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August: Initial Planning
Beginning of August: send invitation to Youth Fellowship planning meeting out.

Contact the Outreach Board to see if they have any interest in partnering with the FDB for an adult component to the Mission Trip.  If so, get feedback from them about their hopes for the topic addressed, location, and planning process and share with them the Big Trip/Small Trip tradition and where we fall on that.
Last Sunday of August: hold Youth Fellowship planning meeting, including answering the initial planning questions for the Mission Trip and informing the youth/parents about the Outreach Boards partnering, if they choose to do so.
Before September 1st: Choose and secure a commitment from someone to be the Mission Trip (MT) Director.  Choose and secure a commitment from someone to be the Mission Trip Team Lead on the Faith Development Board Camps & Classes Ministry Team.

By the end of September: Hold a planning meeting with MT Director, Team Lead, and Associate Minister to review feedback from the initial planning meeting, choose a MT location and partner organization, decide if there will be an adult component (with or without the Outreach Board), and rough out a budget.
Make contact with the partner organization to confirm availability of their program during the time you want it.

September-December: Making Commitments

By October 1st: decide on a trip location and send out FCC registration forms to all youth, with a deadline clearly stated for returning the forms and deposit.  If you already have forms from the partner organization, send them in this mailing.

In October: begin recruiting adults to fill the 4 remaining adult roles, nurse, work coordinator, chaplain, & “Mama Bird”/Food & water coordinator.  As adults confirm their interest, supply them with at least the Adult Chaperone portion of the procedures manual, a background check form, a Chaperone Slip, and a Registration Form
If there is to be an adult component on the trip, begin recruiting adult participants.  As they are identified, provide them with the adult registration and slip and set a date for payment of their donation.  Adults do not need to participate in fundraising, but are expecting to pay the full cost of their participation.  As always, money should not be the reason people decide not to participate in and FCC event and scholarship money can be drawn from the scholarship fund, if needed.
November 1st: Deadline to receive back registration forms and deposit from youth and adult chaperones.  Send out a “thank you for registering” letter that includes the date and time of next meeting.

Communicate an initial numbers estimate with the partner organization and get a good understanding of their planning/timeline needs and integrate them into this timeline.

By the end of November (for BIG MT years): Update rough budget with more accurate numbers and come up with a working budget with which to plan fundraisers.

Meet with all trip participants and devise a fundraising plan to meet the budget for the trip.  The goal is that deposits+fundraisers+(up to)$3,000 from the Bruce Cann MT fund=the whole estimated budget of the trip.  Each youth participant should partner with one adult chaperone or parent to lead one fundraiser.  Every youth/chaperone trip participant is expected to participate in all fundraisers in some way.  Consider a Christmas fundraiser.  If that is not possible, fundraisers should start no later than February.
Beginning of December: Confirm participation with the partner organization at least 6 months prior to the start date of the trip.  

Send each fundraising lead a planning time-line and planning tips for their fundraiser.  Send a master schedule of all fundraising and trip events to the whole team.  This is also a good time to send out the generic group and individual packing lists, with a note that changes might be made to the list based on the needs of this particular trip, but the generic list works well for most trips.

End of December: Deadline to receive back registration form, slips, and deposits from adult participants, with a clear understanding of when the remainder of the donation is due.

January – May: Building Community
January: (for Small trip years) Meet with all trip participants and devise a fundraising plan to meet the budget for the trip.  On small trip years we have only one fundraiser.  Choose what it will be and designate one youth and one adult team lead for the event.  Each trip participant (and parents of participating youth) are expected to participate in the fundraiser and make it a priority in their family schedule.
Communicate the trip location, organization, budget, and fundraising plan with the congregation.  Make sure to include why the youth are excited about the trip.
Hold a meeting with all of the adult participants to go over the partner organization, the type of work they can expect, and the skills and experience each person brings to the table.  Identify a “Mama Bird”/Food & Water Coordinator, a Work Coordinator, and, if possible, a nurse.  Depending on the number of participants we will have and the proximity of the two camps and worksites we can share a chaplain and a nurse.
February: (For BIG trip years) By February fundraisers should be beginning.  Publicity for them should be out in all forms of FDB publicity, Footnotes, bulletin, etc.  Youth should be at church making announcements every two or three weeks, keeping the congregation updated on how much has been raised, what fundraiser comes up next, and why they are excited about the trip.

March to May:  Continue fundraising.  Typically a dinner/auction is held during this time.  Keep communicating with the congregation.  Make sure everyone required by the partner organization is in.  Keep all trip participants in good communication with periodic fun fliers or emails.  Have a meeting with trip participants (separately with adults if there is an adult component) to go over who is bringing what from the group packing list, what they can expect at the location, answer questions about the individual packing list, plan for packing cars, etc.  Director should plan the evening programs that help participants create meaning out of their experience.

June-August- The trip & Follow-Up
June: 
Beginning of June- provide driver’s with the driver’s packet (maps, directions, permission slips, first aid kits, sun block, hand sanitizer, etc.)  Send out trip timeline to all participants.  Confirm meeting day on day of departure.  Check in with partner organization to make sure they have everything they need.

