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Facilitator Guide Getting Started

Getting Started

About This Guide

What 6s the purpose of this guic

This leader guide provides a master reference document to help
you prepare for and deliver the Discover Your SHAPE program.

What will I find in the guide?

This leader guide is a comprehensive package that contains

>

the workshop delivery sequence

>

checklists of necessary materials and equipment

p>

presentation scripts and key points to cover, and

p>3

instructions for managing exercises, case studies, and other
instructional activities.

How is this guide organized?

This section, 0Getting Started,
information for the Discover Your SHAPE program, such as
learning objectives, pre-work, required materials, and room set -up.

Foll owing this section is the ¢
table can serve as your overview reference, showing the nodule
names, timings, and process descriptions for the entire program.

Finally, the program itself is divided into moduleseach of which is
comprised of one or more lessons A module is a self-contained
portion of the program, usually lasting anywhere fr om 20 to 90
minutes, while a lesson is a shorter (typically 5-20 minute) topic
area. Each module begins with a onepage summary showing the
Purpose, Time, Process, and Materials for the module. Use these
summary pages to get an overview of the module that follows.
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Facilitator Guide

Getting Started

About This Guide, continued

e
*

Page iv

How is the text laid out in this guide?

Every action in the program is described in this guide by a text

block like this one, with a margin icon, a title line, and the actual

text. The icons are designed to help catch your eye and draw quick
attention to owhat to do and hc
to the left indicates that you, the instructor, say something next.

The title line gives a brief description of what to do, and is

followed by the actual script, instruction set, key points, etc. that

are needed to complete the action.

A complete list of the margin icons used in this guide is provided
on the following page.

TRAINER NOTE

You may also occasionally find trainer notes such as this one in the
text of this guide. These shaded boxes provide particularly
important information in an attention -getting format.
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Facilitator Guide

About This Guide, continued

Getting Started

Graphic Cues
Module Overhead |Participant |Lab
Purpose Workbook | Exercise
Time Transition Flipchart Handouts
s S & » YA
Fl Gl
Module Break / Group Role Play
Process Lunch Activity
Materials Audio Tape |CaseStudy |Instructional
Required Game
=9 & D S
9 i
To say Video Tape |Assessment | Question &
/ Quiz/Test | Answer
L
Key points | Computer/ |Tool Welcome
CDROM
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The Program In Perspective

Why a Discover Your SHAPE program?

It was he who gave some to be apostles, some to be prophets, some
to be evangelists, and some to be pastors and teachergp prepare
God's people for works of service , so that the body of Christ may
be built up until we all rea ch unity in the faith and in the

knowledge of the Son of God and become mature, attaining to the
whole measure of the fullness of Christ. (EPH 4:11-13)

Learning Objectives
After completing this program, participants will be able to:

Discover their unique design (SHAPE) for ministry and commit to
develop and use their God-given gifts and abilities in serving God
and others through our Church Family

Program Timing
Approximately 6 hours in one of the following formats

A one per Sunday
A half day Saturday
A two evenings

There is homework between sessions, or to be completed after a
half-day session.

Number of Participants
Ideally, this workshop will have

A atleast 10

A no more than 20
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Facilitator Guide Getting Started

Program Preparation

Pre-Work

There is no participant pre-work for this workshop

Required Materials

Facilitator Guide o one each facilitator

b3

>

Participant Guide & one each participant

>

Personal Profile d one each participant
Card stock for name tents

Flip Chart/ White board markers
Sticky Note Pads

Snacks or treats

Extra Bibles

> >» >» I>» >

>

Extra Paper/Writing instruments for participants

Room Set-Up

The room should be set in round tables with approximately 5
people per table.
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Program Preparation

Instructor Preparation

A Facilitators should be certified through the Train -the-Trainer
program for facilitation skills and workshop content.

b3

For each workshop,
T Schedule room (review church calendar for conflicts)

i Invite Kickoff Speakers (Church Leader to welcome
participants first thing, first session)

i Promote program 85 weeks in advance

T Register participants d 1-4 weeks in advance
T Remind participants d 1 week in advance

T Prepare/print materials as noted above

i Review the Agenda and make sure it reflects the specific
workshop schedule being offered.

i Prepare pre-written flip charts
T Create and print any additional handouts as required.

