respectively. 


Section 15.  Vacancies on the Cluster Boards.  The Cluster Boards may elect persons, upon nomination by the Cluster Lay Director or Nominating Committee appointed by the Cluster Board, to fill vacancies until the next regular election.  Such person(s) are eligible for election by the corresponding Cluster Community at a regular Cluster Community gathering.

V.  COMMITTEES


Section 1.  The Cluster Board of Directors shall name Community members to chair the following committees:  Gatherings, Team Selection, Newsletter, Music, Publicity, Kairos Liaison, Chrysalis Liaison, Prayer Vigil, Nominating, Long Range Planning, Trailer Custodian and Historian, and others as the need may arise.


Section 2.  The Community Lay Director and Cluster Lay Directors will be ex officio members of all standing committees.

VI.  WALK TO EMMAUS.


Section 1.  The Community shall follow the guidelines of the Upper Room Walk to Emmaus program in the formation of the three-day (72 hours) experience called Walk to Emmaus.  The Guidelines are attached hereto.


Section 2.  The Board of Directors shall have general oversight in all matters relating to the Diakonia Emmaus Community.


Section 3.  The Board of Directors shall choose a Lay Director for each Community Walk to Emmaus weekend.


Section 4.  The Spiritual Director for each Community Walk to Emmaus shall be selected by the Community Spiritual Director after consultation with the Board of Directors.
VII.  AMENDMENTS.  Proposed amendments to these Policies and Procedures may be presented to the Board by any member of the Board one (1) month in advance of consideration by the Board.  If the amendments are voted in the affirmative by a three-fourth (3/4) vote, they shall be circulated to the membership by the Community Newsletter or a separate mailing and if no petitions signed by at least twenty-five community members objecting to the Policies and Procedures are received, the new Policies and Procedures will be considered adopted.  Any objections must be received within sixty (60) days of the mailing of the notification.  If an objection petition is received, the amendment will be considered voided.  If the Board then wishes to subject the new Policies and Procedures to the entire Community for a vote it may do so.  A majority of the votes cast by the membership will decide the matter.  

VIII.  RATIFICATION.

The herein above outlined Policies and Procedures shall take effect immediately upon certification of the Board that a majority or plurality of the Community approves them.

As unanimously approved and certified by the Board on February 23, 2002.

1.  An objection reflecting _______ signatures was received within sixty (60) days of mailing of the New Policies and Procedures, OR 

2.  No objections were received within sixty (60) days of the mailing of the Policies and Procedures, OR

3.  Objections were not received in a timely manner within sixty (60) days, and are therefore NOT VALID.

The new Policies and Procedures were taken before the Community on     July 20, 2002, at the Regular Scheduled Community Gathering.  A majority of the votes cast by the Community members was present and voting.

APPROVED AND CERTIFIED by the Board of the DIAKONIA EMMAUS COMMUNITY, on the date set forth beside each signature of the Board Members.

IX.  RATIFICATION.

The herein above outlined Policies and Procedures shall take effect immediately upon certification of the Board that a majority or plurality of the Community approves them.

As unanimously approved and certified by the Board on (November 20, 2004) 

1.  An objection reflecting _______ signatures was received within sixty (60) days of mailing of the New Policies and Procedures, OR 

2.  No objections were received within sixty (60) days of the mailing of the Policies and Procedures, OR

3.  Objections were not received in a timely manner within sixty (60) days, and are therefore NOT VALID.

The new Policies and Procedures were taken before the Community on     _________, at the Regular Scheduled Community Gathering.  A majority of the votes cast by the Community members was present and voting.

APPROVED AND CERTIFIED by the Board of the DIAKONIA EMMAUS COMMUNITY, on the date set forth beside each signature of the Board Members.
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DIAKONIA EMMAUS COMMUNITY

San Antonio and Eagle’s Wings Clusters
The Diakonia Emmaus Community Board will meet two times a year when there are joint meetings of the two clusters.  All board members from each Cluster are encouraged to attend Diakonia Board meetings, participate in the discussion, and vote on all issues.

There will be one overall Diakonia Community Spiritual Director and one overall Diakonia Community Lay Director which shall be elected by the Joint Board to a two (2) year term.  The qualifications for these positions are that they will have previously served as a Cluster Spiritual Director or Cluster Lay Director, respectively; and they are not currently serving on a Cluster Board (unless the exception is approved by the Joint Board).  The intent of this position is to promote consistency and better communication between the Clusters. If at all possible, the Community Spritual Director and the Community Lay Director should be from different Clusters and alternate the next term.

1. The Official Diakonia Board will be composed of 14 members

·  The Community Spiritual Director

·  The Community Lay Director

· The Spiritual directors of both Cluster Boards (4)

· The Lay Directors of both Cluster Boards 

· The Lay Directors in Training of both Cluster Boards

· The Past Lay Directors of both Cluster Boards

· The Treasurers of both Cluster Boards

· The Registrars of both Cluster Boards

2. They will be expected to attend and participate in all Board meetings 

3. A secretary will be elected annually 

· to take minutes 

·    to maintain a Diakonia mailing list

4. The Board will make decisions regarding issues that affect the overall   Diakonia Emmaus Community.

5. One treasurer will be appointed as the Diakonia Community Treasurer.

6. The Moderator of the joint Diakonia board meeting will be the Community Lay Director.

7. There will be one newsletter and one web-site for the Diakonia Community containing information from both clusters.

8. There will be a separate registrar for each cluster.

9. Both Cluster Lay Directors should be kept informed on all information pertaining to both clusters to promote open communication.

JOINT GATHERINGS

1. There will be a joint gathering two times a year, one hosted by the San Antonio Cluster and the other hosted by the Eagle’s Wings Cluster.

2. When having a joint gathering, the hosting cluster will be responsible for organizing the gathering and will keep any money collected during Offertory.
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DIAKONIA BOARD MEMBER
JOB DESCRIPTION

A.  Responsibilities of the Diakonia Board of Directors:

  1.  Attend monthly and called meetings.
  2.  Elect officers of the Board annually at the November Board meeting.

  3.  Select Spiritual Directors and Spiritual Directors-in-training.

  4.  Serve a three (3) year term.

  5.  Approve dates, locations and fees for Community Walks.

  6.  Approve Lay Directors, Board Representatives, and Spiritual Directors for 

       Community Walks.

  7.  Provide training for Walk Lay Directors, Spiritual Directors, and Board 

       Representatives.  A Diakonia Leadership Training Seminar should be held yearly.

       The Leadership Team of a Walk should attend a training session at least 15

       months prior to the Walk.

  8.  Chair committees as needed, appoint committee members, call and preside at 

       committee meetings, and present committee recommendations to the Board for 

       action.

  9.  Attend monthly Diakonia Cluster Gatherings

10.  Support the Community by attending Walk Candlelights and Closings.

11.  Report on actions taken by the Board at Gatherings.

12.  Write articles for the newsletter on actions taken by the Board and/or other 

       information of interest to the Community.

B.  Board Member Job Descriptions:

1. Community Lay Director 

a. Oversee the best interests of the entire Diakonia Emmaus Community

b. Preside over Joint Board Meetings and gatherings

c. Represent the Diakonia Emmaus Community with The Upper Room and     Mission Presbytery              

d. Fills in for Cluster Lay Directors or the Cluster Lay Directors In Training when

    they are not available to fulfill their duties

e. Meets quarterly with the Cluster Lay Directors and Cluster Spiritual Directors

f.  Is a voting member of both Cluster Boards and has the authority to make  

           the deciding vote in the case of a tie

      g.  Coordinates with the Community Spiritual Director

      h.  Cannot serve consecutive terms

       i.  Successor should be elected six (6) months before the end of the term  

1.  Cluster Lay Director 

          Presides over Cluster Board of Directors; leads Gatherings.

2.  Cluster Lay Director In–Training 

a. Presides over events in the absence of the Lay Director. 

b. Trains for the position of Cluster Lay Director for the following year.

3.  Cluster Past Lay Director –The Cluster Lay Director the previous year.

a.  Presides over events in the absence of the Cluster Lay Director and the Cluster 

     Lay Director-in-Training. 

b.  Maintains and updates a list of potential Walk Lay Directors and Board Reps 

     and identifies and contacts them to fill the positions on Walks.

c.  Oversees all training needed as well as the Leadership Training Workshop.

d.  Send a formal letter to newly approved Lay Directors and Board Reps notifying them of their appointment to the leadership position.
  

e.  Provides the Board Rep of each Walk with a packet containing Handling of 

     Money, Responsibilities of a Board Representative, and a Closing Summary

     Sheet.

4.  Community and Cluster Spiritual Directors

a.  Oversees worship at Community and Cluster Gatherings.

b.  Oversees the selection of Spiritual Directors for Walks, presents them to the 

     Board for approval.

c.  Oversees the training of Emmaus Clergy for leadership on Walks.

d.  Updates and maintains a list of qualified Clergy for Spiritual Directors of 

     Walks.

e.  Coordinate with Mission Presbytery about the Emmaus program.

f.   Request and report on Communion Services to Presbytery.

5.  Secretary 

a.  Takes Board meeting minutes and sends copies to Board members after each 

     meeting. 

b.  Incorporates new procedures approved by the board into the proper document. 

c.  Notifies any Board member who wasn't at the meeting of the new procedure.

6.  Treasurer -- Handles all financial matters for the Board and Community. Serves 

     as the contact person for Lay Directors of Walks concerning financial questions.

  7.  Registrar

  a.  Receives, records and communicates information from Walk applications. 

  b.  Provides Walk applications and Team Service forms when needed. (See 

       Registration for the Registration process).  Updates the forms when required.