Mid June- the trip

After the trip- put church items away.  Solicit feedback from trip participants.  Collect receipts from drivers & chaperones for reimbursement.  Reconcile budget with church treasurer.  Shred medical release forms.  Fill out Resource Book From and turn in to Camps & Classes Team of the Faith Development Board.  Figure out how the group will say thank you to the congregation for the trip.  Clean and store camping equipment.
July or August- Say thank you to the congregation for the trip.

Questions to answer during the initial planning stages.

Typically these questions are asked and answered during an initial planning meeting in September or October, which is attended by youth and parents interested in the Mission Trip for the following summer.  Once these initial questions have been answered, planning and recruiting can begin.
Who are the target participants?

Who else do you need to participate?

Who else wants to participate?

Will you include those who are not church attendees?

When are they available?  

When are you available?

Why is a Mission Trip important to them?

What is the point of the trip?  If nothing else happens, at least…

What would a successful trip look like?

What issue do you want to address?

What organizations work to address this issue?

What other ideas does your group have to address this issue?

How far do you want to travel?

How much money can the participants comfortably contribute?

What other sources of income do you have?

How these questions have been answered in the recent past

Who are the target participants?
Youth
Who else do you need to participate?
Chaperones (Nurse, Work Coordinator, Food/Water “Mama Bird”, Meaning Maker/Chaplain, Director)
Who else wants to participate?
In 2012 we had 4 adults/non-chaperone participate in a separate camp.  There is interest in doing this again.
Will you include those who are not church attendees? We have, but expectations need to be very clear up front and youth & parents need to both be committed to making the trip a priority.  We have asked non-church attendees to become part of the church & youth fellowship communities during the time we are planning the trip.
When are they available?  Typically the trip is the first full week everyone is out of school.  This tends to begin on Father’s Day.
When are you available?  

Why is a Mission Trip important to them?

What is the point of the trip?  If nothing else happens, at least…

The Mission Trip is an event that church kids hear about for years from the youth who they look up to.  They understand it to be a formative experience in their maturing process and a time when they can do good things in the world.
What would a successful trip look like?

It has been very important for this group to work hard and to make a tangible difference in the world.  The most successful trips are ones where we work harder than we think we can in uncomfortable conditions, resulting in a clear improvement for the people or animals with which we worked.
What issue do you want to address?

What organizations work to address this issue?

What other ideas does your group have to address this issue?

It is our tradition to build a home through Amor Ministries every other year.  We have done this in Mexico and on the Apache reservation in Arizona.  We call this the “big” mission trip.  Every other year we do a “small” trip.  The parameters for the small trip are that it is within 1 days driving distance, it is with an organization that does not charge a big fee for participation, and that it addresses a topic of interest to the youth.  The last 2 “small” trips have been focused on the environment and animals.  It is best if the topic is tied into other activities that happen throughout the year.
How far do you want to travel?

How much money can the participants comfortably contribute?

What other sources of income do you have?

For the “small” trip we have asked for a $50 deposit.  For the “big” trip we have asked for a $100 deposit.  We also have the Bruce Cann Mission Trip Fund which will contribute up to $3,000 per year as long as the funds hold out.  We also hold fundraisers to raise the rest of the money.  For “small” years we have only 1 fundraiser.  For “big” years we have more.
Leaders/Chaperones
To be in compliance with FCC’s Safe Church Policy, you will need at least 3 chaperones.  It is a best practice to have at least one male and one female chaperone.  We have found that the trip works best with 5 adults, filling the following roles.

Director- This person is responsible for planning all of the logistics of the trip from where we will work to how we will get there and leading the leadership team and participating with youth in fundraisers.  
Chaplain- This person is responsible for providing meaning making and faith development opportunities before and during the trip that relate to the work we are doing.  Some of the activities have included, secret buddies, The Book, morning devotions, and evening programs.
Nurse- This person is responsible for any first-aid needs that come up during the trip.
Work Coordinator- This person will be the on-site coordinator for our work during the trip and will be the primary person responsible for communicating with the work-site coordinator for the organization with whom we are working.
Food & Water/“Mama Bird”- This person is responsible for everything we eat and drink during the week, coordinating meals at camp as well as keeping people hydrated during work hours.
In addition, Faith Development Board procedures require a dedicated board member work with the Mission Trip Team.

FDB Camps & Classes Ministry Team Lead- This person is a member of the Faith Development Board and works with the adult leaders to plan the trip.  This person is responsible for registration and budget.  This person may or may not actually go on the trip.
In the recent past K.C. McCoy has been Mama Bird.  When we work through Amor, Mark McCoy has been the Work Coordinator.  For 2011 and 2012 Cindy Anderson was the Nurse.  Director/Chaplain has most often been combined in the person of the Associate Minister.  

Parents of youth who are participating on the trip are always welcome to attend the trip.  It is best if they take on one of the defined roles as well.  If there is a year with more than 5 adult chaperones, one of the above roles can be split as it is useful for all adult participants to have defined roles.
Chaperone Expectations

All Chaperones are to fill out and return the Chaperone Slip and Registration Form, as well as any paperwork required by our partner agency.  Chaperones that are not church staff will need to complete a background check authorization form and turn in a deposit check.  All chaperones are expected to participate fully in the planning and fundraising before the trip, and to seek to develop relationships with all youth going on the trip.  On the trip, chaperones are expected to model appropriate behavior and to refrain from using alcohol, tobacco, and illegal drugs.  Any behavior or information witnessed or received from a youth that leads you to believe the youth or someone else is in danger of being harmed or harming others must be, at least, reported to the Chaplain and the Director, and is encouraged to use their best judgment about reporting such behavior to outside authorities.
Chaperones are to abide by the Faith Development Board’s Children and Youth Policies at all times.