T Invite Guest Speakers for the Experiences session.
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Facilitator Guide Getting Started

Facilitator Tips

ASK Questions! Involve Participants! Dondét T

Manage the Materials

There are a lot of materials in this workshop. Be sure to refer to the
appropriate book, and page number!

Use sticky notes to keep track of your own place in the various
materials.

Manage the Stage
When co-facilitating, never leave the stage empty. Thus,
Aif youbre next up, be there

Aifyoudre |l eaving, wait till t
clean up behind yourself.

What Questions do you have?

Thené WATCH to see what questic

Remember how Adults Learn

Read/Write Watch others
Talk/Discuss Review/Finals
Try/Practice Discovery
Research/Study Games
Teach Others Stories
Connections Ministry / Sheboygan Evangelical Free Church Page ix
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Facilitator Tips

Using Questions
A Open/Closed Ended
T Warming up, generate participation .

I When you dondt want. a LOT of

A Rhetorical
i Rhetorical questions have obvious answers but still engage
their brains!
A Challenge
T Challenge questions are designed to be DIFFICULT to
answer, but force people to stretch their thinking . Use these
to create a oOoWhy should | cz¢
are eager to hear what you have to say.
A Review

T Review questions gauge whether the participants have
grasped the necessary points before moving on.

Using Participants

i Call on people by name whenever possible.

i Call on people for their experiences or examples to add to
the workshop content.

Using Activities

A Introduc e the Activity 0 tell participants why you are taking
their time for this activity.

Run the Activity o

>

I Give CLEAR instructions (written and verbal) .

i Monitor individuals/teams for confusion

T Manage time (give 5 minute, 1 minute warnings) .
Debrief the Activity

>

i Draw answers from people/teams d giving all a chance to
participate (or provide answers where applicable) .

i Discuss learning points 0 what was learned, how will it be
applied, etc.
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Facilitator Guide Training At A Glance

Training At A Glance

Time Module Description

30 minutes 1-Introduction Introduce People (20)
Introduce Workshop & Materials (10)

50 minutes 2-What doesthe || sndét ministry the res
Bible say? (25)

How important is ministry? (20)

Do you really need me, specifically? (5)

15 minutes Session/Break If new session: Prayer & Ice Breaker

45 minutes 3-How can | find | What does my ministry look like? (15)
my ministry? How does knowing my SHAPE help? (25)
What steps can | take to find my ministry ? (5)

10 minutes Session/Break If new session: Prayer & Ice Breaker

55 minutes 4-What are my What do we know about spiritual gifts? (10)
Spiritual Gifts? | Are there any concerns?(10)
What about Spiritual Gifts at SEFC? (15)

How can | discover my spiritual gift s?
(Homework/Profile) (20)

10 minutes Session/Break If new session: Prayer & Ice Breaker

45 minutes 5-What inspires | Why is the heart important? (10)

my Heart? What motivates my heart ? (Homework/Profile)
(39
15 minutes 6-What am | Able | What are abilities? (10)
to do? What are my abilities ? (Homework/Profile) (5)
10 min Session/Break If new session: Prayer & Ice Breaker
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Training At A Glance

Facilitator Guide

20 minutes 7-What about my | Why does my personality matter? (5)
Personality? What is my personality ? (Homework/Profile)
(15)
40 minutes 8-What How do experiences contribute? (35)
Experiences What are my Experiences? (Homework/Profile)
factor in? (5)
10 minutes Session/Break If new session: Prayer & Ice Breaker
35 minutes 9-What are my What have | learned? (15)
Next Steps? Where do | go from here?(10)
Feedback (10)

Page xii
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Facilitator Guide 1-Introduction

1-Introduction

Purpose

Participants will know what to expect in this workshop and know
their fellow participants.

