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Introduction 
 

The Training Leader Prep Guide is primarily for preparation and leadership of a LOGOS Encounter. In 
order to use this guide when leading workshops and other training events, simply substitute the name 
of the workshop/events for “LOGOS” or “Encounter” throughout this guide. 
 

The Training Leader Prep Guide describes responsibilities, processes and best practices for training 
leaders for LOGOS Encounters or other events. These terms are used in the guide: 

 Training leader(s), leadership team – refers to all leaders 

 Team Coordinator – the leadership team member on multi-person teams who oversees the 
event details and other members of the leadership team 

 Team member – all training leaders other than the Team Coordinator 
 

Responsibilities and Expectations 
 

As God’s chosen ones, holy and beloved, clothe yourselves with compassion, kindness, humility, 
meekness, and patience. Bear with one another and, if anyone has a complaint against one another, 
forgive each other; just as the Lord has forgiven you, so you must also forgive. Above all, clothe 
yourselves with love, which binds everything together in perfect harmony. And, let the peace of Christ 
rule in your hearts, to which indeed you were called in the one body.  And be thankful.  Let the word of 
Christ dwell in you richly; teach and admonish one another in all wisdom; and with gratitude in your 
hearts sing psalms, hymns, and spiritual songs to God.  And, whatever you do, in word or deed, do 
everything in the name of the Lord Jesus, giving thanks to God the Father through him. 
Colossians 3:12-17 
 

GenOn Ministries’ training leaders are called to serve based on the following. They love God, love others 
and have gifts to share. They exhibit a mature Christian faith and show a commitment to ministry with 
children and youth. They demonstrate good relational skills with adults, can articulate and share their 
enthusiasm and passion for GenOn Ministries and LOGOS, and they feel called to LOGOS ministry 
beyond their local congregation. Training leaders understand LOGOS Key Practices, the definition of 
LOGOS, and the significance of LOGOS training. 
 

Training leaders provide leadership at LOGOS Encounters and other training events. They are proficient 
at public speaking and leading and inspiring others. Training leaders are resourceful, flexible, reliable 
and responsible. They are good team players, and practice the only rule of LOGOS: to treat each person 
as a child of God. Expectations of training leaders: 
1. Use current training materials, including this Training Leader Prep Guide, and adapt as materials are 

revised 
2. Commit at least 10 hours to thoroughly prepare for each Encounter, and at least 5 hours of 

preparation for each workshop topic 
3. Reflect accumulated ministry experience (AME) more than personal experience with LOGOS 
4. Familiar with the GenOn Ministries website 
5. Understand LOGOS Toolkit and familiar with other GenOn resources 
6. Keep track of and file expenses promptly after a training event 
7. Commit to leading one or two Encounters and/or workshops per year, accept assignments with six 

weeks’ notice 
 

Training and support are provided by the GenOn Ministries staff, mentoring by experienced training leaders 
and 24/7 access to all resources. 
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Preparing for the Encounter 
 
As we strive for excellence in training, we ask training leaders commit to at least 10 hours of preparation 
for each Encounter following directions in the LOGOS Leader Guide and using material from the LOGOS 
Toolkit, GenOn resources, and the GenOn website. Training leaders strive to reflect the accumulated 
ministry experience (AME) of LOGOS rather than personal experience with LOGOS. Training leaders 
should frequently reference particular information on the GenOn Ministries website and in LOGOS 
Toolkit. 
 
Tips for excellent preparation: 
1. Pray for God's guidance. 

2. Read “Defining LOGOS” in the LOGOS Toolkit. 

3. Follow the current Leader Guide. 

a. For each presentation, note the goals, time allowed, what needs to be read when preparing, 
supplies, and what to do before each session starts. 

b. Learn presentations well enough that you are not tempted to read whole sessions to the 
participants so that the presentations can be delivered using your own style.  

c. Supplement the material in the Leader Guide using information from the LOGOS Toolkit and 
short personal stories that illustrate the point. When adding information or a story, pay careful 
attention to the timing of the session. TIP: write a script for each personal story to keep time 
under control! 

d. Note the presentations before and after yours. Plan for ways to build on the previous 
presentation and lay the groundwork to introduce the following presentation. 

e. Do the activities included make sense? Can you lead them comfortably?  Do you know the 
answers to questions you will be asking and answers to questions that may be asked of you? Do 
you have all the materials required? 

f. After a presentation, use the Leader Guide as a checklist. Did you cover everything? If not, are 
there other ways to include the missed information/activity before the end of the day? 