Any chaperone who is driving their personal vehicle must carry car insurance in compliance with state law and travel with a jack, a spare tire, and a set of jumper cables.  They must have a copy of their valid driver’s license on file in the church office.
Chaperones are to turn in any receipts for items purchased on the trip, such as gas, to the FDB Camps and Classes Ministry Team Lead assigned to the Mission Trip in a timely manner after the completion of the trip.

After the trip, chaperones are expected to help clean camping equipment for storage and to participate in a thank you event for the whole congregation, as a way of both connecting the congregation to what we did and to thank them for their financial support.  The event will be scheduled at a time convenient in the church calendar and for the most trip participants.
Foothills Congregational Church

United Church of Christ

461 Orange Ave., Los Altos, Ca. 94022

Chaperone Registration Form 

FCC 2012 Youth Mission & Justice Trip 

Name:_________________________
Birthdate: __________________

Phone #: _______________________
email: _____________________

Address: ________________________________________________________________

In case of emergency:

Name of Doctor: _____________________
Phone #: _____________________

Location: ______________________________________________________________

Health Insurance Provider: _______________
Name of Primary Insured: ________

Medical Record # _______________________________________________________

Please list allergies, medical conditions, and medications: ___________________

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________

Name of Dentist: _________________
Phone #: ____________________

Location: ______________________________________________________________

Health Insurance Provider: ___________
Name of Primary Insured:  _______

In case of emergency, please call: _________________________________________

Phone #: ___________________________
Relationship: _________________

During the trip copies of this form will be kept in the church office, with the trip director, and in the car in which you travel.   The trip director, Camp Nurse, Chaplain, and Church Administrator will have access to this form. After the trip this form will be shredded.
Foothills Congregational Church

United Church of Christ

461 Orange Ave., Los Altos, Ca. 94022

Chaperone Slip 

FCC 2012 Youth Mission Trip 

I, ____________________, agree to participate in the Foothills Congregational Church mission trip to _________________ to the fullest of my abilities.  Such participation might include car travel, physical construction and farm work, caring for animals, camping, supervision of minors, and participation in other reasonable activities.   I understand that pictures taken of me while on the trip might be used for future FCC publicity, including on Facebook.

In case of emergency due to injury or illness, I give my permission for staff and volunteers of Foothills Congregational Church to authorize any necessary medical or dental treatment.  I have listed all pertinent medical conditions on the opposite side of this form in the section titled, “allergies, medical conditions and medications.”  If new medical conditions arise that may affect emergency medical treatment, I agree to inform Foothills Congregational Church by filling out an updated registration Form.

I agree to help plan and lead a fundraiser prior to the trip and to make myself available to report back to the church about my experience on the trip.  I agree to fill out and return all necessary forms by their due dates and to be responsive to the leaders of the trip whenever they need to contact me.

Please check all boxes below that are true

(
I agree to drive my personal car on the trip, carrying youth and gear.  I am a licensed driver. 

(
I agree to allow other licensed adult drivers on the trip to drive my car, if needed

(
I authorize our mission trip partner organization to use my image on their website or Facebook page.

(
I have read and agree to follow the Mission Trip Procedures section titled “Chaperone Expectations”
Print name




Signature



Date

During the trip copies of this form will be kept in the church office, with the trip director, and in the car in which you travel.   The trip director, Camp Nurse, Chaplain, and Church Administrator will have access to this form. After the trip this form will be shredded.
Other Adults

In 2012 we had a concurrent adults-only camp that worked alongside the youth camp.  It is recommended in the future to have separate leadership for this camp, particularly a separate chaplain, if possible.  The chaplain’s time was split between the two groups which changed group dynamics.  To be successful an adult-only group should have at least 5 members and will need to appoint their own nurse and Mama Bird/food and water coordinator.  It is desirable to travel with the youth camp, but keep the work and accommodations separate.  In 2012 we had breakfast together, which worked out fine as it helped us be ready to leave for the worksite at the same time.

Adult Expectations

Adults attending the FCC Mission Trip are representatives of Foothills Congregational Church and are doing God’s work in the world.  As such they are expected to adhere to both the FCC Vision Statement and the Faith Development Board Mission Statement, and to behave in ways that exemplify their understanding of Jesus’ vision for the world.  Because the adult camp performs their service in close proximity to the youth mission trip camp be aware that you serve as role models to the youth of our church.  

One of the reasons we have separate camps is that mission trips offer amazing opportunities for youth to take on leadership roles otherwise reserved for adults.  In the event that the two camps are asked to work together on a particular project, please do your best to balance your desire to contribute, learn and grow, with the opportunity for youth to take leadership.  Another reason to keep our camps separate is that our Safe Church Policy states that any adult who has supervision of a minor must be background checked.  If you are not background checked you should never be with a youth without one of the chaperones present.
The work we perform on the Mission Trip and the conditions in which we work can be physically demanding.  It is our intention for each person to work within their own physical limitations without injury.  Please do your best to inform other trip attendees of ways that they can do to be affirming of your needs.  For example, if you are prone to heat stroke, let us know so we can remind you to rest in the shade and drink water.  We build care-taking into the culture of the trip as a way of helping each person work to their limits, without crossing them.