C.  Committee Job Descriptions: (these may or may not be Board Members)

  1.  Team Selection -- There is a men's and a women's team person.  They oversee selection of team members on respective teams (male for men’s Walks, and female for women’s Walks) paying attention to Upper Room and Diakonia guidelines. They will be working closely with the team leadership of a Walk  They will also update and keep a current file of Diakonia Team Service forms.


a.  there will be a sub-committee composed of the four chairpersons of the team  

            selection committee to chart leadership paths for potential Lay Directors.            
      Information is given to the Past Lay Director of the Community



  2.  Prayer Vigil -- Serves as the contact person for individuals in charge of Walk Prayer Vigils.

  3.  Agape Letters -- Sends out Agape Letter requests to other communities. 

  4.  Newsletter  -- Compiles and edits a newsletter to be sent out to the Community quarterly and posts on the Diakonia Web site at http://www.diakoniaemmaus.org

  5.  Bookkeeper  -- Maintains financial records and coordinates with the treasurer.

  6.  Librarian -- Keeps team manuals, song books, the In Remembrance tape, Diakonia and Upper Room books for sale, and other printed material.

  7.  Gatherings -- Arranges with churches in the Cluster to sponsor monthly Gatherings and makes a schedule for an entire year a few months before the year starts to publicize the dates.  A joint gathering of the two Clusters will be scheduled two times a year.

  8.  Emmaus Trailer Custodian -- Maintains the Emmaus Trailer and helps with the inventory and supplies when needed.

 9.  Child Care Coordinator -- Arranges for child care at Walks when needed.

10.  Music 

      a.  Provides assistance to Walk Lay Directors in securing a Music Team. 

      b.  Arranges for Music at Gatherings.
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Selecting Team Leadership for Walks 
Team leaders for a Walk are a Lay Director, a Board Representative and a Spiritual Director.  It is the intent of this policy to have a leadership team selected (approved by the Diakonia Emmaus Board) at least one year in advance of the Walk date.

1. Choosing Lay Directors for Walks

    a.  Identify potential Lay Directors.  Compile a list of potential Lay Directors from other Lay 

         Directors and Board Reps of previous Walks.

    b.  Contact those who have attended leadership training to see if they are interested in being a 

         Lay Director.

    c.  Update this list quarterly.

    d.  Qualifications for being a Lay Director

· Must have been an angel or gopher

· Must have been a table leader or assistant

· Must have given a talk

· Must have been lay director in training

· Must have been to a leadership training

    e.  As people are identified as potential lay directors make sure they have met all the qualifica-

         tions and if not, work with the team selection chairman to make sure they are on teams with 

         the proper assignment they need to fill the requirements.

2. Choosing a Board Representative
    a.  Identify potential Board Reps -- Compile and update a list of potential Board Reps.

    b.  Contact and identify a Board Rep for a specific Walk date.

    c.  Qualifications for being a Board Rep:
· must be a member of the Diakonia Emmaus Community

· must have been a Lay Director of a Diakonia Walk

· may or may not be a member of the Diakonia Board

· must be approved by the Diakonia Board

3.  Responsibilities of the Past Lay Director:

The Past Lay Director of the Cluster is responsible for identifying and contacting potential Lay Directors and Board Reps.  The Past Lay Director of the Cluster then brings the names to the Diakonia Board for their approval.  The Past Lay Director of the Cluster will oversee all training of the Lay Director and the Board Rep of a Walk when needed. 

4. Choosing a Team Spiritual Director 

    a.  Identify potential Spiritual Directors: 

    b.  The Community Spiritual Director will keep records of all pastors/potential team spiritual 

         directors who have attended an Emmaus Walk (as a pilgrim or member of the Spiritual 

         Team) or Cursillo  or Spiritual Director’s training session in the Diakonia Community .  This 

         list will be updated quarterly to reflect the most recent walks and training. 

    c.  Selection.  Once the Team Lay Director and Board Rep. for a walk have been identified, the 

         Community Spiritual Director(s) will inquire and nominate a Spiritual Director to complete 

         the leadership team.  The nominee will be reviewed and approved at a regularly scheduled 

         meeting of the Emmaus Diakonia Board.

    d.  Qualifications for being a team Spiritual Director: 

· must have attended an Emmaus Walk as a pilgrim or attended a Cursillo

· must have served on the Spiritual Team of two Emmaus Walks or one Emmaus


Walk and one Cursillo

· must have attended one Spiritual Director’s training session in Diakonia or have 


already served as a Spiritual Director for a walk in Diakonia

Distribution of Emmaus Manuals

For each Walk:


Lay Director should receive – Upper Room Emmaus Lay Director’s Manual






 Upper Room Emmaus Talk Outlines






   
 Upper Room Emmaus Handbook






 Diakonia Emmaus Community Procedures Manual 

            Board Representative should have the manuals listed above

Lead Spiritual Director will receive – two Upper Room Lay Director’s Manuals,                                                                        




one to keep and one to give back to use for                                                  

                                                                         another walk. The updated manual now                                                                                          
                                                                                        includes the Spiritual Directors duties.

                                                                         Diakonia Emmaus Community Procedures                           

                                                                         Manual

          Team Members are encouraged to check out - Upper Room Emmaus Team Manual

Manuals should be available to the Lay Director, Board Representative, and Spiritual Director as soon as they are identified and approved by the Board.
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REGISTRATION

DIAKONIA EMMAUS REGISTRARS:

**PLEASE SEE THE BOARD ROSTER FOR CURRENT REGISTAR INFORMATION**

Procedure:  The Registrar cannot accept phone reservations, only written applications accompanied by a check. 

1.  The candidate designates a first and second choice of Walks and dates on an 

     application.

a.  If first choice is open, the Registrar assigns the candidate to that Walk.  The registrar will accept up to two (2) fewer than maximum registrations for each Walk.

b.  If first choice is closed and second choice is open, the Registrar assigns the candidate to the second choice and puts his/her name on the waiting list for the first choice.

c.  If neither is available, the Registrar puts the candidate’s name on the waiting list for his/her first and second choice and asks the candidate for a third choice.

2.  Payment in full must accompany the application.

a.  If an application is received without payment, the Registrar will return it to the sponsor.

b.  If the candidate is using an old registration form with a different amount printed on it, the Registrar will notify the candidate of the additional amount required.

c.  The Registrar notifies the candidate and sponsor, by letter of the action taken.

3.  The Registrar will keep all applications on file before and after the Walks.

4.  Pilgrim registration fees shall be received and deposited only by the Diakonia Emmaus Community Registrar.  Any other person receiving checks for payment of pilgrim registration fees shall forward them to the Registrar for account purposes.  Any person receiving cash for pilgrim registration fees shall convert said cash to a check which clearly reflects the name of the pilgrim whose fee is being paid and then forward it to the registrar for accounting and deposit.  The Registrar shall photocopy all checks prior to depositing them in the Community's bank account.  

5.  A photocopy of each check included in each deposit shall be forwarded to the Community Treasurer along with the validated deposit slip within five days of the deposit.

6.  A letter of confirmation will be sent to the sponsor and one to the candidate. 

7.  The registration fee shall be returned to a candidate at any time prior to his or her Walk upon request.  The sponsor and Lay Director shall be notified.

8.  Periodically before the Walk, the Registrar will send a status report and roster to the Walk Lay Director advising of the number of candidates assigned and those on the waiting list for the Walk.  This will be updated as needed until the Walk starts.

9.  A final roster will be sent to the Community Treasurer and the Cluster Treasurer for a count of pilgrims on a Walk so that the per-pilgrim amount can be paid to Upper Room 

10.  The Registrar shall submit the form as an attachment to all checks sent to the Community Treasurer and/or Cluster Treasurer so as to properly document the nature of the checks and the purpose intended. 
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DIAKONIA EMMAUS COMMUNITY

WALK FEE SUBMITTAL FORM

PILGRIMS

WALK NUMBER: ___________

WALK DATE:  ______________  , 20____


            NAME



CHECK NO.
         AMOUNT

1. ____________________________
_________
        _________

2. ____________________________
_________
        _________

3. ____________________________
_________
        _________

4. ____________________________
_________
        _________

5. ____________________________
_________
        _________

6. ____________________________
_________
        _________

7. ____________________________
_________
        _________

8. ____________________________
_________
        _________

9. ____________________________
_________
       _________

10.___________________________
_________
       _________

11.___________________________
_________
       _________

12.___________________________ 
_________
       _________

13.___________________________        _________ 
_________

14.___________________________        _________
_________

15.___________________________        _________          _________
                 NAME



          CHECK NO.
         AMOUNT

16.____________________________
_________
        _________

17.____________________________
_________
        _________

18.____________________________
_________
        _________

19.____________________________
_________
        _________

20.____________________________
_________
        _________

21.____________________________
_________
        _________

22.____________________________
_________
        _________

23.____________________________
_________
        _________

24.____________________________
_________
       _________

25.___________________________
_________
       _________

26.___________________________
_________
       _________

27.___________________________ 
_________
       _________

28.___________________________        _________ 
_________

29.___________________________        _________
_________

30.___________________________
_________
_________

31.___________________________
_________
_________

32.___________________________
_________
_________

Submitted By: _______________________       Date:_____________

Please write the Walk Number on the reference line on each check and attach copies of all checks to this form.

DIAKONIA EMMAUS COMMUNITY  
HANDLING OF MONEY

1.  Team Meetings

The Board Representative shall be responsible for collecting the Walk fee from each team member and sending the total amount to the Community Treasurer.  It is preferred that Walk fees be made by check.  Any other money that is collected at a team meeting shall be receipted and signed by two individuals.  There shall be two copies for such money received, one for the Treasurer, and one for the Board Representative.

2.  Book Table Receipts on a Walk

The Board Representative shall be responsible for collecting the money received from the sale of the books.  A tally sheet should be provided to keep a record of the books sold and the amount collected.  A receipt for the money collected, listed by cash and check, shall be signed by two individuals.  There shall be two copies of the receipt one for the Board Rep, and one for the Treasurer.

3.  Offering at the Walk

The Cluster Lay Director, Lay Director-in-Training or other designated Board member, shall be responsible for counting and reporting the amount of money received at the Candlelight offering.  Two individuals shall count and sign two copies of the receipt, one going to the Board designee and one to the Treasurer.  Any designated expenses such as baby-sitters, shall be noted and subtracted from the total amount collected.  There is no offering taken at Closing.

4.  Sending Walk Money to the Treasurer

The Cluster Lay Director, Lay Director-in-Training or other designated Board member shall be responsible for sending all money collected during the Walk weekend to the Treasurer.  The money shall be collected after Closing from the Board Representative, before leaving the Walk site.