4. Presentation must match the workbook pages so that the participants can easily follow and take 
notes. 

5. Practice sessions aloud, using the PowerPoint slides, timing presentations until you can lead the 
session smoothly in the time allotted. Write in times at key points in the presentation. 
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Leading the Encounter 
 
To offer excellent training, leadership teams come to an Encounter well prepared. They are relaxed and 
enjoy the experience. They have been in prayer for themselves, other training leaders and the 
Encounter participants. And, they are skilled at advancing PowerPoint slides at the correct time. 
 
Tips for excellent leadership: 
1. Begin the session by calling the participants’ attention to the pages in the workbook for that session.  

Call attention to the “To Learn More” box on the workbook pages. 

2. Do what is comfortable for you and keeps you on track and on time.   

3. Avoid referencing your own church’s LOGOS experience too often.  

4. Listen to sessions led by other training leaders. Look for ways to connect to their presentations.  
(Not everyone can do this right away.  It is a goal toward which we are all working.) 

5. To keep presentations on track: 

 If a question is asked that is off-topic, thank the person for the question and say that you will be 
happy to answer the question during the next break, or over lunch. 

 If small group discussions go off-track, bring groups back to the appropriate topic by asking a 
specific question or by asking if they are ready to report back to the whole group. 

 If one person tends to dominate answers, ask people to raise hands to share answers. That way, 
you can choose who will speak. Some questions will be answered in later sessions. Feel free to 
indicate that rather than answer the question at that time. 

6. When you forget to say something important, be assured the other training leader(s) can pick up the 
lost thought. Be supportive and helpful of the leadership team.  

7. When leading, take the appropriate pages from the Leader Guide and the workbook page(s) to the 
podium.  Refer to the workbook often to remind you of the material the participants have in front of 
them and keep you on track. 

8. Pay attention to the PowerPoint slides, making sure to advance slides when appropriate. If a slide is 
skipped, simply move on. 

 

Remember we are all in this together, working together as one body.  God is good, all the time! When 
we are as prepared as possible we can put our trust and faith in God, knowing the participants will leave 
equipped and inspired, because of – and sometimes in spite of -- what we do! 

If you have doubts or questions, call your Team Coordinator, Liz, Betsy or Suzie. 
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Best Practices 
 
Best Practices of excellent training leaders are: 
 

 Build relationships. The first priority of all training leaders is to grow Christian relationships by 
modeling the only rule of LOGOS: Treat every person as a child of God. Participants will learn much 
from the way training leaders interact with each other as a team - and with them. 
 

 Master the material. Knowing and understanding the material, and operating PowerPoint with skill 
and accuracy, portray a training leader who is confident, prepared and proficient. Reading Leader 
Guide material and/or PowerPoint slides to participants does not reflect excellent training 
leadership.  
 

 Be confident. Confidence is important in being an excellent training leader, and comes from 
thorough preparation. It is important to allow more than enough time to practice the material 
beforehand, and to get all questions answered by the Team Coordinator or GenOn staff. Confidence 
will grow with significant practice. 
 

 Be Prompt.  Start and stop sessions on time. This is an important part of how the leadership team 
interacts, and fosters mutual respect. 
 

 Dress appropriately. Clothing should be neat in appearance, yet comfortable for active participation 
in all parts of the training experience. Business casual dress should be observed.  Appropriate 
examples include casual dresses, skirts, jumpers, slacks and shirt. Jackets or sweaters are often 
necessary for comfort indoors. T-shirts, jeans, sweatpants and shorts are not appropriate. 
 

 Participate.  Play the games, participate in discussions, and interact with participants throughout 
the day and be fully engaged. Avoid side conversations during presentations and make sure your 
phone is silent. Taking pictures during the day is a good idea. 
 

 Gather your supplies. The Host church is responsible for providing all materials listed in How to 
Bring a LOGOS Encounter to Your Church. Any other supplies needed for presentations (i.e. Family 
Time, recreation) should be procured by the training leaders, either by bringing from home or 
purchasing after arriving in the Encounter town. Host churches may provide supplies that they have 
on hand, but should not be expected to purchase anything other than items on their materials list. 
 