Time

30 minutes

Process

Introduce People (20)

Introduce Workshop & Materials (10)

/ Materials Needed

Card Stock for Name/Table Tents
White Board/Flip Chart
Bibles

p>3

> >

>

Participant Guide / Personal Profile
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1-Introduction Facilitator Guide

Introduce People

20 minutes

; Introductions
A Name

Select one from of the following

b3

i How long have you been attending SEFC?
T What other classes have you takenhere?

i Name any ministries you are currently in, or have served in.

>

What is one expectation you have for this workshop?

What is something fun you did this past week (or expect to do
this coming week)?

/ Open in Prayer

(Kickoff Guest) Welcome to the Discover Your SHAPE
Workshop!

A Wedre glad youdve committed t

p>3

A This is important to our church because

Alf you have any questions, pl

(9 Letds I ntroduce OURSELVES
b Use the Flip Chart/ White boar

the more detailed questions about their experience in the
church/ministry

>

A Use some fun toy to set the order. For example, toss a Koosh
ball, toss candy, etc.
; Optional i Expectations
Captureeach parti ci p asothey can ke brpught duta t

at the end of the workshop.
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Facilitator Guide 1-Introduction

Introduce People

‘ € Wor k s&hMaterials
Now that we know the people, |e€
workshop.
Connections Ministry / Sheboygan Evangelical Free Church Page 3
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1-Introduction Facilitator Guide

Introduce Workshop & Materials (Why & How)

10 minutes

Workshop GOAL

That | will discover my unique design (S.H.A.P.E.) for ministry and
commit to develop and use my God -given gifts and abilities in
serving God and others through my Church Family.

breaks.

Agenda i

; Parking Lot
Create a reusable Parking Lot and post near the door used for

Createandpostan Agenda with Modul esé

1. Introduction

What does the Bible say?
How can | find my ministry?
What are my Spiritual Gifts?
What inspires my Heart?
What am | Able to do?
What about my Personality?

What Experiences factor in?

© © N o 00 bk~ W0 D

What are my Next Steps?
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Introduce Workshop & Materials (Why & How)

; SHAPE
Create and post a sheetthat defines the acronym o available for
reference only.

>

S8 Spiritual Gifts
H 0 Heart
A 0 Abilities

> >

b3

P o Personality

p>3

E - Experiences

[@ Distribute the following handout(s):
A Participant Guide

A Personal Profile

(9 Introduce the Parking Lot (flip chart paper on wall near door) i
b A This is the place to note questions or issues that are beyond the
scope of the workshop.

A Participants are welcome to add their own questions as they
come and go from the session (use sticky notes), or you may
refer items to the Parking Lot during the course of the
workshop.

(<9 Introduce the Personal Profile i
b This will be used for you personally. Please bring this to every
session.

A The first few pages are the SUMMARY of your profile, the rest
of the documentisyour wor ki ng areaé whe
most of your homework.

A We will only look at your summary unless you invite us to look
beyond.

(9 Introduce the Participant Guide i
» This is the Guide wedl|l use thr
to every session.
Connections Ministry / Sheboygan Evangelical Free Church Page 5
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1-Introduction Facilitator Guide

Introduce Workshop & Materials (Why & How)

(3 Review the Workshop Goal 1
b Open the Guide and have 2-3 participants read the goal, one at a
time.
(<9 Review the Workshop Agenda i
b I n the Guide, have t he paratsanote

the Agenda on the wall.

The materials are broken into 9 modules

b3

p>

Our workshop is broken into 6 sessions (or whatever applies)

>

There will be homework so you have quiet, independent time
to reflect on how this applies to you personally.

>

The first session begins with this introduction and then a brief
look at what t he Bible says about serving;

A In the last session we look at what to do next

In between we will Discover Our SHAPE!

(<9 State the Purpose of the Agenda
b We have a LOTto cover; we want to stay ontaskdl et 6 s al
stayontrackbuse the parking | ot, sta

Review for Understanding: Mod 171 Introduction

What questions do you have about the facilitators, the workshop,
the agenda???

Transition to 2-What does the Bible say?

0 |

Before we jump into the actual
some time to reflect on what ¢ttt
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2-What does the Bible say?