5.  Offerings at Gatherings

A designated Board member shall be responsible for sending the offering to the Treasurer.  Two individuals shall count and sign a receipt of the money received.  There shall be two copies of this receipt, one for the Board designee and one for the Treasurer.

Note: In all cases, anyone is sending the money collected to the Treasurer by mail must convert cash to a check made out Diakonia Emmaus Community.  Do not send cash through the mail.
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FINANCES AND SUPPLIES

1.  Budgeted finances for Walk expenses (copying, mailing, photographs, etc.) are $300.00 for Lay Directors.  This does not include those items purchased by Community Treasurer/Supply Person as mentioned in No. 2 below.  Lay Directors are encouraged to stay within the budgeted amount; however, should additional expenses be incurred, Lay Directors may request reimbursement from the Board of Directors when submitting their final statement and vouchers.

2.  Walk to Emmaus worship booklets (purple books), crosses, tags for crosses, service sheets, Day Four books, Upper Room Daily Devotionals, Emmaus brochures and Chrysalis brochures are kept in the Emmaus Trailer and reordered by the Diakonia Treasurer/Supply Person as needed following each Walk.  Multi-colored lanyards are Community agape gifts and are kept in the Diakonia Trailer.  EACH LAY DIRECTOR SHOULD VERIFY WITH THE TRAILER CUSTODIAN THAT THERE ARE SUFFICIENT NUMBER AVAILABLE.  If there are not sufficient numbers available, the Community should be made aware of the shortage.  The Community can be advised through the Cluster Lay Director.

3.  The video “In Remembrance” is not kept in the Diakonia Trailer but is kept by the Librarian.  Video connectors and electrical extension cord are in the trailer.  Each Lay Director should verify that the Walk site has a TVs and VCR available for the showing of the film and later for babysitters to use.
4.  The Spiritual Director’s Manual, Lay Director’s Manual and Lay Director Outlines are distributed at Emmaus Leadership Training Seminars.  The Diakonia Community has sufficient Team Manuals to supply two ongoing team meetings.  Contact the Librarian to make arrangements for their use.
5.  If song books and or Communion elements are needed for team meetings, arrange-ments should be made well in advance with the Librarian for song books and with the trailer custodian for communion elements.
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SCHOLARSHIP POLICY 

1.  PUPOSE:  The purpose of scholarships is to:

a.   Encourage pastors and Presbytery leaders to have the Emmaus experience as pilgrims and to participate in a leadership capacity on subsequent walks. 

b.   Encourage training of leadership and help those that participate in more than one Walk per year (i.e. lay director training positions, music team)

c.   Provide for those pilgrims who financially would be unable to attend a walk, after they have sought out scholarships from other sources (reunion groups, sponsors, etc.).

2.  AMOUNT:  The customary scholarships to be considered for each category above would be supplied out of the Board’s Scholarship Fund and would be as follows:

a.   Up to 50 % of pilgrim Walk cost for pastors and Presbytery leaders. The other  50% coming from individuals, churches and Reunion groups.  Up to 50% of the cost of subsequent Walks (with some exceptions).

b.   Up to 50% of Walk cost for Emmaus leadership, unless clear financial need necessitates a higher percentage, if these leaders (i.e. music team members etc.) participate in more than one Walk per year.

c.   Up to 50% of Walk cost for pilgrims.  Scholarships traditionally would come from individuals and/or Reunion Groups with the balance, if necessary coming from the Emmaus Scholarship Fund.

d.   Four one-half scholarships are offered per Walk to those who meet all requirements of the policy; Clergy will be handled separately.

3.  COMMUNICATIONS:  Requests regarding scholarships will be given to the Scholarship Team using the form provided. The Registrar, for pilgrims, and the Board Rep of the Walk, for team members, will make the request.  The Registrar, the Board Rep. and the Treasurer will be informed when scholarships are approved.

4.  REQUESTING A PILGRIM SCHOLARSHIP:  Scholarships for pilgrims will be considered, to the amount requested, at the time of registration and only after financial support is explored from local sources, in accordance with item 2, above.

5.  SCHOLARSHIP FUND:  A scholarship fund will be established and maintained in the amount of approximately $1500 annually (assuming six-full scholarships and six half scholarships). The scholarship fund will be replenished by contributions from the Candlelight offerings, from Monthly Gatherings and occasionally, when requested, from Reunion Groups.

6.  SCHOLARSHIP TEAM:  Scholarships will be approved by the Scholarship Team, composed of three designated board members designated as the Scholarship Team, upon a majority vote.

7.  REPORTING: The Treasurer will report on the status of the Scholarship Fund, in writing, at each Board meeting.
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Request for Scholarships

Scholarships can be considered for pastors or those in leadership training roles participating in walks more than once a year.  Scholarships may be provided up to 50% for pastors and Presbytery leaders, and for those in leadership roles.  Scholarships for pilgrims may be given up to 50% only if all other possible financial sources are exhausted (church fund, reunion group, individual donation, etc.).  Four one-half scholarships are offered per Walk to those who meet all requirements of the policy.

Please list scholarship requests below:

Walk Number _________________________      Walk Date ______________________________

Lay Director __________________________       Board Rep _______________________________

Date of Request _______________________         Date Required _________________________

	Name of Recipient
	Position on Walk
	Amount Requested

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	


Board Rep Signature      __________________________________________________

             Please submit all scholarship requests to the Cluster Board, or Diakonia Treasurer Bill Weise at         6625 Countess Adria St.  San Antonio, TX 78238 or (210) 680-2540 for more information or questions on the scholarship policy. The Scholarship Committee will review the request for approval and payment.  
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POLICIES FOR AN EMMAUS WEEKEND 

Before the Walk

1.  Assistant Lay and Assistant Spiritual Directors shall be selected for each Emmaus Walk.  The purpose is to train these persons for leadership of future Walks.  They should be present for the entire weekend.

2.  The Walk to Emmaus format and materials are copyrighted and a community must have written permission to use them.

3.  There shall be a Board Representative appointed by the Diakonia Emmaus Community Board of Directors for every Walk to ensure continuity and to protect the integrity of the event.  The Board Rep, and ultimately the Board of Directors, has the final authority on questions and procedures.  Traditionally, the Board Rep provides the cross or crosses for the Walk

4.  It is the responsibility of the Lay and the Spiritual Directors and the Board Rep to hear all the talks before the Walk with special attention given to content and length.
5.  All prospective Lay Directors, first time Spiritual Directors and Board Representatives will be required to attend an Emmaus Leadership Training Seminar.
6.   All team members are required to pay the full registration fee of the Walk to participate.  All monies from team members should be collected by the last team meeting.
7.  All costs of special equipment or attire (t-shirts, aprons) will be considered agape and should be paid for by team members.

8.  36 pilgrims is considered a full Walk.  At some retreat locations 42 pilgrims could be considered if the facility will accommodate them.  The minimum number of pilgrims is left to the discretion of the Lay Director, Spiritual Director, Board Rep and the Cluster Lay Director. 

During the Emmaus Weekend

1.  A walk schedule has been developed by the board and should be used to ensure that no part of the walk is omitted and the time schedule is maintained.

2.  Names on the tables should be names from the Bible, women on women’s walks, men on men’s walks.  The rainbow table name holders are also to be used.  A table in the back of the room will be St. Elsewhere, where the Lay Director, Assistant Lay Directors, Board Rep, and Spiritual Directors will be seated.  There is also a rainbow name holder for the music team.

3.  A single centering song and a single ending, or meditation, song will be sung before and after talks except Talk #1.  “Spirit of the Living God,” “Open our Eyes,” “Surely the Presence,” “The Spirit Song,” “Just to know the Lamb” are choices for songs.  Others may be proposed to the board for approval.

4.  If a different location other than the conference chapel is being used for worship, allow time in the schedule to get there and back.

5.  There will be no photos or recording of any part of an Emmaus Walk except for the table and group photos taken on Friday morning.

6.  The Lay Director will always give the Perseverance talk.  The Spiritual Director will always give the Means of Grace talk.  A mock reunion group following the Lay Director’s talk is a good way of explaining how the Service Sheet works.

7.  It is very important to stay on schedule, especially when the Greater Emmaus Community is involved at Candlelight and Closing.

8.  The Spiritual Director and the team members assisting in Candlelight should be in the Chapel by 8:00 p.m. to have sufficient time for announcements, requests, and singing. (see Candlelight Checklist)  The Service shall begin at 8:30 p.m.  The pilgrims are scheduled to arrive at 9:15 p.m.

9.  An "outside" music team can be used for Candlelight to allow the Walk music team to remain in the conference room with the Pilgrims and assist with skits, etc.

10.  At Candlelight, the Cluster Lay Director makes announcements prior to the worship service.

11.  Pilgrims are not to leave the group for any reason other than an emergency during the weekend.  Pilgrims leaving after Candlelight shall be considered to have completed the Walk to Emmaus and may be given their letters, cross, service sheet, and pilgrim packet.  Pilgrims leaving before Candlelight will be required to repeat the weekend.

12.  The optimum number of agape letters for each pilgrim is 8-15.  If more letters are received they should all be given; however if there is excess they can be put in an envelope and given at the end of the Walk.  No personal gifts should be given.  This rule should be included in the sponsor’s letter and announced at Candlelight.

13.  The letters are to be passed out to pilgrims in the conference room with the Spiritual Directors in attendance.  Other team members may begin the clean-up process.

14.  The cross used during the Walk will be presented to the Lay Director by the Spiritual Director.  It is recommended it be given at the cross ceremony in the conference room prior to Closing, however the crosses may be given at Closing.  If the Lay Director opts to have a second cross that stays in the chapel and is used by the speakers’ prayer partners, that cross is presented to the Spiritual Director by the Lay Director.  No other gifts shall be given to the Lay Director or the Spiritual Director.  The Lay Director shall instruct the team members not to initiate any special gifts for anyone during the weekend.

15.  At the beginning of the cross ceremony, all team members, except Table Leaders, put on their crosses.  Table Leaders will put on their crosses, table by table with their pilgrims.    