 Be Creative! 
Use creative ways to break into groups, for example: 
 Deck of playing cards; match suits, numbers, etc. to form groups 
 Group by birth months, day of the birth month, last two digits of telephone number 
 Alphabetical order according to the first or last letter of first or last name, birth state, etc. 
 Prefer to ride a bike or walk, prefer to ride a bus or fly 
 Number of years in LOGOS, favorite part of LOGOS 
 Favorite meal of the day, favorite food (kinds of desserts, vegetables, meats, fruits) 
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Team Coordinators 
 
Team Coordinators oversee the leadership team for training events. They are experienced training 
leaders who model organization, resourcefulness, commitment and sensitivity. They communicate 
expectations clearly and anticipate potential issues. The roles of the Team Coordinator are: 
 
Coach and Mentor 

 Nurtures team members to do their best work 

 Makes agenda assignments 

 Verifies that team members have the appropriate Leader Guide, workbook and PowerPoint 
presentation, and other materials 

 Communicates regularly with team 

 Anticipates and empowers good "flow" of sessions 

 Models effective leadership 

 Affirms good sessions and teamwork 
 

Liaison with Host Church 

 Communicates regularly with Host contact person 

 Reviews How to Bring a LOGOS Encounter to Your Church with Host church contact 

 Seeks answers/solutions as needed 
 

Business Manager 

 Coordinates team arrangements (airline tickets, rental car, lodging, meals) 

 Submits pro forma of estimated expenses before the Encounter, and actual expenses after the 
Encounter 

 Submits email list the day of the training, and all other closing pieces within 1 week of the 
training event 

 Manages set-up, registration and finishing 
 

Encounter Timeline 
 

By the end of a LOGOS Encounter, participants will have: 
1. a comprehensive understanding of Key Practices and the How and Why of the 4 parts 
2. a vision for excellence in nurturing children and youth into discipleship 
3. experienced all four parts of LOGOS  
4. built relationships with other training participants through networking, sharing of ideas, learning 

and worshiping 
 

6-8 weeks before Encounter 
1. LOGOS Encounter is confirmed via signed contract. 
2. Betsy assigns team for the Encounter and sends an email with a pro forma to the team giving them 

the host church information and steps for getting started. 
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4-6 weeks before Encounter 
1. Team Coordinator prints Leader Guide, workbook, Encounter agenda from the Training Leader 

webpage. Team Coordinator downloads the PowerPoint file.  
2. Team Coordinator contacts Host church to review the Hosting Responsibilities section of How to 

Bring a LOGOS to Your Church. 
3. Team Coordinator contacts team member(s) to: 

a. assist them in downloading Leader Guide, workbook, PowerPoint file and agenda 
b. decide on presentations for the agenda 
c. discuss travel plans 

4. Team Coordinator completes estimated expenses (yellow portion) on pro forma and emails pro 
forma to Betsy. 

5. Team Coordinator creates the Encounter agenda and sends to Betsy. 
 

2 weeks before Encounter 
1. GenOn Ministries staff approves the pro forma as written or requests changes for approval. 
2. When the pro forma is approved, Betsy will instruct the team members to purchase plane tickets 

and reserve rental cars and lodging. No travel plans can be booked until the pro forma is approved. 
3. The Team Coordinator contacts Host church to confirm arrangements. Items to address: 

a. The set-up time on Friday. Who will meet the team at the church? 
b. Host church provides nametags. Peel and stick labels with fat markers are best. 
c. Host church provides copies of registration forms, and the Email List from How to Bring a LOGOS 

Encounter to Your Church. 
d. Host church prints workbook for its participants. 
e. Host Church provides projector, screen, and speakers in the learning space. 
f. Set up of the learning space and dining area 
g. Is there wi-fi in learning space? 
h. What are the theme and menu for lunch? 
i. For new churches, review process for serving a LOGOS-style meal. 
j. What space will be used for worship? Recreation? Worship Arts experiences? 
k. Get contact information for accompanist. Team Coordinator contacts that person to choose 

song for closing worship.  
4. Team Coordinator contacts team member to ask/answer questions, and determine who will bring 

laptop and remote to the Encounter (Team Coordinators may purchase one remote using their 
GenOn credit card). 

5. Team Coordinator schedules a conference call with team members and Betsy at least 10 days before 
event date (Betsy will initiate the call using GenOn Ministries’ phone system). Training leaders will 
prepare presentations before the conference call.  

 

10 days before Encounter 
The conference call for team members and Betsy takes place to review event and travel arrangements, 
answer questions, make final plans for Encounter. 
 