After the trip attendees are expected to help clean the camping equipment for storage and to participate in a thank you event for the whole congregation, as a way of connecting the congregation to what we learned on the trip.
The youth camp will have a fundraising campaign for the trip.  These funds are used solely for the youth camp and for expenses incurred for the trip as a whole.  Adult camp participants are expected to pay the entire budgeted cost of the trip.  As always, money should not be the reason one decides not to attend an FCC event.  We have scholarship funds available.
Any adult who is driving their personal vehicle must carry car insurance in compliance with state law and travel with a jack, a spare tire, and a set of jumper cables.  They must have a copy of their valid driver’s license on file in the church office.

Attendees
Traditionally attendees on the trip have been regular attendees of our Middle School and Pilgrim Fellowships.  Prior to 2006 attendees were entering 9th grade and older.  Since 2006 attendees have been entering 7th grade and older.  Prior PF and/or Mission Trip attendees who have just finished their freshman year in college have also been welcome.  
A special note about entering 7th graders.  Some 6th graders (entering 7th graders) will do very well on the trip, others will have a hard time with the pace and physicality of the work we do, especially when we work trough Amor Ministries.  6th graders and their parents should carefully consider if they are ready for the mission trip.  

On occasion we have included youth who are not current church or youth fellowship attendees, but who are friends of a church family.  In such cases we have found it important to require these attendees to become regular attendees of the youth program during the planning and fundraising part of the Mission Trip in order to integrate them into the group and become familiar to the chaperones.

In 2012 for the first time we had a concurrent adult program.  4 adults camped near by and worked on the Sanctuary One farm at the same time as we did.  We kept the program portion of our day separate, but had breakfast and lunch together.

Attendee Requirements
Mission Trip attendees and their parents must agree to make trip related events a priority in their family schedule.  While we have the Bruce Cann fund to help defray trip costs, youth have the best experience when they have ownership over trip planning and earn their way by participating fully in fundraising events.  During “small” trip years this means participating in one fundraiser.  In “big” trip years it means leading one fundraiser and participating in several others.  The planning and fundraising events we have are important group bonding experiences and also allow trip chaperones to get to know the youth who will be in our care.
Attendees are expected to behave in ways that exemplify the ministry of Foothills Congregational Church and the mission of the Faith Development Board, as stated in the church’s vision statement, the board’s mission statement.

After the trip attendees are expected to help clean the camping equipment for storage and to participate in a thank you event for the whole congregation, as a way of both connecting the congregation to what we did and to thank them for their financial support.

Attendees are expected to contribute financially to the trip.  This commitment begins with paying a non-refundable deposit at the time of registering for the trip.  All youth and chaperones pay this deposit.  Attendees will participate in fundraisers to reduce the overall cost of the trip.  Should the fundraisers not meet the projected budget, trip participants will be asked to make up the difference between what is raised and the projected budget.  
Church Vision Statement

We are an Open and Affirming Congregation, which means we provide a spiritual home that welcomes each individual as a beloved child of God.  We affirm the humanity of all people, welcoming into the full life and ministry of the church, people of every ability, age, ethnicity, culture, economic status, gender, sexual orientation and religious belief.

FDB Mission Statement

The Foothills Congregational Church Faith Development Board's mission is to develop opportunities, rooted in Christian spirituality, to learn about and practice our faith and nourish a respectful and welcoming community.

Foothills Congregational Church

United Church of Christ

Youth Registration Form
 

FCC 2013 Youth Mission & Justice Trip
 

Name:_________________________
Birthdate: _________________________

Phone #: ______________________
email: ____________________________

Address: ___________________________________________________________

Parent’s Name(s): #1___________________
#2 _________________________________
Phone #(s) :___________________________   Phone #(s): ___________________________

email: _______________________________    email: _______________________________

Address: ____________________________     Address: ___________________________

Relationship: _________________________    Relationship: __________________________

In case of emergency:

Name of Doctor: _______________________   Phone #: __________________________

Location: ____________________________________________________________________

Health Insurance Provider: _______________
Name of Primary Insured: ______________

Medical Record # _____________________________________________________________

Please list allergies, medical conditions, and medications: _________________________

____________________________________________________________________________
____________________________________________________________________________
Name of Dentist: ______________________
Phone #: ___________________________

Location: ____________________________________________________________________

Health Insurance Provider: ______________
Name of Primary Insured: _____________

If parents cannot be reached, please call: __________________________________________
Phone #: __________________________ Relationship: _______________________________
Foothills Congregational Church
United Church of Christ

Youth Permission Slip
 

FCC 2012 Youth Mission Trip 

I give permission for my son/daughter, ____________________, to participate in the Foothills Congregational Church mission trip to ___________________.  Such participation might include car travel, physical construction and farm work, caring for animals, camping, and participation in other reasonable activities.  I give permission for my child to be driven by a duly licensed adult volunteer or paid staff of Foothills Congregational Church who is over the age of 21. 