16.  The traditional “Amazing Grace” will be sung by the community as the pilgrims enter for Closing at 3:30 p.m.

17.  At Closing, the Cluster Lay Director makes comments, introduces any board members in attendance, and defines what a “Community” is, what a “Gathering” is, and the date and place of the next Gathering.  Ask Sponsors and Table Leaders to personally invite the pilgrims.

18.  Pilgrims will have the opportunity to respond to the questions: “What has the Walk to Emmaus meant to me?”  And, “What do I intend to do about it?”   Team members shall not witness at Closing.

19.  There is a procedure for handling money on a Walk.  Be sure it is followed properly.  This is found in “Responsibilities of the Emmaus Community Board Representative” and “Diakonia Emmaus Community – Handling of Money” in this manual.
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Responsibilities of the Board Representative

From the Upper Room Handbook:

The Emmaus Community Board of Directors makes sure at least one member of the board is on the team for each Walk in order to provide an added degree of quality assurance and to maintain continuity between Walks.  The Board Representative monitors the weekend, observes problems to be avoided on future Walks, and learns of improvements that future teams could incorporate.  The Board Representative is also present to serve as an advisor to the weekend Lay and Spiritual Directors in the event that an opinion on procedure is required or in the rare circumstance that a weekend Lay and /or Spiritual Director violates the trust of the Board of Directors by steering a Walk in a direction of their own choosing.

The Board Representative is not present to direct the Walk and does not have a leadership role in the team process unless counsel is sought.  The Board Representative functions only in a low-key support role among the team members.  The Board Representative relates to the team in this capacity only through the Lay and Spiritual Directors.  The Board Representative sits at the back table (leader’s table) throughout the event to observe all that happens in the conference room.

The Board Representative is the same gender as the pilgrims on The Walk, a man for a men’s walk and a woman for a women’s walk.  

From Diakonia Community experience: 

The Board Representative is just that….a representative of the Board, and responsible to the Board.  The criteria for selection of the Board Representative of a Walk: 

· Must be a member of the Diakonia Emmaus Community. 

· Must have been a Lay Director of a Diakonia Walk.

· May or may not be a member of the Diakonia Board. 

· Must be approved by the Diakonia Board.

Before the Walk 

1. Assures that the designed conduct of the Walk to Emmaus (both team meetings and the Walk) is carried out.

2. If possible, attends team selection meeting to monitor the Board’s objectives of ensuring a ratio of 1/3 new, 1/3 moderate, and 1/3 experienced team members, and having no more than 5 individuals from one church on the team.

3. Works with the Lay Director to schedule team meetings and make every effort to schedule them so that they do not conflict with Community Gatherings.

4. Serves as the contact person to the Scholarship Committee if a scholarship is requested. 

5. Assumes responsibility for all money matters at Team Meetings and the Walk (see Handling of Money) and is held accountable for those monies.

6. At team meetings, monitors and times the talks to ensure the points are covered and it stays within the guidelines, and that the talk does not exceed the time limit of about 20 minutes.  Tell speakers to expect a signal if they go significantly over the time of the previewed talk.  During a Talk, when a previous speaker’s talk is mentioned, it is recommended that one say, “in Friday’s Talk on Priorities, the speaker said “such and such.”  Omit references to political issues or politicians.  Guard against any comments that either emphasize a particular denomination or that could be construed as degrading to any denomination.

7. Confers with the Lay Director about table people giving talks.  Table leaders should not give talks (because they shouldn’t be away from their table) and assistants should not give talks that will have them away from their table during Saturday table prayer time.  If possible assistants should only give talks later in the Walk so it doesn’t disrupt the table community building process. 

8. Watches for problems that arise at team meetings or on the Walk.  The following sequence of responsibility and accountability will be used:

· Spiritual Director for counsel of a spiritual nature 

· Lay Director

· Board Representative

· Community Lay Director

9. Usually provides the Lay Director and the Spiritual Director crosses.

10. After being introduced by the Lay Director at the first team meeting, reviews the role of the Board Rep and discusses the “Rules of the Walk” from the Board’s perspective.

11. Reminds team members that they are there to glorify God and serve the Pilgrims.  Emphasizes that it is a Diakonia Emmaus Walk not a Presbyterian or any other denomination’s Walk.  It is not the Lay Director’s Walk but rather Walk #___.

During the Emmaus Weekend

1.  Give a brief talk to the Pilgrims on Friday morning before the talks begin covering these points:

· An effort is made to ensure that all Pilgrims on each Walk are offered the same experience.  The Board Rep is there to maintain consistency among Walks as was agreed to when the Board signed the agreement with Upper Room Emmaus.  

· Pilgrims' questions concerning procedures are welcome and the best time for this is on breaks, during meals or at other non-meeting times.

· This is an ecumenical movement and all views should be respected.  Refrain from getting into a religious debate.  Call on a Spiritual Director if needed.

      2.   Sits at the back table during the Walk, listens to and observes all weekend                       
            activities to assure that the basic concept of the Walk to Emmaus will be  

            maintained and good judgment will be used if and when the Board Rep s council  

            is sought.

3.  Keeps the Walk on schedule.  A few minutes here and there add up.  The Board Rep has the authority to signal the speaker if he or she has gone significantly overtime.  Adjustments can be made to get back on schedule:  shorter breaks, not doing a project, adjusting the singing time, etc.  If time adjustments need to be made, inform all those who will be affected. 

4.  Ensure special attention is not given to individual pilgrims.  Gifts to Pilgrims from Community friends are to be done in private after the Walk.  Favoritism may cause hurt feelings.

5.  Monitor all Talks:

· During a Talk, when a previous speaker’s talk is mentioned, it is recommended that one say, “in Friday’s Talk on Priorities, the speaker said “such and such."

· Omit references to political issues or politicians.

· Guard against any comments that either emphasize a particular denomination or that could be construed as degrading to any denomination.

6.  In the rare case that a talk cannot be given by the intended speaker, be ready to give the talk.  It is good to bring copies of talks previously given and ask others to bring theirs just in case they are needed.

7.  Turn in any money collected on the Walk, including book sales money, to the treasurer at the completion of the Walk.

8.  See that the baby sitters get paid.  The fee is $10 per hour per sitter.  Candlelight (7:30 pm-10 pm) would be $25 per sitter.  Closing (3 pm-6 pm) $30 per sitter.

9.  After the Walk, confirm the Lay Director duties have been completed. 

10. Make a written report to the Diakonia Board with any comments regarding any special joys or problems encountered and suggestions for future Walks.  Attach a copy of the final Team and Pilgrim rosters showing correct information.  Include a group picture.  This will go into the Emmaus Scrapbook.  The Team Selection Committee and the Newsletter editor will need a Team and Pilgrim Roster for their updates.
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DIAKONIA EMMAUS COMMUNITY

WALK FEE SUBMITTAL FORM

TEAM

WALK NUMBER: ___________

WALK DATE:  ______________  , 20____


            NAME



CHECK NO.
         AMOUNT

1.____________________________
_________
        _________

2.____________________________
_________
        _________

3.____________________________
_________
        _________

4.____________________________
_________
        _________

5.____________________________
_________
        _________

6.____________________________
_________
        _________

7.____________________________
_________
        _________

8.____________________________
_________
        _________

9.____________________________
_________
       _________

10.___________________________
_________
       _________

11.___________________________
_________
       _________

12.___________________________ 
_________
       _________

13.___________________________        _________ 
_________

14.___________________________        _________
_________

     15.___________________________
_________
        _________

                 NAME



          CHECK NO.
         AMOUNT

16.____________________________
_________
        _________

17.____________________________
_________
        _________

18.____________________________
_________
        _________

19.____________________________
_________
        _________

20.____________________________
_________
        _________

21.____________________________
_________
        _________

22.____________________________
_________
        _________

23.____________________________
_________
        _________

24.____________________________
_________
       _________

25.___________________________
_________
       _________

26.___________________________
_________
       _________

27.___________________________ 
_________
       _________

28.___________________________        _________ 
_________

29.___________________________        _________
_________

30.___________________________
_________
_________

31.___________________________
_________
_________

32.___________________________
_________
_________

Submitted By: _______________________       Date:_____________

Please write the Walk Number on the reference line on each check and attach copies of all checks to this form.

DIAKONIA CLOSING SUMMARY SHEET

This summary sheet should be completed by the Board Representative at the conclusion of the Walk.  All accompanying materials are due to the Diakonia Emmaus Community Board by the end of the Walk or at next Board Meeting following the Walk:

Name of person completing this form: ______________________________________

______________________________________________________________________

      City                                       
State



Zip Code

Phone:     (      )_______________________Work  (      )_________________________

Lay Director:_______________________________________Walk #______________

Spiritual Director:___________________________________

Include with this summary the following materials:

___________ Three copies of the final roster of all pilgrims having

completed the Walk:  one for the scrapbook, one for the Team Selection Committee, and one for the Newsletter editor.
____________ Three copies of the final roster of all team members with correct



 information:  one for the scrapbook, one for the Team Selection 

                         Committee, and one for the Newsletter editor.
____________ Photograph of entire group for placement in the permanent

Diakonia Community Scrapbook.

____________ Book Table Sales                                                     $___________

(inventory sheet included)

____________ Fourth Day Book Offering                                      $___________
____________ Any other money (be specific)                                 $___________
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LAY DIRECTOR’S CHECKLIST

5 Months ahead:

1. Contact Spiritual Director and Board Rep.

2. Contact Team Selection Committee to set up date to select clergy, lay and music team members.

3. Together with the Spiritual Director and Board Rep, set dates of and number of team meetings.  While four meetings are recommended, if you plan to have only three, you are encouraged to make one of them an overnighter.

4. Diakonia Emmaus is following the whole team concept, rather than the inside/outside team concept.  The composition of the team is:


Lay Director


Board Representative


Spiritual Director


Spiritual Team (Clergy)
4

Assistant Lay Director


Table Leaders
6

Assistant Table Leaders
6


Music Team
3 or 4 


Head Angel/Gopher


Angels/Gophers:



Chapel
2


Conference Room



Agape Room
2


Runners
1 or 2


Bell Ringer



Food Agape
2
4 Months ahead:

1. Distribute talk outlines to lay and clergy speakers.

Be sure to advise the speakers of the time limits on talks, the importance of following the outlines and the amount of personal witness limits.  Remind them that each talk builds on the previous talks. (Personal stories are good only if woven into talk but SHOULD NOT OVERSHADOW THE INTENT OF THE TALK).

