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Beginning a new post, whether as an experienced worker or starting out for the first time, can be stressful. There are familiar aspects to consider such as getting to know the area, making contacts and understanding what the role actually involves.

For the experienced worker the question, ‘how can I apply previous learning

and experience to this new situation?’ will be important, while for a new worker the question might be ‘how will I cope?’

This Orientation Programme has been designed to offer a framework for newly appointed lay employees who will be working in a church context.  The framework is designed to enable them to understand better the role of a church worker in general as well as in their own setting. The programme also aims to develop good practice through sharing together and through the learning and training opportunities which the different topics provide.

How the programme works

The programme is devised as a series of six one day sessions, delivered one per month. The session is based on a 10am until 4pm timescale. Ideally the programme should start in September or October each year to coincide with the start of the Methodist Church New Year and to link up with lay employees starting a new post. However it will be up to local/district needs to determine when the programme operates. It is important to recognize that there are costs involved in running the programme. It will be up to each locality to decide whether to charge individual employers or to allocate funds to support the programme from other budgets.

The six sessions cover a variety of topics that are core to all posts when working in a church context. Each session has a Learning Log as an important element for individual reflection and development. The Learning Log should be completed after each session. It is structured in such a way that participants can reflect on the session and the learning gained, along with its application to their work situation.

Each session also has a Next Steps piece of work to complete prior to the following session, enabling the participant to be appropriately prepared. There is no set way to complete this task, as it is solely for the participant’s benefit.

Each session has a particular theme comprised of different elements to be explored. The session outline is not meant to be exhaustive or to stifle local creativity in the delivery of an orientation programme. Rather it provides a skeleton of core elements that need to be explored. It is important to note the following:

· It is necessary to address each element in some way

· The different elements are not intended to be of equal length in each session

· Depending on the experience/skills and needs of the group, time spent on each element will vary. This can be negotiated with the group.

Programme co-ordinator 

It is important that someone co-ordinates the programme. Co-ordinating the programme involves:

· Booking a venue

· Arranging Lunch and refreshments

· Programme details sent to participants

· Session papers prepared for participants

· Booking speakers and/or trainers

It is not expected that the programme co-ordinator will be responsible for the delivery of each session. Some thought needs to be given as to who would be the best people in a district to explore a theme or elements within a theme. It may be that the Methodist Training Forum for your area will contribute to this training.

It is important that each session is set in the context of support and fellowship, time for sharing a meal and worshipping together. Each of these aspects is integral to creating positive learning and training opportunities.

(See further notes on pages 12-13)


Learning outcomes (LO)

At the end of the session each participant will be able to:

· show an understanding of working in a lay ministry context

· show an understanding of the area in which s/he works

In preparation for this first session, participants will be asked to write a paragraph about themselves/job context. This will be circulated prior to the day, so that all participants have information about other participants and can use this for networking purposes and reflection.

Plan for the session

1.
Introduction to day/programme/house keeping, Health & Safety info etc

2. 
Icebreaker *

3. 
Agenda for the day & LO

4. 
Introduction to self and role -
· Own job description

· How the role relates to the structure of the Methodist Church 

· Identify how decisions are made in the local church and circuit

· Appointment and renewal procedures for the post (if needed)

· If things go wrong - complaints and disciplinary procedures

5.
Managing self and time

· Managing self

· Introduction to time management – key points

· Looking after yourself

6. 
Local induction

· Know your area

· Meeting key people/ making contacts

· Process and procedures

· Budget

7. 
Safeguarding **
· Introduction to Safeguarding – key points

· Safeguarding  – roles & responsibilities

· Action areas to follow up

8. 
Reflective learning log - explanation of how the learning log works (see page 11)

9. 
Plenary and closing worship ***


Next steps

Each participant should research basic principles of pastoral care and be prepared to offer feedback on their findings at the next session.

Notes

*
It is important to use an icebreaker for this first session.

**
Note that the session offers space for an introduction to Safeguarding policy. It is not a substitute for more comprehensive forms of training required in this area under Methodist Standing Orders.