Purpose

Participants will understand the Biblical basis andwant to
discover their SHAPE for the purpose of serving in our Church.

Time

50 minutes

Process

l sndt ministry the re@onsibild]i

How important is ministry? (20)

Do you really need me, specifically? (5)

/ Materials Needed
A White Board/Flip Chart
Bibles

Participant Guide/Personal Profile

p>3

>
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2-What does the Bible say? Facilitator Guide

| sndot ministry the resp
pastors?

Activity Timing Overview
A 25 minutes total
T 2dintroduction
i 50dfor team/individual research

T 100 for sharing answers (depends on the number of
people/teams responding)

i 50dfor discussion questions

Activity Overview: Role of the Pastors
A Purpose:

i Participants will clarify the role of the Pastor compared to
their role as Ministers in the church.

>

Participants :

T Individuals or teams of 2 or 3

A Materials/Handouts :

T Participant Guide

i Bibles

T Optional Handout: Print a copy of current roles for pastors &
See web site

Page 8

Activity Instructions

p>3

Teams of 2 or 3

5 minutes

>

>

Goal: shareLIST of Do / D o fordhe Pastors.

>

Steps:
T Read your assigned scripture(s)

I Record any Dods or Donodot s

T Prepare to Share

Discover Your SHAPE



Facilitator Guide 2-What does the Bible say?

| sndt ministry the resp
pastors?

(9 Introduce the Activity

b We want to validate Biblical concepts that remove pastors from the
odoingd ministries.

PG: Module 2 - Activity: Role of the Pastors

(3 Run the Activity

” A Divide the verses between the teams/individuals

A Assign teams/verses
T EPHA4: 413
T 1Tl 3:1-13
T 1T15:1720
T ACT 6:2-4

A Read through the written instructions

What questions do you have?

Connections Ministry / Sheboygan Evangelical Free Church Page 9
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2-What does the Bible say? Facilitator Guide

| snot
pastors?

ministry the resp

e
*

Debrief Activity / Answer Guide

Have each person/team BRIEFLY share what they found. Be sure
to go 0pbpbund so all teanasswgseopl

Pastors are theAdministrators

>

>

Members of the Church Family are the Ministers

b3

1Tl 3 & 5 d many character traits/requirements of Pastors
(Overseers). Those related to their role in the church:

p>3

Overseer Requirements: Able to teach

Overseer Duties:

p>3

T Teach & preach

i Direct the affairs of the church

i Shepherd (pastor) the flock of God
T Guard the church from error

T Keep unity of the spirit

Review for Understanding: Activity

A What did you learn?

p>3

Optional: How does this compare withour (SEFQ or ol e
pastors? (use optional Hand

>

So, if the Pastors have their assignments, who does the ministry
in the church?

>

Does this change your ideas about your role in the Church
Family?

Make the following key points:
A EPH 44-13- Pastors EQUIP the rest of us to do ministry

>

The Pastors lead and guide the Church Family d they are the
0 mi n i sdthese who are responsible for doing ministry in
the church

Who are the ministers in our church?

>

Page 10
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Facilitator Guide 2-What does the Bible say?

| sndt ministry the resp
pastors?

‘ € How important is ministry?
Nowthatwe under st and t hat we are tt

how important ministry really is, according to the Bible!

Connections Ministry / Sheboygan Evangelical Free Church Page 11
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2-What does the Bible say? Facilitator Guide

How important is ministry?

20 minutes

; How Important is Ministry? (do not list the answers!!)

b3

1. I've beencreated for ministry !

A 2. I've beensaved for ministry!
A 3. I've beencalled into ministry!
A 4 | Ogifted fdo raimistry!
A 5. | Gautleorizedefer ministry!
A 6 comimanded to ministry!
A7 | Gequipped forbménistry !
A 8. The body of Christ needs my ministry!
A 9. I amaccountable for my ministry!
A 10.1will be rewarded for my ministry!
(3 Introduce AHow | mportant is Min
b The Church and the Connections Team feel ministry is a definite
priority.

More important though is what the Bible says. L et 6 s ¢ éue c
instruction manual to find out what God says about the gifts he has
given you and why this should be a priority for you too.