2. Send letters to each team member with time, location and agendas for team meetings including scheduled time when practice talk will be given.  Stress importance of attendance at team meetings.

3. Check about having wooden cross for the Walk made (traditionally the Board Rep. provides the cross).

4. Appoint someone to assume duties of and begin preparation of 72-hour Payer Vigil.

5. If team folders are used, start compiling them at this time.

6. Determine Centering Song (song before talks) and Meditation Song (song after talks) and get Board approval if necessary.  Pass to the head of the Music Team so he or she can prepare in advance of the first team meeting.  Remind Music Team leader of the requirement for music for the Communion Service at each of the team meetings. 

7. Contact Treasurer to request $300 draw for administration expenses that will be incurred as part of the Lay Director’s responsibilities. 

3-4 Months ahead:

1. Team meetings.  Begin each team meeting with Communion Service.  Assign prayer partners for speakers.

2. Prepare team list, addresses, phone numbers, email addresses and positions on team.

3. Make an agape list showing needs for the Walk such as folders, notebooks, name tags, door decorations, mail bags for agape letters, placemats.  Include the Agape Feast and Closing Reception if you plan to have one.  (NOTE:  Make a list of those responsible for these jobs and check with them periodically).

4. Prepare list assigning a prayer partner for each team member.

5. Other items needed for team meetings include Communion elements, candle, bible, copies of Prayer to Holy Spirit and “We light this candle...," stopwatch, critique sheets, pens/pencils, team folders, team manuals, food, and, if needed, a babysitter.

6. Board Rep will be collecting and recording team fees paid.

7. Arrange for song books and Communion elements.  The librarian has song books and trailer custodian has the Communion elements.  If the team meeting is at a church, communionware may be available.

8. Distribute team manuals at first team meeting.

3 Months ahead:

1. Agape committee writes to Emmaus Communities for agape letters.

2. Verify 72-hour Prayer Vigil forms have been sent out.

1 Month ahead:

1. Send each pilgrim an information letter.

2. Contact site location or Cokesbury to arrange for books for the book table.  Omega Retreat Center has a book store.  Other sites may not.

3. Contact the retreat center to confirm arrangements -- do a walk-through of the Walk site.

4. Make copies for Pilgrims Closing Packets (see page 43 for details).

1 Week ahead:

1. Make room assignments for team members and pilgrims.

2. Make table assignments.

3. Contact retreat center with special diets and/or other special needs.  Assign a responsible team member the task of handling special medications and special diets during the Walk.  The same person can oversee the First-aid kit.

4. Contact Diakonia Babysitting Chairperson to make sure Candlelight and Closing are covered.

5. If the person taking the group pictures Friday morning is not a member of the team, make contact to ensure he or she will be there at the proper time.

After the Walk:

1. Promptly complete required post-Walk items.

2. Promptly return any unsold books.

3. It is the responsibility of the Board Rep or assigned person to retrieve any/all Team Manuals from the Team.  There will be a fine assessed of $25.00 for any manuals not returned.  Replacements have to be ordered from Upper Room.

Supplies needed for a Walk, but NOT found on the trailer

1. Bible for speaker's table.

2. Bread and juice for 5 communions.

3. Flashlights, alarm clocks, umbrellas.

4. Film and camera with timer and tripod

5. Stationery and envelopes for agape letters for team members.

6. Coffee pots, ice chests.

7. Cups, napkins, plates, forks, sugar, sweetener, cream, coffee, tea, variety of juices, sodas and snacks.  If a birthday is to be recognized, a birthday cake.

Things to remember:

1. Tape a copy of Invocation to the Holy Spirit and "We light this candle..." to lectern.

2. Test sound systems

3. Test VCR and videotape (In Remembrance) or video set-up.

4. Have small bills and change for Book Table sales.

5. Record all agape gifts (including food) for posting.

6. Ensure the 72-Hour Prayer Vigil is complete and sheets are available to tape on walls.

7. Arrange for candles and holders for chapel and for speaker's table

8. If using printed speakers names and names of talks, prepare ahead of time.

9. Obtain agape letters from Agape Chairperson
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DIAKONIA AGAPE LIST SUGGESTIONS


Items Needed




Names & Phone Numbers

NAME TAGS (60-85)


__________________________________________________

NAMES FOR DOORS (60-80)

__________________________________________________

PLASTIC CUPS (60-80)


__________________________________________________

FOLDERS FOR CONFERENCE ROOM (60) ________________________________________________

NOTE PADS (60)


__________________________________________________

SECRETARY BOOKS (6-7)

__________________________________________________

BRACELET "WATCHES" ( 60-80)
__________________________________________________

PILGRIM & TEAM FOLDERS/

ENVELOPES (60-80)


__________________________________________________

LETTER BAGS (60-80)


__________________________________________________

AGAPE BAGS (60-80)


__________________________________________________

COVERS FOR PURPLE WORSHIP BOOKS(60-80)___________________________________________

LAUNDRY BAGS (60-80)

__________________________________________________

PLACE MATS FOR SUNDAY LUNCH (60-80)  ______________________________________________

PLACE MATS FOR OTHER MEALS (60-80 each)  ___________________________________________

COMMUNION FOR TEAM MEETINGS    __________________________________________________

COMMUNION FOR WALK (7 loaves – 7 juice)  _____________________________________________

WALK PICTURES


__________________________________________________

LANYARDS (Need to check trailer)
__________________________________________________

VOTIVE CANDLES /HOLDERS (36)
__________________________________________________

AGAPE FEAST



__________________________________________________

CLOSING FEAST


__________________________________________________

AMOUNT OF AGAPE NEEDED (Based on 36 pilgrims)


PILLOW AGAPE FOR PILGRIMS (36 of each item)


TABLE AGAPE (PILGRIMS, TABLE LEADERS AND ATL (60 of each item)


ENTIRE CONFERENCE ROOM/DINING ROOM (80 of each item)

"WE LIGHT THIS CANDLE…

We light this candle as a symbol of Christ's presence and have the open Bible as a symbol that all the talks are based on scripture.  Ladies/Gentlemen, with a clean sheet of paper, high idealism, the spirit of cooperation and charity, pen in hand, prepare for the next talk, which will be given by a clergy/lay person.

PRAYER TO THE HOLY SPIRIT

Come Holy Spirit, fill the hearts of your faithful and kindle in them the fire of your love.  Send forth your Spirit and they shall be created.  And you shall renew the face of the earth.  O God, who by the light of the Holy Spirit did instruct the hearts of the faithful, grant that by that same Holy Spirit we may be truly wise and ever enjoy your consolations.  Through Christ our Lord, Amen.
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ALD introducing the speaker:

1. Be sure banner has been changed and that correct banner is hung behind lectern.

2. Be sure speaker is standing by and ready to come in.  After the first talk, the music team will teach the Centering Song (the song before talks) to introduce the speaker; thereafter, it precedes lighting the candle.

3. Go up and light candle  (be sure matches are handy)  Then read, “We light this candle...”  It and Prayer to Holy Spirit should be taped to lectern.

4. Take your seat.  (During the team meetings, time the talks)

5. The speaker enters and goes to the lectern, invokes the Holy Spirit and gives the talk.  The speaker carries cross in and takes it when he/she leaves.  Exception :  The speaker does not take cross following Talk #6, Growth through Study.

6. When speaker leaves, go up to podium and announce there will be a moment of silent meditation  . . . when sufficient time has passed, say “AMEN”.

7. If a Meditation Song (song after talks) is used, stay there until it is sung.

8. Next announce, “ We will have 15 minutes for discussion”.

9.   Blow out candle and take your seat.

The same person may go up at the end of 15 minutes and announce 5 minutes for summary and then at appropriate time, 20 minutes for projects.
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PRAYER VIGIL

At this time the Prayer Vigil is being done by Board members,  please see the Board Roster on website for contact persons.  Lay Directors don’t need to do this.  Contact Prayer Vigil contact persons  if you have special communities you want on the Prayer Vigil. 

1. It is the responsibility of the Lay Director to assign portions of the Prayer Vigil for his/her Walk to the Communities within the Mission Presbytery region, though participants are not limited to Presbyterian Churches.  As many Communities as possible should be included.  While it is the Lay Director’s responsibility so see that the Prayer Vigils are sent out, it is suggested that this responsibility be delegated.  When doing this, be sure the person assigned is aware of the responsibility involved, including following up on any outstanding portions, sending copies of team and pilgrim roster to Communities and delivering the completed Prayer Vigil to the Walk site at the beginning of the Walk.

2. It is suggested that the Lay Director (or assistant) consider the size of the community when assigning time periods.  Moreover, continuous time slots from midnight to 5:30 a.m. should not be given to any one Community as it constitutes a hardship.  These slots are best limited to two (2) per Community and split equally among all Communities.   The extra work put into the Prayer Vigil at the beginning will pay off in more complete and timely responses later on.

3. When preparing the Prayer Vigil, consideration should be given to those Communities which are participating in different activities of the weekend so that their Prayer Vigil times do not interfere with their attendance or duties.  For example, it would not be wise to assign time slots on Saturday evening to the Community that has agreed to do the Agape Feast for your Walk.

4. It is strongly recommended that three copies of the Prayer Vigil form be made, sending two copies to each Community so that they can keep a copy for their records, and retaining the third copy for your records.  Additionally, since Diakonia Emmaus Community is not listed in the Southwest Texas Conference (Methodist) listings,  you might include a note stating that our Community will be happy to reciprocate in participating with their Prayer Vigils and send the name, address and phone number of the Diakonia Emmaus Community Prayer Vigil Chairman (see listing under Diakonia Board of Directors.)