Day before Encounter 
Training Leaders coordinate their arrival times and meet the Host contact at the Host church in the 
afternoon to finalize set up, test PowerPoint slides and video, and prepare needed materials. Team 
members meet to review agenda and discuss any details and logistics.  
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Day of Encounter 
Arrive 30 minutes before registration opens. When all participants have arrived and signed in at 
registration using the Email List, send the list to Betsy at betsydishman@genonministries.org the same 
day. The Email List form can be available electronically using an extra tablet or laptop for participants to 
type in their information, or can be printed for participants to handwrite their information. The 
electronic version is preferred. 
 

Monday following Encounter 
1. Betsy sends email to leadership team with a reminder to complete all forms and reports within 1 

week of the training. 
2. Liz sends an email to participants (using Email List) with link to online evaluation. 
 

It is important for the Team Coordinator to close an Encounter within 10 days after the Encounter 
date so that office staff can close the event within 2 weeks after the Encounter date. 

 

1-3 days after Encounter 
1. Team member completes Team Member Report.  
2. Team member completes a Record of Receipts for their own expenses and sends it and copies of all 

receipts (preferably, via email) to Team Coordinator. 
 

Within 1 week after Encounter 
1. Betsy receives Registration Forms from Team Coordinator.  
2. Team Coordinator completes Team Coordinator Report. 
3. Team Coordinator receives Record of Receipts from team members and puts all expenses on the pro 

forma (green section) making sure that totals of actual expenses on the pro forma, totals on all 
Records of Receipts, and all receipts match. 

4. Team Coordinator completes online Leader Recommendation Form, if applicable. 
5. Team Coordinator sends the following to Betsy via email. 

a. Encounter agenda 
b. Completed pro forma 
c. All Records of Receipts forms, and a copy of the actual receipts 

6. Team Coordinator sends thank you notes to Host church and team member(s). 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:betsydishman@genonministries.org
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Materials 
 
The following Training Leader materials are available for download on the Training Leader page: 
http://www.genonministries.org/pages/training-leaders.  Current materials should always be used. If in 
doubt, compare the date of previously downloaded materials with date of materials on the Training 
Leader page.  

Leader Guide - Step-by-step directions for each Encounter presentation 
1. Training Leaders download and print Leader Guide and put in a notebook OR use it on a tablet. 
2. Follow the Leader Guide in preparing to lead your LOGOS Encounter. The format of each session: 

a. Each presentation starts with goals, time, information to read in preparation, supplies and 
how to set up. 

b. In the presentation directions, instructions for activities are highlighted in gray with 
italicized text. Information to convey or teach has no highlights and is not italicized. [PPT] in 
red indicates when to advance a PowerPoint slide. A squared question mark indicates 
question(s) to ask participants, and a picture of 3 people together indicates a group activity. 

 

Workbook - Used by participants to take notes during training 
1. Churches print workbooks for each of their participants.  
2. Training leaders download and print a workbook for their own use.  

 

PowerPoint Slides - Used during the Encounter, follows the Agenda, works with Microsoft and Apple 
1. Download and practice advancing slides according to Leader Guide marks ([PPT]) 
2. Use a remote to advance or black out slides 
 

Agenda - Used to designate the schedule for the day and who will lead each presentation 

1. Team Coordinator downloads agenda from Training Leader page, assigns leaders, and emails to 
team member(s)  

 

How to Bring a LOGOS Encounter to Your Church – Used by Host church and Team Coordinator 

1. Contains Sample Letter of Intent, Sample Contract, and Hosting Responsibilities for host churches 
2. Contains information for Team Coordinator to communicate with Host church, and team members 

to understand hosting responsibilities 
3. Training leaders can read online at the website, or download from the training leader page 
 

Tax Exempt Form - Used by Team Coordinator when booking hotel stays 
1. When making hotel reservations, ask if the form can be used.  
2. Download and print 1 form to provide to hotel. 

 
 
 
 
 
 
 

http://www.genonministries.org/pages/training-leaders
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Record of Receipts 
 

This form is used to 1) report receipts for an event, 2) request reimbursement, 3) donate expenses. 
 

A separate form is used for each person who has receipts, whether from their GenOn credit card, their 
own pocket/credit card, or another GenOn credit card. Please complete within 3 days for the event. 
 

For an Encounter, if the Team Coordinator covers all expenses for a team, then only 1 form is used for 
the event. It is completed by the Team Coordinator.  
 

If reimbursable expenses are to be donated, complete the form in full, and check the “donate” option 
at the bottom of the form. 
 

Receipts to list on this form: airline tickets, airport parking, tolls, lodging, meals, rental car and gas or 
mileage (2018 mileage rate is .50 per mile), copies for the event. For training events any additional 
supplies needed for presentations need approval from Training Coordinator. 
 