PG: Module 27 How Important is Ministry?
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How important is ministry?

“ Review the List...

b A Ask a participant to read the scripture for the first statement.

T Ask the participant what words might complete the blank in
the statement based on the scripture. Capture responses on
the flip chart .

T Ask others to help. Capture responses on the flip chart.

i When there is a lull, select
class to read the full statement al together, out loud.

A Continue to the scriptures for the second statement.

T Ask a different participant what words might complete the
blank in the statement based on the scripture. Capture
responses on the flip chart

T Ask others to help. Capture responses on the flip chart.

i When there is a lull, é&elect

Ask the class to re-read the first, then the second statement all
together, out loud.

A Continue through all the statements.

TRAINER NOTE

NOTE : As a timesaver, stop after 5, and then give the rest of the
answers and read them out loud all together.

? Review Activity for Understanding
: A What NEW things did you learn about ministry?
Alf we 0dod6 ministry (serve 1in
A Remember, when we started this we saw that here on earth we
have many identities. The next time someone asks you the
guestion: owho are youod6 or ow
pleaseansver0 1l 6 m a minister of Jest
Connections Ministry / Sheboygan Evangelical Free Church Page 13
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2-What does the Bible say? Facilitator Guide

How important is ministry?

T Make the following key points:

A There are at least 1Biblical reasons why we should serve in
ministry in Godoés kingdom and

‘ € Do you really need me, specifically?
So now we know we are all ministers, is eachone of us really

necessary? Is it just a certain number of people we really need?

Page 14 Discover Your SHAPE



Do you really need me, specifically?

5 minutes
(3 Do you know how or why the various ministries in our church
o0 exist?
T Make the following key points:
A God brought people who have specific needs d Hard of
Hearing, Hispanic Communityeée

>

God brought people with gifts to meet those needs & People
who love children, people who care about getting others
connected, etc.

We do NOT create a list of ministries we want t o have and the
force-fit people to serve and be served through these ministries.

p>3

p>3

Ministries in our church exist because God has brought specific
people to our Church Family. If God needs a ministry in our
church, He brings people that have that SHAPE so their
passion, skills, etc. can get it off the ground and running

effectively.
f? Review for Understanding: Mod 21 What does the Bible say?
: Do you know why God has brought you to this church at this

time?

A We believe God has sent youto this church, at this time, for a
reasoné for a specific minist
and we need you to serve in it.

What questions do you have about why we serve in the
church?

Do you agree with our understar
ministers in the church?

Are you committed to move forward to Discover your SHAPE?

‘ Transition to Session/Break

Connections Ministry / Sheboygan Evangelical Free Church Page 15
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2-What does the Bible say? Facilitator Guide
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Facilitator Guide Session/Break

Session/Break

Take a break T or Session Break

Time

15 minutes

&

Process

If new session: Prayer & Ice Breaker

Re-convene i if new session

A Openin Prayer
A Run another ice breaker
T Name

i Briefly tell wus about somet
past d ministry or otherwise.

Transition to 3-How can | find my ministry?

The next module begins to look at how our SHAPE will help us
find our ministry.

Connections Ministry / Sheboygan Evangelical Free Church Page 17
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Session/Break Facilitator Guide
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Facilitator Guide 3-How can | find my mi

nistry?

3-How can | find my ministry?

Purpose

Participants will understand how their SHAPE will help them
find their best ministry

Time

45 minutes

Process

What does my ministry look like? (15)

How does knowing my SHAPE help? (25)

What steps can | take to find my ministry ? (5)

p>3

/ Materials Needed
Flip Chart/White Board

Bibles

Participant Guide /Personal Profile

p>3

>

Connections Ministry / Sheboygan Evangelical Free Church
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3-How can | find my ministry? Facilitator Guide

What does my ministry look like?

Spend about 15 minutes on this Lesson.

How do YOU define Ministry?
Here are some other definitions...