I agree to support my child’s participation in this trip by making it a priority in our family schedule and by making myself available to assist in the planning and fundraising activities.

In case of emergency due to injury or illness, I give my permission for staff and volunteers of Foothills Congregational Church to authorize any necessary medical or dental treatment.  I have listed all pertinent medical conditions on the opposite side of this form in the section titled, “allergies, medical conditions and medications.”  If new medical conditions arise that may affect emergency medical treatment, I agree to inform Foothills Congregational Church by filling out an updated registration Form.

Please check here to authorize us to use photos or videos of your youth in publicity

( 
I authorize Foothills Congregational Church to use photos and/or videos of my child for internal and external publicity, including on their webpage and Facebook.

(
I authorize Sanctuary One to use photos and/or video of my child for internal and external publicity, including on their webpage and Facebook

Print name




Signature




Date

I, the undersigned, agree to participate in the Foothills Congregational Church 2012 Mission and Justice trip to the best of my abilities.  I agree to help plan and lead a fundraiser prior to the trip and to make myself available to report back to the church about my experience on the trip.  I agree to fill out and return all necessary forms by their due dates and to be responsive to the leaders of the trip whenever they need to contact me.

Print name




Signature




Date

Please list any special dietary needs here:
Fundraisers

Each year we hold a dinner and auction in the spring.  This is an event that is cherished by the congregation because it makes people feel a part of the trip and because we like to get together and eat.  At the dinner youth each offer items or services for auction.  Typically the auction/dinner will raise enough money to cover the cost of a small trip year.  On small trip years this is the only fundraiser.  On big trip years we will do multiple fundraisers, but church leadership worries about fundraiser burn-out so on small trip years we do only one.

The Mission Trip team should decide by December what the fundraising goal and plan for the year is, including scheduling events.  It is helpful if there will be multiple fundraisers to have something like a fundraising thermometer in the courtyard to keep the congregation informed of the fundraising progress.  Other fundraisers that have been done in the past are

Flamingo Flocking- Put jars out on Sunday mornings with names of popular church members.  Whoever’s jar gets the most money, you decorate their hours with flamingoes.  Flock travels every 2 weeks for 6 or 8 weeks.
Change Bottles- Distribute plastic bottle with notes in them requesting donations of loose change to help fund our trip.  Each youth distributes in their neighborhood & then goes to collect them a week later.
Harv’s Carwash certificates- Buy carwash certificates from Harv’s at 50% discount.  Sell at retail price.  Makes about $9 per ticket sold.  Minimum is 50 tickets.
Carwash- Done at the gas station on El Camino/Los Altos Ave.  Advertise to church and in community.  
Rummage Sale Set-Up- Contact the Women’s Fellowship & offer labor to help set-up and/or clean-up from the rummage sale.  In the past they have donated $10 per hour per youth for the help.

Babysitting- “Volunteer” babysit in the church nursery or for church events.  The amount that would otherwise be paid to the youth then is transferred to the Mission Trip fund.  Would need to get approval for this as employment procedures have changed since we did this.
Outreach Board- The board has donated $1,000-$2,000 to big trips in the past.  Request has to be made during budgeting time in November and needs to come from a youth.  This was before the Bruce Cann Mission Trip Fund was established, which promises up to $3,000 per year for a Youth Mission Trip as long as the fund lasts.  

Other ideas that have been brought up, but not yet tried.

On-line fundraising with a social media component

On-line site where others order products and we get a percentage

Corporate Sponsorships, in exchange for at-church advertising
Dinner

Most popular menus have been enchiladas and chili.  

A theme is chosen that has something to do with the trip.

Date is typically in the spring.

Tickets are sold after church for 3 or 4 weeks before

Ticket prices $20 per person or $40 for a household

K.C. McCoy and Alisa Schroter have coordinated the dinner in the past and can provide more planning details.

Dinner leads do bulk of the planning and then delegate some things to other trip attendees so the work is spread around.

Typically we begin cooking right after church and stay here all day through the dinner.
Auction Procedures

Each Mission Trip participant will auction off one item and/or one service…babysitting…yard work…etc.  You will have the opportunity to bid on these items.  The auctions will close at the Dinner.  

Leader: 

As the leader of this event, you do not need to do all of this, simply make sure all of this gets done.  You are encouraged to contact other mission trip participants and ask them to do certain parts of this to-do list.  

Time Line

As soon as possible

Begin by contacting the Mission Trip participants to find out what they will donate.  Each person should donate a tangible thing, a gift basket, home-made food, craft item, painting, etc., and a service, babysitting, yard work, etc.  You may need to work with people to help them come up with ideas.  Last time a few people over extending themselves in the auction and it became a burden.  I definitely want each person to limit themselves to ONE service.

Between now & 2 weeks before the dinner/auction

Work with each participant to figure out how to display their item(s) in an attractive way.  

Make auction bidding sheets to go with each item.  

Choose two or three of the best items to be a part of a “live” auction, not part of the silent auction.  

Recruit an auctioneer for the “live” auction.

2 Sundays before the event

Display non-perishable and service auction items in the courtyard, along with their bidding sheets.  

Make an announcement in church to invite people to begin bidding & to encourage ticket sales for the dinner, where the auction will end.  Make sure to announce the live auction items.  (Work with Drew Knochenhauer who may already have someone signed up to do announcements about the Flamingo Flocking.)

