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	Step 1
	The Administrative Assistant will make the appropriate number of invitation/permission slips based on the number of children in the school. (Follow the school procedures designated during the principal visit.)

	Step 2
	If the permission slips are collected before the day of the club, the Administrative Assistant should divide the children into groups according to their grade in school and appoint individuals as “grade helpers” (for large clubs of 50+ children).
Three copies of the permission slips must be made. The original permission slips must be given to CEF® staff to keep on file in the CEF office. One copy will be given to the school, one copy will be kept by the GNC™ Administrative Assistant (file alphabetically within grades) and one copy will be given to each grade helper for his grade only. Using these permission slips, make a list of children who walk home and those who go to after-school care, and note any allergies. These lists should be given to the respective grade helpers, all helpers aiding with dismissal and to the Refreshment Coordinator. The Administrative Assistant must bring all permission slips to club each week.

	Step 3
	Complete Good News Club® membership cards (provided by CEF)  for each child who turned in a permission slip. The child’s name and an expiration date (could be the end of the GNC year) should be written in.

	Step 4
	Nametags (sample on disk) should be made for each child. These will be used to record numbers in attendance and indicate teams and incentive points.

	Step 5
	Four to five days prior to the start of club, mail postcards (sample on disk) to all parents of children who have turned in permission slips. These postcards will serve as a reminder of the start date and inform parents of pick-up procedures.

	Step 6
	The day before club begins the GNC Administrative Assistant will place a list of children from each class who have  permission to come in the appropriate teacher’s box with a reminder of where the children should be dismissed to. (This will depend on school policies.)

	Step 7
	On the day of the club, all GNC personnel need to arrive at the school early enough so that they are able to get in and parked before parents begin lining up to pick up their kids. Before proceeding to the club location for set-up, each one should sign-in at the school office and show his GNC ID badge—these official nametags must be worn at all times. The Administrative Assistant should check the GNC box to see if there are any new permission slips (if the school allows a box.)

	Step 8
	Club Time!


	Step 9
	Check the club room and restrooms to be sure all the children have been picked up. Clean up the room and leave it as you found it.

	Step 10
	At the end of GNC, the Administrative Assistant should collect all GNC materials and any counseling cards from leaders who counseled children. Use the nametags, or grade attendance sheets, to count the number of kids from each team who said their verse and award points to appropriate teams. The Administrative Assistant should then record on the “GNC Attendance Record” the number of permission slips received by that club date, the total number of children present that day and the number of salvation decisions that day.

	Step 11
	At the end of the club, prayer requests should be collected by the Teacher Assistant from the GNC workers and children. These prayer requests should be passed on to the Prayer Coordinator who will then pass them on to the prayer partners during the week. New forms should be available for the followings week’s club.

	Step 12
	During the week the Administrative Assistant should replenish the materials used in club.

	Step 13
	The Administrative Assistant will place an updated master list back in the teachers’ boxes the day before the next club so the kids can be dismissed to club. The Administrative Assistant should also check for new permission slips at this time (according to school policies).


Procedures for Good News Club® Personnel
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