INSTRUCTIONS FOR EDITING AND CUSTOMIZING 

YOUR MINISTRY PARTNERS HANDBOOK
Understand the purpose of the handbook

This is a handbook for those who volunteer in children’s ministry. Volunteers in most churches are referred to as ministry partners in this handbook. This handbook uses volunteer as a verb but not a noun. Ministry partner better describes who they are—partners in the ministry. The purpose of this handbook is to raise the value of the ministry partner and give him or her, the basic information needed for successful children’s ministry.  
This handbook will help you organize your entire children’s ministry. It will help you equip your volunteers for their specific roles. You can customize it to communicate your unique vision, philosophy of ministry, policies, emergency procedures and training topics. 

The first part of each handbook includes materials that are relevant to all ministry partners. This is labeled Part I-General Information. Handbooks also have a training section specific to the different ministry roles. This is labeled Part II-Training. Part II includes only the training materials relevant to the different ministry roles: shepherds, shepherds’ coaches, large group presenters, puppet team, and the welcome team. 
Steps in Making a Handbook
1. Customize your pages for printing.

Select the files you want from the CD. You should then edit these pages to customize the handbook for your specific children’s ministry. The suggestions in brackets on many of the pages will tell you what you might want to edit. After editing, erase these bracketed suggestions.

2. Make a master hardcopy which includes the cover, title page, welcome, table of contents and all your edited files from Part I: General Information and all files from Part II: Training Ministry Partners. This handbook printed on paper will fit well in a two-inch binder. Use dividers or different colored paper for the different sections.
3. Make specialized notebooks.
a. Edit and print the title page specific to each ministry role: i.e., Shepherds Handbook, Large Group Presenter Handbook, etc.

b. Then using the files that you have chosen, edit and print the table of contents for handbooks specific to each ministry role. (See samples of the different table of contents.)
c. From your master handbook, copy Part I: General Information for all handbooks. Then copy the sections from Part II: Training Ministry Partners only enough for the number of ministry partners in that given role. For example, if you have one large group presenter and five shepherds, you would copy six notebooks all with Part I, but five of them having only the section for Training Topics for Shepherds in Part II and one having only the section for Training Topics for Large Group Presenters.

The front cover (specific to the ministry partner role) can be inserted in the front view pocket of the binder. The letter from the director will be the first page in the handbook, followed by the table of contents, then Part I-General Information followed by Part II-Training Topics (specific to the ministry partner role). Again, we recommend that you use tabs and/or different colored paper for each section.

If you copy front to back on the pages, your notebook will contain half the pages done singularly. The material will fit in a three-hole portfolio or small three-ring binder. 

Permission to copy for local church only.
You have the publisher’s permission to copy as many of these handbooks as you need for your local church or agency. Please do not give electronic copies to other churches or agencies. 

Additional Resource
Included on this CD is a file for making an Emergency: What-To-Do If … Flip Chart that you can customize and hang in every classroom or area. Directions are included on how to make it.