1 Sunday before the event

Display non-perishable and service auction items in the courtyard, along with their bidding sheets.  Make an announcement in church to invite people to begin bidding & to encourage ticket sales for the dinner, where the auction will end. 

The Day of the event

Gather all of the auction items and display them in an attractive way on a table.  

Put out all of the bidding sheets.

During dinner, encourage people to sign-up

Make a last call between dinner & dessert

After dinner introduce the auctioneer & the live auction items

When the auction is over, announce the winner and collect the money.  

Make sure to keep a list of who got what for how much & give it to the director

Scholarships

Money should never be the reason a church member decides not to participate in a church program.  To this end Foothills Congregational Church has a scholarship fund.  If a trip participant needs a full or partial scholarship to cover the initial deposit or their portion of the budget remainder, they can submit a scholarship request form to either the Senior or Associate Minister.  The form and your name will remain with the minister until approval is obtained.  The approval process is for the minister to submit the amount of the request, without a name attached, to the Faith Development Board chair who checks the amount of the money in the fund and approves the amount of the scholarship. The scholarship form, with the name attached, is then signed by the minister and turned into the church treasurer who transfers the funds from one account to the other.  

Application for FCC Scholarship 

Foothills Congregational Church

United Church of Christ

461 Orange Ave., Los Altos, Ca 94022

650-948-8430

Name: ________________________


Date: _______________________

Name of event: _________________


Date of event: ________________

Total Cost of Event: ___________

Please list other funding sources and the amount they can contribute.  If you are applying for an NCNC summer camp scholarship, for example, the conference can pay 33% of your registration fee.

Name of Source




Amount

__________________________________

________________

__________________________________

________________

Total amount available from other sources: 

________________

Amount that I can realistically contribute: 

________________

Amount of money I need from FCC

________________

Please return this form to Rev. Michelle Webber or Rev. Matt Broadbent

This form will only be seen by church ministers and the church treasurer

FCC Office Use Only

Amount of Scholarship Awarded: _____________
Fund to be paid out of: ____________

Authorized Signature: _______________________
Date: __________________________

Transportation
For trips that are with in one days driving distance and are mostly on paved roads, it is recommended to have chaperones drive their private vehicles or borrow vehicles from church members, with a minimum of one mini-van or truck that can be used primarily to haul gear.  This keeps down transportation costs.

When going to Mexico with Amor Ministries, it is preferable to rent vehicles because the roads are very poor and notorious for damaging vehicles.  More than one personal car driven into Mexico on this trip came back with suspension problems.  However, renting vehicles adds significantly to the cost of the trip and it can be difficult to find companies willing to allow you to take their cars into Mexico.

Flying on Mission Trips is only recommended if no camping gear is needed and the drive would take more than 2 days.  When flying, it is typically necessary to rent vehicles at the airport. 

Drivers must be over 21 years of age and have a valid driver’s license.  Written permission to use the vehicle must be carried in the vehicle at all times.  Written permission to use the vehicle would be the valid registration if the owner is driving, the rental agreement if a rental car, or a letter from the vehicle owner giving permission to FCC staff and volunteers to use a borrowed vehicle.

It is a best practice to have a minimum of one more adult driver than there are cars.  This way, if one of the drivers is too tired to drive, or becomes incapacitated for another reason, there is a driver to take over.  It is best to not plan to spend more than 8 hours driving in any one day and to take as many driving breaks as are needed.
Lodging
While Traveling

If the drive is more than 8 hours long (per driver per vehicle), it is best to do it in 2 days.  There are 2 options for staying overnight while traveling.  The first is to contact a UCC church about halfway or 8 hours through your journey and ask if you can sleep on their floor.  The second is to stay in a motel.  Good motel/hotel prices can be found on-line, but make sure to confirm # of beds in each room and know how you will split-up the group so you know how many rooms you need.  To comply with our safe church policy there should never be a room with one adult and one youth.  
While Working

Many partner agencies will provide lodging facilities as part of their program.  For example, Amor Ministries has camping sites available to all groups.  Make sure to check with the partner agency early on in the planning process to find out if they offer lodging.  

If they do not provide lodging, look for a camp site nearby.  This is a very affordable option.  If there is no campsite, you will need to look early on in the planning process to find a suitable place nearby to stay.  If there is a UCC church near by they may be willing to put you up for the week.   You will just need to figure out how to shower.  As a last resort, check out nearby hotels.  Price them on-line and then make a call to the hotel and see if you can get a deal.

Camping

There is a strong tradition of camping during the Mission Trip.  K.C. McCoy has been instrumental in making our camping experience possible.  As Mama Bird she has provided much of the kitchen gear, done all of the shopping, and has even provided many of the tents.  Look in the Supplies/Packing List section for a complete list of supplies to bring.

It has worked best to have one large tent for all of the female youth, one large tent for all of the male youth, individual tents for each chaperone, and one tent for the food (except when bear lockers are provided by the campsite).  
Food & Water

Sample Menu

Shopping Tips
Mama Bird

Work Crews
Personal Packing List
	Each Person

	PACK all clothes & toiletries in a single soft-sided duffle bag.