5. Pilgrim and team lists should be prepared (even if incomplete) and sent to all Communities requested to pray.  These will serve not only as  aids to those praying, but as a reminder to those Communities which have not as yet returned their Prayer Vigils (it is a good idea to flag those outstanding with a red flag, and you might enclose your phone number so they can respond if necessary by phone, or it may be faxed).

6. As a final precaution, it is suggested that any time slots of the Prayer Vigil not filled at the time of the last Diakonia Gathering prior to the Walk be taken to the Diakonia Gathering for completion.  It is better to have a duplication than an incomplete portion.

7. Prayer Vigils need to be sent to the Communities 3-4 months prior to the Walk (or as soon as Walk date and site are selected) to allow the Communities sufficient time to complete them.  Failure to comply with this lead time line could result in Communities returning uncompleted Prayer Vigils, thus putting a hardship on the Lay Director’s local Community to complete them.

8. The Prayer Vigil Chairman of Diakonia Community may assist in filling Prayer Vigil time slots if assistance is requested by the Lay Director of a Walk; however, his/her main job is the receiving of the Prayer Vigils from other Communities, having them filled by our Community and returning them in a timely manner.
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SAMPLE LETTER FROM LAY DIRECTOR TO PILGRIM


Your address


Date

Dear__________:

We are very glad that you will be attending the Diakonia Walk to Emmaus Walk # _________, on (date of Walk).  Much prayer and planning has already been done by many people to prepare for your weekend.

Since it is important that you be there the entire weekend without interruption, please check your schedule to make sure that you will be available from 6 p.m. on Thursday, (date), until Sunday (date) at 6 p.m.  Your sponsor should make arrangements to pick you up on Thursday and bring you to the (site of Walk) between 6 and 6:45 p.m.   He/she should also take you home on Sunday.

Please bring comfortable clothes and shoes.  Most people will dress casually, jeans or shorts are fine.  Most of our time will be spent in an air-conditioned conference room.  However, an occasional walk outdoors may necessitate a sweater or umbrella.  (Describe here any bedding requirements needed for your site, such as sheets, blankets, towels, pillows, etc., give a brief description of the Walk site).  In case of emergency a message can be left for you at (telephone number of walk site) or your family can telephone your sponsor.

Should something change so that you will be unable to attend this Walk, please call me immediately at (your phone number).  We have people on the waiting list who may be able to take your place.  I am looking forward to getting to know you and having you join the Emmaus Community.  If you have any questions, please call me at the above number.

Sincerely,

(Your name)

Lay Director

Diakonia Walk to Emmaus #__.
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SAMPLE LETTER FROM LAY DIRECTOR TO TEAM MEMBER

(Send out about 10 days prior to Walk)

(Personal greeting and introduction)

Please arrive at Walk site by (time) on Thursday (date).  We will need everyone’s help to get set up.  With everyone pitching in, this won’t take long and we will have time to enjoy (the retreat site) before the pilgrims arrive.  As soon as our rooms are ready and we have the keys, you can unpack your things so your room will be ready for you to fall into bed Thursday night.

At (time) we will have a short team meeting and Communion service.  After that we can go to supper.  When you come back you can pick up your name tag.  Assistant Lay Directors need to be ready to greet pilgrims at 6:00 p.m. or a little before.  Some always arrive early.  Be sure to help them carry their luggage and find their rooms.  Table leaders and assistant table leaders will come in at staggered times just as the pilgrims do.  Pilgrims and team members should gather in the conference room.  Direct sponsors to the chapel (or other designated place) to pray with the crosses.  If you are sponsoring someone, you can do this earlier.

Please mingle with the pilgrims and get to know them.  Don’t get in groups with other team members.  Please set the example by responding promptly to the bell each time you hear it.

Please do not tell any pilgrim that (he/she) cannot do something, and if someone insists on knowing the time, quietly tell (him/her).  Use tact, diplomacy and a lot of love in all your dealings with the pilgrims.  Table Leaders and Assistant Table Leaders:   don’t lie if someone finds out that you are on the team.  Admit that you have been to another Walk and try to move the conversation to something else.  Remember, we are there to facilitate the weekend, not control it.  The surprises are not important; the work of the Holy Spirit is!  That’s why we are here, to be instruments of God’s grace.

(Perhaps the Lay Director and Spiritual Director can write a weekly devotional to be inserted here).  Take some time to rest, so that you won’t start the Walk already tired.

DE COLORES!
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PILGRIM PACKET CONTENTS

Packets are to be passed out to Pilgrims and Team members prior to Closing.  The Pilgrim Packet should contain only the items listed below.  Agape gifts, agape letters, advertisements and subscription forms of any kind are NOT to be included.

1. A pilgrim roster and a team roster** containing names, addresses, phone numbers,  email addresses, home churches and birth dates. (Suggest each roster be printed on different colored paper so they can be referred to easily when making corrections)

  2.  Photos, group and table.

  3.  Emmaus Brochure  (Diakonia trailer supplies).

  4.  History of Emmaus  (Directors’ Manual, pgs 7,8).

  5.  Current List of Diakonia Community Walks with Lay Directors' addresses  (Diakonia Registrar).

  6.  Blank Diakonia Community Registration Form  (Diakonia Registrar).

  7.  “Points to Remember” (Diakonia Procedures Manual – p. 39, put on colored paper).

  8.  “Serving on an Emmaus Team”  (Team Selection chairman)

  9.  Diakonia Team Service Form  (Team Selection chairman)

10.  Diakonia Emmaus Board of Directors and committee officers, with addresses, phone numbers, and e-mails  (Diakonia Community Secretary).

11.  Current list of Diakonia Community Reunion Groups  (current Diakonia Board of Directors, Chairperson for Reunion Groups, if available).

12.  The Upper Room Daily Devotional  (Diakonia trailer supplies, if available).

13.  Information of Chrysalis  (Diakonia trailer supplies, if available).

14.  Fourth Day Books  (Diakonia trailer supplies).

15.  Copy of latest Diakonia Newsletter or card indicating his/her name will be added to Newsletter mailing list  (Librarian).

16.  Alive Now  (optional, but recommended -- available through the Diakonia Community Resource Person).

TEAM PACKET CONTENTS

1. Pilgrim roster.

2. Team roster.

3. Photos group and team (optional).

** Board Rep will need three extra copies of final corrected Pilgrim and Team rosters as well as one extra photo of the entire group.
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POINTS TO REMEMBER!

1. Do not develop a “holier-than-thou” attitude.  The Walk to Emmaus is only ONE OF MANY instruments of holiness.

2. Do not bug people, especially clergy, to attend the Walk to Emmaus.  This often creates the impression that the Walk to Emmaus is absolutely necessary for salvation.  It is not.

3. Do not compare the Walk to Emmaus with a retreat.  They are TWO DIFFERENT instruments of renewal.  They complement each other, but the Walk to Emmaus is a 

      once-in-a-lifetime experience.                 

4. Do not form a clique or special society among yourselves.  This is not Christ-like and is repugnant to those who have not had the opportunity to attend the Walk to Emmaus or who are not interested.

5. Do not act as though the Emmaus community is a secret society.  When people ask, tell them what the Walk to Emmaus is and what it meant to you.

6. Offer your services, whatever they may be, to your pastor.  Together with him/her and other parishioners you are the church in your area.   You need the pastor and the pastor needs you to be involved in personal ministry.  Do not be negatively critical of your pastor’s plans and programs.  You may not have all the facts, and even if you do, you are not helping.

7. When you wish to seek spiritual counsel to talk over a matter with your pastor, be courteous and ask when it would be convenient for them to see you.  The pastor is your servant, yes, but the pastor also has many other persons to serve.  Do not think you are special because you have attended an Emmaus weekend.

8. Make your weekly Emmaus group meeting and Emmaus community gatherings.  Emmaus does not pretend to, nor is it able to give a complete Christian formation in three days.  If you think you have “arrived” after three days, you are wrong!  You have just begun anew.

9. The greatest testimony to the value of Emmaus is not your words, but your actions.  Upon returning, go to your pastor and ask how you can serve Christ’s church more fully. 
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AGAPE FEAST GUIDELINES

The Agape Feast is another expression of love from the Community.  It is held after the meditation time following Candlelight.  It is just for the pilgrims and the team.

There shall be no attempt to make it another special event other than loving Christian fellowship.  The hour is late and the day has been filled with emotional highs and lows.  This is a relaxing beautiful feast to close the day.

The feast can be done in many ways.  Table decorations can include candles and lanterns, large crepe paper flowers, baskets, tablecloths, etc.  The feast can be delegated to a Reunion Group, a church group or other group.  However, all arrangements should be approved by the Lay Director.

Suggested drinks to serve:
Sparkling grape juice


Sparkling apple cider


Fruit juice punch

Suggested food to serve:
Cheese


Crackers


Nuts


Homemade bread


Fresh Fruits


Popcorn

Usually sweets are left to closing reception.

Arrange tables to form a cross if possible.

REMEMBER:  It is important to set the mood for the Agape Feast.  Remember that the Pilgrims have just come from a very deeply spiritual moment.  The mood should be relaxed and easy without too much frivolous gaiety.
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BOOK TABLE GUIDELINES

The purpose of having a book table on a Walk to Emmaus is to introduce participants, particularly laity, to a variety of authors and titles, with an eye on the cost of the book and a view to the subject of the book as it relates to one or more of the fifteen talks.  The book list is not meant to be inclusive, but rather representative.  More than anything, it should be understood that they are not so much books people SHOULD read, but books that people MIGHT read (profitably).

To assist, the Conference Emmaus Board has established a book list. Books were picked that were representative of the following categories:  Christian Action, Spiritual Growth, Inspiration and Devotion, Family Life and Bible Study.

PROCEDURE:

1. Notify the bookstore you are using before the date of the Walk and make arrangements for either pick-up of the books or ordering additional books.  Be sure to inform the book store they are for a Diakonia Walk to Emmaus.  Prices will be marked on each book.

2.  Lay Directors may choose to place an additional special order for a few extra titles not 

on the book list.  Note:  In order to allow the book stores to complete special orders, they must be placed at least six (6) weeks prior to the date of the Walk.

3. The book stores are allowed to include additional new titles not on 

the book list which are appropriate to the weekend endeavor, and based on their 

experience, to determine the number of copies of each title.