***
It is important to allow time for worship and to plan something that is inclusive and participative.


Learning outcomes (LO)

At the end of the session each participant will be able to:

· show an understanding of basic elements of pastoral care

· demonstrate an understanding of working with appropriate confidentiality
Plan for the session

1.
Introduction to day/programme/house keeping, Health & Safety info etc

2. 
Icebreaker (optional)
3. 
Agenda for the day & LO

4. 
Introduction to Pastoral Care
· Participants share their Next Steps findings on the basic principles

· Listening skills

· Giving and receiving feedback

· Bereavement cycle

5. 
Confidentiality

· Introduction to confidentiality – what it is and is not.

· Expectations and boundaries

· Link with Safeguarding

6. Reflective learning log 

· Optional feedback from session one

7.
Plenary and closing worship

(You may wish to invite one or two people to plan the worship for the following session in the context of the theme. This could be offered as a pattern for the remaining sessions through to session five.)

Next steps

Outline at least three ways in which you use communication skills, oral and written, in your work. (This information will be used in session three as part of the planned exercises.)


Learning outcomes (LO)

At the end of the session each participant will be able to:

· show an understanding of how groups function

· demonstrate three good communication skills
Plan for the session

1.
Introduction to day/programme/house keeping, Health & Safety info etc

2. 
Agenda for the day & LO

3. 
Reflection

· Individual reflection on her/his job and setting to date

· Individual reflection on programme to date

· Sharing in small groups

· Learning outcomes for participants/points raised

4.
Working with Groups

· How groups work

· Preferred leadership styles and implications

· Practical tips and techniques for local context

5. 
Communication

· Principles of good communication

· How to improve communication processes in the local context

· Sharing good communication practice

· Participants to identify areas for improvement in personal communication skills
6.
Reflective learning log - optional feedback
7.
Plenary and closing worship


Next steps

Write up and explain work areas to date, plus bring job description.


Learning outcomes (LO)

At the end of the session each participant will be able to:

· reflect on their current working situation

· draw up an action plan
Plan for the session

1.
Introduction to day/programme/house keeping, Health & Safety info etc

2. 
Agenda for the day & LO

3. 
Situation analysis

· Each participant has three minutes to describe their working situation

· Small group work – sharing commonalities and differences

· Recap time management – key points

4. 
Job Description

· Theory of the job description v actual work

· Small group work – compare a job description against work actually undertaken. What are the learning points?

5. Appraisal Scheme - Introduction to appraisal scheme
(http://www.methodist.org.uk/downloads/gi_layworkersappraisalscheme_0106.doc)
6. Action plan

· Introduction to action plans

· In pairs, set action plan from work carried out in (4) above

7.
What next?

· Each participant has three minutes to give one negative and two positive points about their work situation

· Discuss how to share the action plan with the participant’s management group

8. 
Reflective learning log - optional feedback

9. 
Plenary and closing worship


Next steps

Reflect upon your personal faith journey using words and symbols as necessary.


Learning outcomes (LO)

At the end of the session each participant will be able to:

· show an understanding of different models of spiritual development

· demonstrate three ways in which they communicate their faith
Plan for the session

1.
Introduction to day/programme/house keeping, Health & Safety info etc

2. 
Agenda for the day & LO

3. 
Personal faith journey

· In pairs, share your personal faith journey to date

· Discuss times when God felt close or far away.  What did you learn about your faith from these experiences?

4. 
Spiritual development

· Introduction to models of spiritual development

· Application for local context – rule of life; prayer and Bible study.  How people pray

5.
Vocation

Called or collared? – responding to vocation

What does it mean to be lay? - in the context of the ministry of the whole people of God

6. Sharing faith

· Communicating our faith 

· Participants to show three ways in which they communicate their faith to others

· Exploration of different models / methods / group sharing

7 
Reflective learning log - optional feedback

8 
Plenary and closing worship


Next steps

Reflection on future learning and training needs

Learning outcomes (LO)

At the end of the session each participant will be able to:

· describe key elements of Methodist history and doctrine

· identify at least two future learning and training needs

Plan for the session

1.
Introduction to day/programme/house keeping, Health & Safety info etc

2. 
Agenda for the day & LO

3. 
Introduction to ecumenical/interfaith work

· Outline of Methodist policies on ecumenical/interfaith work

· Participants share their experiences

4. 
Methodist history and doctrine

Introduction to key points of Methodist history

Introduction to key points of Methodist doctrine

Implications and applications

5. 
Future needs

What next?