	Sleeping bag

	pillow

	foam pad

	toothbrush

	toothpaste

	brush

	soap

	shampoo

	unscented deodorant

	towel

	wash cloth

	flashlight with extra batteries

	small folding camp chair

	sunglasses

	brimmed hat for shade (We will each get a Sanctuary One ball cap when we arrive)

	unscented sunblock

	lip balm

	leather work gloves- break them in now!  Wet them & then wear them for a while

	work shoes (old tennies, etc.)

	modest bathing suit & cover

	warm clothes for evenings (sweatshirts, long pants, etc.)

	1 outfit for camp

	solar shower

	flip flops for showering

	work clothes for 4 days

	2 cotton button up, long sleaved shirts (part of work clothes)

	2 regular rise jeans (no low rise) or overalls (part of work clothes)

	4 old t-shirts- regular length, not belly shirts (part of work clothes)

	Bandana 

	FCC T-shirt (If you have one)

	Money, if desired, for souvenirs on the road

	1 container of homemade chili, frozen (per K.C.'s directions)

	1 container of homemade cookies

	Car Munchies

	small knee pads (if you already have them)

	clear water bottle

	2 dish towels

	plastic bags for wet swim suit

	PJ's

	Underwear/sox

	Your medical insurance card


Group Packing List
	Group Packing List
	 
	Additional for adult camp

	1st aid kit
	1 small per car & 1 large
	1 small

	broom
	2
	 

	cards
	1
	1

	cars
	
	

	Clothes line
	1
	1

	Coffee Funnels
	2
	 

	Coffee Pot
	1
	1

	Cook Stoves
	3
	1

	Cooking Equipment
	 
	yes

	Coolers
	1 large, 4 small
	1

	crow bar
	1
	 

	Dish Soap
	1
	1

	Dish Towels
	30
	10

	Drink Buckets
	2
	1

	Drinking Water 
	2 gallons per person per day 
	yes

	Food Storage Containers
	2- 10 gallon
	yes

	Fuel for stoves
	 
	yes

	ground cloths
	6
	1

	GPS Device
	Per vehicle
	Per vehicle

	Hand Sanitizer
	 
	1

	Iron Skillet
	 
	 

	Jack
	per vehicle
	per vehicle

	Jumper Cables 
	per vehicle
	per vehicle

	Lantern Fuel
	 
	1

	Lanterns
	4
	1

	Large Iron Skillet
	2
	 

	Lug Wrench
	per vehicle
	 

	Mallet
	1
	 

	Matches
	 
	yes

	Memory Book
	 
	yes

	Metal Tent Stakes
	24
	10

	New Hose for Water
	1 (have)
	 

	Paper Bowls
	50
	25

	Paper Cups
	130
	50

	Paper Plates
	200
	50

	Plastic Utensils
	 
	yes

	Plywood
	 
	 

	Prrof of car insurance
	per vehicle
	per vehicle

	Rain Tarps 
	6
	 

	rake
	 
	 

	Saw Horse Stands
	 
	 

	SOS pads
	 
	 

	Spare Keys
	per vehicle
	per vehicle

	Spare Tire
	per vehicle
	per vehicle

	Tables
	3- 4 person, 2 4-person
	 

	Tents
	1- 6 person (girls), 1- 8 person tent (boys), 4- 2 person tents (chaperones)
	1 6 person tent OR 3 2 person tents

	Tie Downs
	 
	yes

	Toilet Paper
	 
	yes

	Trash Bags
	 
	 

	Vehicle Registrations
	per vehicle
	per vehicle

	Wash Basins
	3
	 

	Water Jugs
	5
	 

	Written Permission to use vehicle
	per vehicle
	per vehicle

	Camping Kitchen
	1 
	 

	Plastic Table Cloths
	 
	2


On the Trip
Each car should receive a car packet, including:

A one page list of addresses and phone numbers for all expected stops
Maps & directions from Google or MapQuest
Paper maps that include the whole route, plus the local area where you are working

Any directions provided by the partner organization

Itinerary

Ginger (for car sickness)

Hand Sanitizer or wet wipes

Unscented sun block

First Aid Kit

A list of participants & cell phone numbers

Permission Slips for all participants 

A reimbursement form for trip expenses, along with an envelope in which to keep receipts

Local police # for the trip location, see “calling 911” example from Mission Trip 2012

Each car should designate one phone number to be the official phone.  Communication between cars will happen by text and calling to this one phone.

A lead driver will be designated before each leg of the trip.  Other drivers should attempt to follow the lead driver, but should also pay attention to the written directions in their driver’s packet.  Each driver is responsible for maintaining visual contact with the car in front of them and the car following them.  In the event that visual contact is lost, proceed according to the written directions, and check in via the designated cell phone for the car with whom you have lost visual contact.  In the event that someone in your car needs to stop, contact the other cars via the designated cell phone.  The lead car will take the next logical exit and all other cars should follow.  In the event of an emergency, pull off the road, contact the other cars via the designated cell phone to let them know where you are and what is happening.
Each person should receive the name of one other trip participant who will be their secret buddy.  Secret buddies have 2 daily responsibilities for their buddy.  

1) Ask every day, “How are you?”

2) Do something nice for your buddy

At the end of the week buddies will be revealed.