A Diakonos 80t o s-évlinigtey & using whatever God has
given me to serve him and the needs of others. (RickWarren)

b3

Serving God by serving others. (Kelly Cousineau)

p>

Any service provided to others for the glory of Jesus Christ and
consistent with the mission He gave His church. (Mark Steele)

>

Pointing any person or situation toward Jesus Christ.
(SteveErtel)

Page 20

Time Continuum

Draw a long horizontal li ne to record the time commitments
typical in ministries at our church

A minimum (1/2 hour per week A 15 hours per year)

A maximum (10 hours per week A over 500 hours per year)
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Facilitator Guide 3-How can | find my ministry?

What does my ministry look like?

(3 Do you know how much time ministry requires?

b A Does anybody have an example of theLEAST amount of time a
ministry might take?... mark this on the left end of the white
board.

i Example: a Sparks Secretary invests .5 hours per week, 30
weeks per year (15 hours per year).

>

Does anybody know how much time a Sound Technician
invests? ...mark this somewhere in the middle of the white
board.

T Example: aSound Technician invests about 15 hours per
month (one Thursday night and one Sunday each month).

>

Does anybody have an example of theMOST amount of time a
mini stry might t ak e ?Pightendaof tike whitk i
board.

T Example: the Connections Team Leader has been trying to
l imt herself to 8 hours per
ends up being over 500 hours per year.

(9 Does anybody know how long a commitment to ministry
” lasts?

It depends...

A Some ministries have a oprogr
A Some ministries have a ocal en
A Some ministries have a ount i

commitment.
A NO ministries in our church are LIFETIME commitments o

marriage is the only lifetime commitment we know of!

Connections Ministry / Sheboygan Evangelical Free Church Page 21
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3-How can | find my ministry? Facilitator Guide

What does my ministry look like?

e
*

M A P

N

Page 22

Where is my ministry?

We believe that everybody should have a Primary ministry and
Secondary ministries.

A We are here to connect you to

b3

We are also charged to grve outside our church din our:
T Families/ Community

T Schools/ Workplace

>

Your Primary ministry commitment should be in an area where
y 0 u gifted , or SHAPED..

I Example: Jesus® pr ioentheyfathmi ni
byo Seeking and Swhichinmclgded he Lo
OEqui pping the Twelveod to cze

p>3

Your_Secondary ministries include serving in any other area of
the body where you are needed.

i Example: Jesus didndt | ook ¢
feeding the hungry, healing the sick and casting out
demons. He served where He saw needs.

Does this mean that ALL ministries are MY ministries?

A NO! We do not believe that you should say yes to everything;
Ask and listen to God who will guide you in all things .

>

We also believe you are not ready for ministry until you are
willing to serve anywhere.

Tell the CPA storyé

There was a CPA who wanted to serve in a church. He approached
his pastor and said: 01 6&6m a CP/

The pastorwasthril | ed and said: oO0Thatds
pl ease go in the sanctuary and

The CPA | ooked confused and sai
|l dm a CPA. 06

(repeat [/ embellishé)

The pastor finally said: oYes,
in the sanctuary and count the

Discover Your SHAPE



Facilitator Guide 3-How can | find my ministry?

What does my ministry look like?

‘ € How does knowing my SHAPE help?
So what does my SHAPE have to do with my ministry?

Connections Ministry / Sheboygan Evangelical Free Church Page 23
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3-How can | find my ministry? Facilitator Guide

How does knowing my SHAPE help?

Activity Timing Overview

A

25 minutes total

i 2dintroduction

T 10dreview assigned partsofPaul 6 s SHAPE
T 10-review each aspectofPaul 6 s SHAPE

T 2-debrief

Activity Overview: Paul 6 s SHAPE

A

>

>

Purpose: Participants will see that P a u SHAPE defined his
ministry.

Participants: Small teams of 35 (a table)

Materials/Handouts: Bible/Participant G uide

Activity Instructions

>» I>» >

p>3

Teams of 2 or 3
10 minutes
Goal: share Brief description

Steps:

T Review scriptures.

i Prepare to share.

Assignments

S-Gifts Sp Exp (BIG)
Heart Pain Exp
Abilities Educ Exp
Personality
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