Support mechanisms

Signposting for continuing learning and personal development. To include opportunities outside the Church.

6. 
Reflective learning log

7. 
Plenary and closing worship

(It is important that this act of worship celebrates the group’s achievements as well as recognising the closure of the group.) 


Next steps

Identify a future training need and how you will access it.

	Learning log

	Name: 
	Date:

	Session:

	What I enjoyed about this session was:

	What I found difficult about this session was:

	What I found challenging about this learning was:

	What I have learned is:

	What I have learned connects with:

	Ways in which I could apply what I have learned and how this can improve my performance are:

	The professional and personal outcomes I have identified are:

	Ways in which I intend to follow up this unit are:

	Use this space for any thoughts, feelings or connections you haven't noted elsewhere:

	Signature:
	Date:



Your role

Your role as programme co-ordinator is to create the setting in which participants can make a connection between their experiences and skills and the setting in which they work. At times you might see yourself as the group’s:

· Organiser - There are some things the programme co-ordinator needs to think about so that the group doesn’t have to — eg: the layout of the chairs, the need for refreshments, the temperature of the room, lighting, the availability of equipment, and so on.

· Host - Help the participants feel at ease, especially if they do not initially know each other very well. Learn their names and introduce them to each other. Make friendly conversation before and after the meeting. Bear in mind things that people need to know in an unfamiliar setting, such as where the toilets and fire exits are.

· Timekeeper - The participants will be relying on you to start and conclude the session at an agreed time. You will need to structure the day in conjunction with any invited speaker/trainer. Groups work best if everyone has confidence that the meetings will follow a consistent pattern.

· Enabler - Make sure the participants know what is going to happen, when and why.  Allow everyone to contribute if they wish to. That may mean gently asking one talkative person to hold back so that others can contribute, being aware of whether a quiet person wants to say something or prefers to listen, and even occasionally being a referee!

· Encourager - The elements in the sessions do not have easy answers, but they are worth struggling with. They are not quiz questions with right or wrong answers.  Rather, they are about sharing opinions and experiences. It is quite normal for discussion to go slowly at first. Don’t be tempted to jump in with your own suggestions if there is a pause; people will warm up as they gain confidence in the group. Show that you value what participants say by looking at them while they are talking, listening to them and remembering what they say. It does not matter if the participants cannot all agree before you move on to the next element; wrestling over something complex is of more value than accepting something bland.

· Carer - Some aspects of the material are favourite topics of conversation and laughter, but others are sensitive or personal. Your task is to make sure that the sessions are a positive experience for the participants, being aware of feelings and sensing what is and isn’t good to discuss. If painful emotions surface it is best not to try to pretend this isn’t happening. Rather acknowledge it. Commit it to God in prayer at some point during the 

meeting, and follow it up afterwards with a phone call or note. Meeting in a small group allows people to get to know and care for each other in a way that is not possible in the setting of a church service, so make the most of opportunities to support each other.

Before the group meets

Make sure that everyone knows on what day the group will meet for the first time, where and when. This does not necessarily mean you making all the phone calls in person, but make sure there is a plan so that no one is left out.

There are some things that will be needed for each session, so be sure you have worked out how they will be available. Other materials may be needed for one session only, and it is simpler if you take responsibility for providing these.

Each week

Set aside time in your diary each week for preparation — not just the frantic half-hour before people arrive. Pray that God will help you grow personally through what you do and say together, and then pray for the rest of the group by name.

Recall the last time the group met.

· Did I talk too much?

· Did anyone get left out, or dominate?

· Is there a better way to ‘break the ice’?

· Was there a good balance between talk and action, prayer, reflection and chat? 

· Was there any ‘unfinished business’?

For the session

Arrive at the venue early. Depending on the circumstances, you might consider the following:

· how can the chairs be arranged so that everyone can see each other?

· what is needed concerning temperature, ventilation, comfort?

· will any of the group have special needs which need to be addressed?

· set up and test any equipment to be used

· if you are using a visual focus, make sure it is prepared before people arrive

You will also need a flipchart pad and pens, and paper and pens. 

Offer your thoughts to God about all this. Then expect great things!
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