
Setting up the weekly session: 

As with much of what is provided on the web-site, there won’t be one right way of organising your group - & 

indeed, we have evolved our processes over the years & I’m sure will continue to make changes - but we hope 

that by summarising the way that we organise the ministry on a week by week basis now, this might give you 

ideas on processes you might employ/how you might organise what you do. It would be great to feedback 

different ideas & hope that you will post comments if you have better suggestions/ideas yourselves…   

Admin for organising groups on weekly basis for 3 groups: Trekkers/Hikers/Trailblazers: 

At the current time, we tend to decide the programme on a term by term basis, but are working on a longer 

term programme which will be loaded onto the web-site when it is available.  You can find details of the last 2 

year’s programme under the ‘plans’ section of the web-site. 

Basic admin that needs to be in place at the start of term: 

 Spreadsheet register of children with parents contact details (mobile phone) 

 Spreadsheet with helpers contact details (mobile) 

 Risk assessments  

 Child registration forms and child profiles (if possible)  

 Disclosure & Barring Service (DBS) certificates for all helpers 

 Medical care plans (if relevant) 

You can find more information out about risk assessments, child registration forms, child profiles, medical care 

plans & DBS certificates in the basic supporting information section of web-site 

Communication with helpers and parents: 

We have tried a number of methods of communication, but have found that a dedicated mobile phone has 

proved to be the most helpful and universally accepted method of communication on a week-by-week basis. We 

also have a dedicated email address that can be used when we need to share more extensive information, but 

tend to highlight emails with a text message. We have set up groups for sending messages. This means that the 

job of organising the sessions on a weekly basis can be shared (by a limited group of people) 

Its worthwhile saying that the phone enables us to keep in touch in a more personal and direct way - which we 

think is important with this ministry, when many of our parents face daily challenges in their lives. Furthermore, 

since the majority of our children need one to one care, we need to ensure that we know which children are 

coming each week so that we have the right number of helpers. The majority of our helpers are committed to 

helping each week, but they have busy lives and other draws on their time, so its helpful to check their 

availability too. It also allows parents & helpers to contact us on a Sunday morning if they can’t make it for any 

reason last minute - which inevitably happens each week.   

Weekly organisation of helpers: 

A group text message is sent to all helpers to check whether are able to help the following Sunday, with a 

deadline for responding (we have set this for Friday midday). As responses are received, they are acknowledged 

and noted on the helper spreadsheet. A reminder then goes out to those who haven’t responded by Friday 

afternoon.  

Weekly organisation of groups:  

We send a group text out to parents mid-week to remind them to let us know by Friday midday whether their 

child will be coming to the groups on Sunday. As texts come through, they are also acknowledged & noted on 

the children spreadsheets. On Friday afternoon, we send a reminder text to those who have not responded.  



Pairings: 

Prior to the Sunday sessions, children/helper pairings need to be drafted, so that we are sure that there is 

enough help - including leaders who have been specifically trained to care for children with particular special 

needs. This is an essential part of the necessary preparation. Because our groups have been running for some 

time, we know our existing helpers and children well, and we can match children to helpers fairly readily. Its 

important to pair new children to experienced helpers who can help them to settle in. Once a child has settled, 

we tend to pair them with a few different helpers so that they don’t become reliant on a particular helper being 

there each week. Pairings do need to be sensitively done & on-going feedback from parents and helpers can be 

helpful in ensuring children are settled and happy.   

The pairings sheets are printed off and used as registration sheet each week & up-dated by hand to reflect any 

last minute changes (inevitably with 35 plus children coming each week, we find that there will always be some 

adjustments on the morning of the sessions)   

Visual timetables: 

Many children with additional needs benefit from having a visual timetable, so these are prepared using a 

symwriter and can be adjusted to reflect the activities in a particular session or made generic. For more details, 

see ‘visual timetables’ link 

Assembling props: 

Sensory stories will need different props each week, which need to be assembled in a box for easy access 

Craft: 

You can find ideas for crafts linked to the Bible story on the resources section of the web-site 

   

After the sessions on Sunday, the registers need to be up-dated electronically to note who came & who was 

paired with whom, so that a proper record is kept. Medical care plans need to be up-dated with notes (the 

helper who has looked after a child with a medical care plan should be responsible for this). 

 

 