It is important for youth to know who to look to for direction.  Here is the list of who when

At camp the camp director is in charge.

For meals Mama Bird is in charge.

During program the Chaplain is in charge.

On the worksite the Work Coordinator is in charge.

In a medical emergency the Nurse is in charge.

There will be a memory book known affectionately as “The Book.”  Each participant will have a page and each day will have 2 pages.  For each day 1 page should be a question for the day and the 2nd page should be the summary of the day.  Have a different person do the summary each day.  Throughout the week encourage people to write in the book.  If you can get pictures developed mid week that’s great!  Put them in the book.  If not, get a volunteer to take the books and put pictures in it after the trip.  Share the book with the church at the Thank You event.

There should be a short program each evening run by the chaplain to help participants process their experience both in terms of how it will change their perspectives in the world and putting it in conversation with the stories of our faith.

Writing Thank You cards to church members is a nice touch.  If you bring the list of people who donated and the church directory you can send post cards while on the trip.
One person should be appointed to take the lead on gathering digital media to compile a slide show/video to be used in the thank you event that will happen after the trip.  It is helpful if this person is identified at the beginning of the trip.

Follow-Up
1) Camp Director collects receipts and medical release forms
2) FDB Lead processes reimbursements
3) FDB Lead reconciles budget with treasurer

4) Camp Director and FDB Lead fill out Resource Book Form and turns it into the Camps & Classes Ministry Team of the Faith Development Board, making any notes for next year.
5) Camp Director shreds medical release forms

6) Whole team works together to host a Thank You event for the church.  This can be a breakfast, a picnic, or simply a ministry moment.  Pictures and testimonials are good.  Make sure to actually say, “Thank You, this trip could not happen without you.”

7) Whole team works together to clean and store camping equipment, such as tents.  This can either be a whole group 1 day event shortly after the trip, or items can be divided up and taken home to clean and then returned to the church for pick-up/storage.
In Case of Emergency
On the road

In the event of an emergency, pull off the road and contact the other cars via the designated cell phone to let them know where you are and what is happening.

The adult driver needs to remain with the youth who are in the car.

In the event that someone from your car needs to be taken by emergency vehicle to the hospital, the adult driver should remain with the other youth in the car, find out what hospital they are going to and meet them there.  Contact the other cars as soon as possible to let them know where you are headed.

If there is only one adult in the car and the adult needs to be taken by emergency vehicle to the hospital, NEED A PROCEDURE HERE!
Medical Emergency
Camp nurse should attend to the person in need.

A second adult will assist as needed; including calling 911 if that is merited.

Other chaperones will be in charge of the other youth to keep them calm and out of the way.

Emergency Medical forms should be kept in each vehicle so there is a copy of it to go with the person to the hospital.

In the event that the person needs to go to the hospital, parents or the emergency contact person should be called by the camp nurse or chaplain.  

If a youth needs to go to the hospital, the camp nurse or chaplain should go with them and remain with them.

Make sure to take a cell phone with you and to check in with the director regularly.
Upon release from the hospital, meet the group back at the camp site/lodging location.  

If the injured person needs to go home call the parent or emergency contact to make arrangements.

Getting Lost

It is a best practice for the group to stay together at all times, including when traveling by car.  Each driver should do their best to maintain visual contact with the car in front of them and the car following them.  But once in a while a wrong turn is taken or we loose sight of someone in traffic.  If this happens, try using the designated cell phone to contact the other cars.  In the event that cell phone contact is not possible, return to the camp site/lodging area and wait.  If you are unable to find your way back there, go to the nearest place where your cell phone is functioning, stop and call the other phones until you get a hold of someone to make a plan for getting you back to camp.
Equipment Failure
This category includes problems with camping equipment, personal gear, or vehicles.  There is a small budget line item called “unexpected expenses” which can be used to pay for repairing or replacing equipment.  Any chaperone can make the purchase and be reimbursed.  Make sure to inform the camp director, beforehand if possible, as she is responsible for the budget.  In the event that there is a problem with the personal vehicle that a chaperone has brought on the trip and the problem is related to the driving done on the trip, the chaperone can request of the camp director that the repairs be covered by the unexpected expense funds.  
IN CASE OF EMERGENCY

Jacksonville, Oregon, police dispatch             541-776-7206
Tips for 911 Calling 

Consumers making a 911 call from a wireless phone should remember the following:

· Tell the emergency operator the location of the emergency right away. 

· Provide the emergency operator with your wireless phone number, so if the call gets disconnected, the emergency operator can call you back. 

· PSAPs currently lack the technical capability to receive texts, photos and videos. 

· To help public safety personnel allocate emergency resources, learn and use the designated number in your state for highway accidents or other non life-threatening incidents. States often reserve specific numbers for these types of incidents. For example, “#77” is the number used for highway accidents in Virginia.

� During the trip copies of this form will be kept in the church office, with the trip director, and in the car in which you travel.   The trip director, Camp Nurse, Chaplain, and Church Administrator will have access to this form. After the trip this form will be shredded.





� This page not needed if the youth has an FCC Children & Youth Participation Form on file


� During the trip copies of this form will be kept in the church office, with the trip director, and in the car in which you travel.   The trip director, Camp Nurse, Chaplain, and Church Administrator will have access to this form. After the trip this form will be shredded.
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