4. After each Walk, the unsold books are to be taken back to the appropriate book store.  

It is important to take care when handling the books.  Diakonia Community is charged 

for damaged books.

5. All checks should be made payable to DIAKONIA EMMAUS COMMUNITY.  

At the end of the Walk all book money should be delivered to the Diakonia Emmaus Treasurer specifying the Walk number, the amount of money enclosed, and that it was money collected from book sales.  Do not send book money to the books stores.  The Diakonia Emmaus Treasurer will make the payment to the appropriate store.

6. The Book Table will be set up Friday night after pilgrims go to bed to be ready for the Saturday morning Talk “Growth Through Study”. It can be taken down sometime Sunday morning in order to finish the tally sheet before the rush of clean up happens. 
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GUIDELINES FOR CANDLELIGHT

1. The Spiritual Director and his or her assistants, the Assistant Lay Director, and the musicians should be ready to start pre-Candlelight activities when the community arrives at 8 p.m.  The Chapel Angels/Gophers should ensure microphones, a podium light if needed, the large cross with lanyards and crosses, a pilgrim roster, a list of motels/hotels/bed and breakfasts for community members wishing to spend night, song books, candles and holders, an agape letter box, Communion elements and offering plates are all in place.  Clergy will need to remember Bibles and purple worship books.

2. The Music Team will lead community in singing.

3. Announcements:  (made by the Head Angel/Gopher)

a. Status of the Walk in general (NOTHING OF PERSONAL NATURE CONCERNING PILGRIMS).

b. Call for pilgrim letters for Pilgrims with too few letters.  If no response for a name called, request the Community assist with letters.

c. Call on the Community Lay Director for greetings and any announcements.

d. Give directions for pilgrim procession.  Remember to ask Community not to reach out and touch or hug people as they pass.

e. Give directions for sponsors and Community to exit when time to leave.

f. Invite Sponsors to come up as their pilgrim’s name is read out loud prior to Communion Service and take their cross to pray over.  The crosses will be returned and placed on large cross as each name is read out during the  Communion Service.  (Be sure to ask angel/gofer to call out the name of any pilgrim whose sponsor is not there so that someone will pray over that cross).

g. Announce time and location of Closing.

4. The Sacrament of the Lord’s Supper should begin at 8:30 p.m.  Offering should be taken.  Explain that the offering is generally used as green agape for the babysitters and for general expenses for the Walk.

5. The pilgrims should arrive at 9:15 p.m.  The Lay Director should make sure the Communion Service is over before Pilgrims arrive.  Should Pilgrims arrive late, additional songs may be sung or quiet visiting may take place.

6. When Pilgrims are near, instruct Community to light candles and begin singing “Jesus, Jesus” during pilgrim procession.  NOTE:  Omega has a policy that no children under 12 years of age are allowed to have candles.

7. After the pilgrims have processed, the Spiritual Director addresses the Pilgrims and then leads them in singing "Jesus, Jesus" to the Community.

8. Sponsors and Community quietly and orderly file out in front of Pilgrims, extinguishing candles and returning them and song books to appropriate boxes as announced, and quietly go to vehicles.

9. Pilgrims remain in the Chapel or go to alternate Chapel.
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CHILDCARE POLICY DURING

CANDLELIGHT AND CLOSING

For safety reasons, the Diakonia Emmaus Community requests that children not attend Candlelight and Closing; therefore, Walks to Emmaus include provisions for child care for children up to 12 years of age during these services.  In an effort to provide a positive experience for both the parents who participate in weekend support and their children, the following guidelines have been developed.

1. Where facilities are available, the children should be divided based on their ages into two different groups in separate rooms:  0 – 6 years old, and 7 – 12 years old.

2. There should be a minimum of two childcare workers for each group.  The Lay Director is responsible for designating team members to assist with child care should an unexpectedly large number of children show up, and to set up directional signs indicating where the babysitting room is located.

3. In the sponsor letter, the Lay Director should advise sponsors that childcare is available and that they are expected to leave young children there.  Sponsors could also be asked to advise the Lay Director, or a designated team member, of the number of children to expect for Candlelight and Closing.

4. The Board Rep is responsible seeing that the childcare workers get paid.  The Diakonia Community babysitting fee is set at $10 per worker per hour.  Plan on 7:30 p.m. to10 p.m. for Candlelight and 3 p.m. to 6 p.m. for Closing.  It is essential that the Spiritual Director take an offering during the service of Holy Communion during Candlelight.  The Spiritual Director should remind the Community that childcare is not the only expense the offering will cover.  It also off-sets additional Walk expenses.  No offering is taken at Closing.

Lay Directors should contact the Diakonia Emmaus Board Chairperson in charge of child care for Walks prior to the Walk to verify sitters will be available, when rooms will be set up, and when heat or a/c will be turned on.  Items usually provided for each Walk include:

· Name tags and markers (label children and bags)

· A first-aid kit

· A few diapers (various sizes);  Baby wipes

· Kleenex and paper towels

· Apple juice or punch

· Crackers, popcorn or something similar

· VCR movies suitable for different ages

· Toys for pre-schoolers and for elementary age
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GUIDELINES FOR CLOSING

Prior to the start of the Closing Ceremony, the Music Team should be ready and the following supplies should be in place:  microphones if needed, Communion elements, song books.  Pews at the front should be marked off for Pilgrims with streamers.

The Lay Director and Spiritual Director should bring Walk cross(es) with them when processing to Closing.   Pilgrim and team rosters will also be needed.

The Spiritual Director and assistants will bring Bibles as needed.

The Community should arrive at 3:15 pm and the pilgrims at 3:30 pm

Prior to that time, the musicians may lead singing.

Closing Service:
1. Community sings “Amazing Grace” as procession arrives.

2. The Lay Director introduces the new members to the Emmaus Community.

3. The Lay Director introduces the Emmaus Community to new members. (Ask pilgrims to stand and face the community -- the Community stays seated).

4. The Lay Director thanks those who helped during the Walk.  Ask them to stand for recognition as follows:  HOLD APPLAUSE UNTIL FINISHED!!!!  (Ask them to stand until all are recognized).

· Sponsors

· Those who made agape

· Those who attended Candlelight

· Those who participated in the 72-hour Prayer Vigil

· Those who prepared the Agape Feast

· Those who prepared the Closing Feast

· Those who helped in any way

5. The Lay Director recognizes the team – team members' names may be read off the roster, and each should stand as his/her name is called.  Be sure to include all members, including Music Team and Board Rep.

6. The Lay Director introduces Spiritual Director.

7. Spiritual Director introduces all clergy team members (names may be read from roster).

8. The Spiritual Director explains to new members that all these people (the Community) have given to them and prayed for them, and this is their opportunity to respond by answering the two questions put to them earlier: “What has the Walk to Emmaus meant to you?” and “What do you intend to do about it?”

9. Witnessing of the new Emmaus Community members.

If a traveling microphone is available, pass it, along with the cross, to each pilgrim.  Tell the pilgrims that answering the questions is a voluntary thing and if they do not wish to answer, just answer “DeColores” and pass the mike and the cross to the next pilgrim.  If they wish to speak, they should turn around and face the community and give their name, the name of their table, their home town, and the name of their church.  Remind them that there will be plenty of time later to thank their sponsors and others, and that this is their opportunity to respond to the two questions.
If a traveling microphone is not available, ask the pilgrims to come, table by table, to the microphone at the front and line up with the table leader and the assistant at each end.  Repeat the same procedure as outlined above.  (In the interest of time, read out the order of the tables and ask the table leaders to have their table members in place and ready to follow each preceding table group as it leaves).

While you do not want to rush their witnessing, remind them that most will be witnessing and consider the time factor.

When the last person has witnessed, it is a good idea to pass the cross one last time in the event a pilgrim passed it by the first time and now wishes to speak.

10. The Spiritual Director introduces the Cluster Lay Director.

The Cluster Lay Director will make general comments to the community as a whole about the three days.  Then the CLD should cover these points:

· Announce Gatherings and follow-up meetings.

· Announce future Walks to Emmaus, including dates, place, Lay Directors.

11. Traditionally, the Spiritual Director presents the cross to the Lay Director as a symbol of his/her leadership during the weekend.  (It is recommended this be done, however, at cross ceremony in conference room after Pilgrims receive cross).
12. Worship service (Communion).  Keep in mind the length of the service and the fatigue of the participants.  The Spiritual Director should keep his/her meditation brief.

13. Following the worship service announce the Closing Feast and where it will be held.
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DIAKONIA EMMAUS COMMUNITY TRAILER

Trailer responsibility:  Current Diakonia Community Custodian

The trailer will be delivered to the Walk site on Thursday of the Walk weekend, before 1 p.m., by the Trailer Custodian.  If the Trailer Custodian is not available, the Lay Director must make other arrangements for delivery of the trailer and its return after Closing.

Lay Directors should designate one team member (usually the head angel/gofer) to be responsible for the trailer, personally supervising unloading the trailer and reloading the materials in their proper place after Closing.  The trailer should remain locked throughout the weekend, with the key remaining with the responsible team member.  Regardless of the good intentions of the Emmaus team, please do not add anything that is not on the inventory.  This includes used posters, left-over agape, magazines, food, etc.

It will be the responsibility of the Trailer Custodian to re-inventory and restock the trailer following each Walk.  Itemized expenditures should be submitted for reimbursement.

Unless other arrangements are made, the Diakonia Emmaus Community banners travel with the trailer.

Do not place the video “In Remembrance” or the song books in the trailer.  Return them to the Librarian.

The Trailer Custodian will deliver Communion elements to Diakonia Gatherings if needed.

The Librarian will deliver song books to Diakonia Gatherings.

