ORGANIZING TIPS

1. Promoting your program
When you are ready to start your small group program, the first step you need to take is to promote your new program.  It is very important to communicate to parents and students what your program is all about.  Here are some ideas to promote small groups among your students.

· Put out a promotion piece, such as a flyer or brochure, explaining the program.  Make sure it is complete with times, places, and information on what your students will be studying.  (See our sample brochure for our small group program.)

· Advertise in the church bulletin.  Chances are not every junior high student in the church attends your program.  Many of them will be attracted to a small group Bible study setting.  Advertise where to sign-up and get involved.  This is also a great advertisement for parents who might want to lead a small group.

· Send out a mailer to your students.  Mail home to parents and students a reminder of sign-ups, and a brochure to remind them of how awesome being in a small group is going to be.

· Have key students passing out flyers at the door, inviting other students to be part of a small group.  You would be surprised how impacting a personal invitation by a fellow peer can be.

Before you start, make sure you have your volunteers trained and ready to start.  Once students get involved, you will want to put your groups together as soon as possible.
2. Why do sign-ups?
The sign-up process can sometimes be a lengthy one, but you want to make sure students are taking the step to be involved.  You are creating a program of accountability, prayer, and spiritual growth for students. You want to make sure they WANT to be there. Even if everyone is going to be in a group, have them sign-up, so that they have to take a little responsibility for their faith.  If students sign-up for a group, it gives them the chance to commit, not only to the bible study, but to a group of students as well.  Here are some ideas when beginning the sign-up process.  (See sample sign-up card.)

· Create a “small group sign-up” card.  Make sure you include all the appropriate information.  If you are dividing up by grade, don’t forget the GRADE section.  If you’re dividing up by gender, don’t forget the male/female.  It seems silly, but things like that are so easily forgotten.

· Have sign-ups on Sundays or Wednesdays.  Give students three or four weeks to sign-up for a small group.  This gives them the opportunity to tell their friends about the groups and hopefully, invite them to join.  Designate a table and a volunteer to be in charge of all sign-ups.

3. Assembling your small groups
This task can definitely be a chore, but you have to do it.  The way you put your groups together is very important to the success of your small groups.

· Collecting the cards . . . After you collect all of the cards, create a mini small group database.  Record any special requests (friends, leaders, etc.).  Make sure you have a correct phone number and address for every student on your list.

· Assembling each group . . . There are a lot of different options, when it comes to assembling your groups.  Decide first the breakdown of your groups.  For example, grade and gender, neighborhood or school, or random groups.  Once you’ve done this, separate the cards into the appropriate sections.  This will make the assembly of each group easier.

· Create a roster and a file for each small group . . . A file will help keep track of cards, rosters, and volunteer information for each group.  Make sure you keep copies of meeting times and maps for each group.  If your groups are meeting at the church, keep a record of where each group is meeting.  

· Once the groups are assembled . . . It’s time to let the students know when small groups are going to begin.  Create a flyer to communicate to students when their small group is going to meet and who their leader is going to be.  (See information letter.)
4. Student/Leader contact

Once groups are assembled and rosters are handed out, there is only one more step to take, calling the students.  Even though they signed up and know they are going to be in a group, it’s still a good idea to have your volunteers call each student on their roster.  A personal invitation from an adult volunteer can start the “personal attention” ball rolling.  For painfully shy students, a phone call could be what motivates them to be part of a group.

