SIMPLE WAYS TO COPY 

AND ASSEMBLE LESSONS

1. Print a master copy. 

Print the entire season and produce one master copy. With your director or grade level assistant, determine which lessons you will use on what dates and write these dates on the master copies. Check with the director to see if any of these lessons are to be edited. For ease in making font and type changes, highlight the area to be changed, and begin typing. Whatever was previously formatted will continue in your changes. Make changes electronically and print out the new pages of what was edited. You might use dividers or colored paper to separate the lessons. You are now ready to copy the appropriate number of lessons.

2. Make lesson notebooks.

All ministry partners will receive lesson notebooks: shepherds, shepherds’ coaches, large group presenters, the director and supply coordinator. You do not need to include the large group presentation in the lesson notebook for Kingdom Quest shepherds grades 1-4 nor for the shepherds of Kingdom Quest grades 5 and 6. This will save a lot of copying. Three-hole punch all pages and place them in an appropriate sized binder or folder. You may want to supply only two or three months of lessons at a time to keep them from becoming too thick.

3. Copy the God Talk at Home as the take home sheet for students. 

Collect a master set of God Talk at Home sheets that you can use for copying the appropriate number each Sunday. Another option for distribution is to electronically post these on your website and let families download them. God Talk at Home sheets are available for every student from the age of two to the fourth grade.

Providing God Talks at Home sheets for Ages 2 and 3 to the parents of your young children will encourage Bible study and discussion from an early age.

If you are using the God Talks at Home for Ages 4, 5, K, you may want to copy the coloring page to the back of each God Talk. This helps insure that the sheets go home. The God Talks for Ages 4, 5, K include information from both Kingdom Quest and Kids Church. If you use only one of these two curriculums, go to your Word file and delete the curriculum information you do not use before making your master copy.

In Grades 1-4, the God Talk at Home is designed for Kingdom Quest only. Although the theme relates to Kids Church, the sheet does not refer to activities in the Kids Church lesson. It is still helpful to send it home with Kids Church children as it encourages family devotions. 
4. Recycle your curriculum. 
For Ages 4, 5, K, you can use the same material in two-year cycles. For Grades 1-4, you can recycle the material after four years. For Grades 5 and 6, you can recycle the material every two years. 
Recommendation: Add any special improvements or edits to your own master copy. Save these edits electronically and print off new master copies. If you don’t want to edit or copy them again, at least save your material on a CD. 
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