For team meetings, each Lay Director should make arrangements with the Librarian to get song books and with the Trailer Custodian for Communion elements.
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EMMAUS TRAILER INVENTORY

LARGE CROSS (Chapel)                  1                   
   COOLERS (Kitchen)          3

FIRST AID KIT (Conference Room) 1                            LUMINARIAS (Chapel)    1

3 – LEGGED STOOL

  1            
   SPEAKER SIGNS (15)
 1 bin


 (Agape Room)                                                                   (Agape Room)

FOOT TUB (Chapel)                       6                             TOWELS (Chapel)             4

POSTERBOARD (50 sheets)
1 carton                   BANNERS (15)
3 tubes (5 per tube)  

 (Conference Room)



     (Agape Room)

EASELS (2)




   UMBRELLAS (11)
1 carton


   (Conference Room)   

1 carton

   (Agape Room)

COMMUNION WARE (2 chalices, 2 patens, 2 white linen napkins)

   (Chapel)

 BIN A – RESUPPLY

(Conference Room) extra table supplies

BIN B – PERSONAL HYGIENE- (Agape Room)                        
Soap                                         Feminine Items

Toothpaste/Toothbrushes        Lotion

Razors                                      Shampoo/Conditioner

Combs                                     Cotton Balls

BIN C – (Agape Room)

2 Prayer Vigil Banners            Brown Lunch Bags

Brown HEB Bags                    Plastic Trash Bags

Manilla Envelopes                  Agape Sorting Bags – 1 set

BIN D – KITCHEN SUPPLIES

Tea Bags                                 Sweet N Low

Salt                                         Ziplock Bags

3 Sharp Knives 

    Toothpicks

Plastic Forks & Spoons         Napkins

2 Sponges                              Saran Wrap

BIN E – KITCHEN SUPPLIES

4 Paper Towels                      Small 3-4 ounce Paper Cups  

9 inch Paper Plates 

BIN F – KLEENEX- (Conference Room)
15 Boutique Kleenex

BIN G –TABLECLOTHES- (Conference Room)

9 Polka Dot/Striped Tablecloths                     1 White Round Speaker Tablecloth

2 Canvas Striped Tablecloths                         2 Rainbow Flags

BIN H – CRAFT SUPPLY- (Conference Room)

Construction Paper 

BIN I - (Conference Room)

1 Ceramic Rooster for Food Table

TRAILER INVENTORY (con’td)

BIN J - (Conference Room)

Baskets

BIN K – CRAFT SUPPLIES - (Conference Room)

1 Bin of Ribbon

1 Bin of Feathers & Misc.

BIN L – CRAFT SUPPLIES - (Conference Room)

Yarn and Misc.

BIN M - CANDLELIGHT - (Chapel)
Candle Holders                     50 Pocket Sized Kleenex

1 Night Light                        2 Small Baskets for Offering

6 Candle lighters                  2 Baskets for Dying Moment

BIN N - (Agape Room)

14 Gofer Aprons                  1 Clip-On Light

2 Melodious Bells
  2 Light Bulbs

1 Roll Duct Tape

  10 Wrist Bands

1 Paper Cutter                      2 Hole Punches (3 ring)

11 Flashlights                      2 Electric Pencil Sharpeners

1 TV/Cable and Splitter       1 Trash Bag

1 Candle Lighter                  5 AA Batteries

4 Hot Glue Guns                  Hot Glue, large and small size

3 cans Off Bug Repellent     2 cans Air Freshener

1 AGAPE LETTER BIN - (Chapel)

BIN O- (Conference Room)
1 Small white lid bin with extra        Table Names, men and women

            markers and pens

8 Table Name Holders                      8 Wooded Table Crosses

1 Power Strip                                    1 Candle Lighter

1 Red Extension Cord                      1 Orange Heavy Duty Extension Cord

BIN P - (Conference Room)

6 Table Boxes                        2 White Lid Extra Table Supply Boxes

1 St. Elsewhere Table Box     1 Needs List Board with Erasable Marker

BIN Q – COSTUMES - (Conference Room)

BIN R – PILGRIM PACKETS - (Chapel)

36 Fourth Day Books            Name Tags for Lanyards

36 Lanyards

   36 Crosses for Lanyards

72 Purple Books                   36 Service Sheet Envelopes

36 Service Sheets                 36 Emmaus Pamphlets _\

1 Box Pens                           36 Chrysalis Pamphlets_/ to Agape Room

BIN S – KITCHEN SUPPLIES                         2 BASKETS HATS AND WIGS - (Conference Room)                                                                                    

Cold Drink Cups

Styrofoam Cups

Small Paper Plates
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SET UP:

The Head Gofer/Angel needs to assign someone to attach the printed names of the 15 speakers to the cardboard backs (they will be found in a cardboard box that also contains a can of spray adhesive.).  The Lay Director needs to have speaker names printed ahead of time.  If there are questions about this, the Lay Director should ask the Board Rep.

The big wooden cross needs to go into the Agape Room so the lanyards and small crosses can be placed on it.

The kneeling benches should be placed in the Chapel if they are used.

The “Servants sign” can be placed outside the Agape Room and the “Walk to Emmaus” sign can be taken to the Agape Room and used to direct parking, etc.

The Communion Sets should be taken to the Chapel.

Additionally, during the Thursday set up, it would be helpful if each Table Leader and Asst. Table Leader set up (and at the end of the Walk take down) their assigned table.  Items needed on each table include:  a striped tablecloth; a table name holder and table name; a table cross; one small plastic box containing pens, pencils, etc.; and two boxes of Kleenex.  Be aware of which plastic storage box these items came from (each large box and its contents are marked on top) and then place the items back where they came from at the end of the Walk.

BE SURE TABLES AND CHAIRS USED DURING THE THURSDAY NIGHT PILGRIM REGISTRATION ARE TAKEN INSIDE THAT NIGHT.

ADDITIONALLY (FOR SECURITY REASONS) IT IS STRONGLY SUGGESTED THAT ON SATURDAY NIGHT FOLLOWING THE TEAM MEETING, TWO PEOPLE ARE ASSIGNED TO SEARCH THE ENTIRE GROUNDS TO ENSURE NO PILGRIM OR TEAM MEMBER HAS NOT RETIRED TO HIS OR HER ROOM.

BREAKDOWN:

The Head Gofer should be present to direct Gofers/Angels in reloading the trailer.

If the Table Leaders and Asst. Table Leaders would take care of cleaning and replacing table items in marked boxes it would be helpful.

Food Gofers/Angels need to repack the food servicing pieces and unopened food items such as coffee, etc.

In addition to gofers/angels cleaning up Agape Room area, they also need to be sure to replace in trailer such items as the large cross, candleholders and candles, Communion sets, banners (rolled in three rolls and in correct order), stick for hanging banners, kneeling benches, Emmaus signs, Conference Room items.  They should also check all rooms for articles left behind.  Song books and the “In Remembrance” video do not go into the trailer.  The Librarian will take them.  The song books are used at other functions, and the tape maybe damaged by heat.

Books from book table need to be repacked by person responsible for the job and returned to book store, and money and records turned over to Diakonia Treasurer in a separate envelope.  Be sure all checks are made payable to Diakonia Emmaus Community.

Please be sure candleholders are left clean for next Walk.

PLEASE:

DO NOT PUT ANY LEFOVER FOOD OR DRINKS OR OPENED CANS BACK INTO THE TRAILER.  (pass them along to next Lay Director, give them away, or put them in the dumpster).

DO NOT PUT ANY LEFTOVER AGAPE BACK IN TRAILER.  (pass it along to the next Lay Director, give it away, or put into dumpster).  If soda bottle shakers are used in the Conference Room, return any left behind to the Music Team. 

DO NOT PUT ANY LEFTOVER (used or unused) MAGAZINES or USED POSTERS BACK IN TRAILER (pass along to next Lay Director, give them away, or put them into dumpster).

DO NOT PUT WET TABLECLOTHS OR USED COMMUNION NAPKINS BACK IN TRAILER TO MILDEW. Give them to someone who will be responsible for seeing they are properly cared for and returned to the trailer.

Diakonia Emmaus Community (1/04)

REPORT FORM FOR CELEBRATIONS OF THE LORD’S SUPPER

Mission Presbytery, The Presbyterian Church (U.S.A.)

WALK TO EMMAUS

(Check:) __Walk #____; __Team Meeting of Walk #____; __Community Gathering;

   __Leadership Training;__Methodist-sponsored Walk (check above, as applicable)

Date of Celebration: ___________________________

Place of Celebration:_____________________________

Liturgist:_______________________________________

Preacher of the Word:____________________________

Celebrant(s): ____________________________________________________________

[If not a Presbyterian, include denomination; common abbreviations accepted.]
Person(s) assisting Celebrant: _______________________________________________

[Put: “(e),”after the name, if and Elder; “(d),” if a Deacon; or “(a).” if an authorized church member.]

Number of persons present: ___________

(Signature, of appointed member of Presbytery)
Please send this Report to:
General Council of Mission Presbytery





7201 Broadway, Suite 303





San Antonio, TX 78209-3774
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Commissioning Service for Teams of Walks

Presentation
    The team or teams are assembled before the congregation.  After the 
sermon, as part of the Prayers of the people, the teams are assembled 
and the Spiritual Director leads the commissioning.

[to community]  The Diakonia Emmaus Board presents these our brothers 
and sisters in Christ to serve as the teams for Walks ___ & _____.

[to the teams]
We rejoice that you now desire to declare your faith
And willingness to serve in our common ministry by being the team for 
these walks.

Listen to these words of Scripture from 1Peter 2:9
You are a chosen race, a royal priesthood,
A holy nation, God’s own people,
In order that you may proclaim the mighty acts of the One who called 
you out of darkness
into God’s marvelous light.

Will you be a faithful team member,
Share in its worship and ministry
Through your prayers and gifts, your study and service,
And so fulfill your calling to be a disciple of Jesus Christ?
If so, answer:  I will.

Community, will you support these teams with acts of service, agape, 
and with prayer and words of encouragement as they serve to bring the 
love of God through these Walks to new pilgrims, and so fulfill your 
calling to be a disciple of Jesus Christ?
If so, answer, I will

Let us pray.

Ever-living God,
Guard these your servants with your protecting hand,
And let your Holy Spirit be with them forever.
Bless them, and pour upon them the gifts they need to be able to serve 
you with joy and bring your Word and love to the pilgrims they 
shepherd.
May they be a blessing to the pilgrims they meet on the Road to Emmaus,
through Jesus Christ our Lord.
Amen.
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