Do not divide receipts between different forms. 
 

To Fill Out This Form 
Gather all receipts for expenses that you have incurred. All receipts listed on this form require an actual 
receipt (paper or digital), with the exception of mileage. Fill out form with the following information: 
 

 Person completing form: name and address of the person who incurred the expenses;            
1 person per form 
 

 Account: Choose either Encounter Training Expenses; Customized Training Expenses; or 
Other. For “Other” type in the name of the other account in the space provided. 

 

 Event, Event date: name of event and the date it took place 
 

 If ANOTHER GENON CARD was used for this event, whose card was it?: name of person, 
other than the team member, whose GenOn credit card was used 

 

 List receipts separately; 1 per column. For each receipt, list the following: 
o Receipt date: date on the receipt; for mileage, use the last date of travel 

o Receipt Vendor and Mileage: List the name of the establishment found on the 

receipt; for mileage reimbursement, list the total miles travelled. 

o Amount to be Reimbursed: This is for expenses that were not put on a GenOn credit 

card; for mileage, multiple the total number of miles travelled by .50. 

o Amount Charged to My GenOn Card: for charges on the GenOn credit card of the 

person filling out this form 

o Amount Charged to Another GenOn Card: for receipts charged by someone other 

than the Team Coordinator or Team Member. Include that person’s name in the 

appropriate place on the form. 
 

 Total all columns. The totals should equal the actual receipts + mileage reimbursement. 
 

 Team member emails the completed form with their receipts to Team Coordinator. 
 

 For Team Coordinators: 
o The total of all Record of Receipts forms for an event should match the total on the pro 

forma (green section). 
o Email all Record of Receipts forms, all receipts and completed pro forma to Betsy. 
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Registration Form - Used to record information about Encounter participants 
 

1. Host church makes copies of blank form in the How to Bring a LOGOS Encounter to Your Church. 
2. Form is filled out by each participant at their seats. 
3. Information on the forms must be accurate, complete (all fields filled out) and legible. 
4. Team Coordinator sends forms to Betsy to arrive 1-3 days after Encounter. Delivery methods: 

scan forms and email document OR enter all information into a spreadsheet and email 
spreadsheet OR as a last resort, mail actual forms to Betsy at 252 Twin Hills Lane, Fishersville, VA 
22939. 

 

Leadership Recommendation Form - Used to recommend a participant for training leadership 

1. An online form to be completed by Team Coordinators after an Encounter. Team Coordinator will 
consult with team member for possible names to be submitted. 

 

Team Coordinator Report or Team Member Report - Used to report on the Encounter 
1. Online survey link is on the training leader webpage for the Team Coordinator and Team Member to 

complete after an Encounter 
2. Must be completed within 1 week of the Encounter 
 

Pro Forma - Used for submitting estimated and actual expenses 
1. Betsy sends pre-filled pro forma to Team Coordinator. 
2. Prior to an Encounter, the Team Coordinator completes green portion of the form with all estimated 

costs for travel, lodging, rental car/mileage, meals and other anticipated costs, and emails the 
completed form to Betsy within 10 days of receiving it. 

3. GenOn staff will approve pro forma within 2 weeks of the event date. 
4. After the Encounter, the Team Coordinator completes the yellow section of the form with actual 

expenses, and sends completed pro forma to Betsy within 1 week after the Encounter. 
 

Travel 
 

Travel arrangements should employ good stewardship of GenOn Ministries’ financial resources as well 
as team members’ time and energy. Team Coordinators have a GenOn Ministries credit card to use for 
lodging, flights, meals, rental car and other covered expenses. When booking travel arrangements, seek 
affordable options that allow for a refund in case an event is cancelled or postponed. If Coordinators 
experience problems with their card, or they do not have a GenOn Ministries credit card, contacted 
Betsy immediately. 
 

Training leaders should coordinate travels plan to arrive in the early afternoon before the Encounter to 
meet the host contact at the church, complete set up, and become familiar with break out rooms and 
layout. If the Host church is well prepared, set up by training leaders should take no more than an hour. 
After setting up, the team may enjoy dinner together. 
 

The all day Saturday Encounter begins at 8:00 am, so training leaders should arrive at the church on the 
training day by 7:30 am. Training concludes at 5:00 pm on Saturday. Team members should plan to be 
available until at least 5:30 pm. It is important to keep these times in mind when making travel 
arrangements. Some Encounters use a split design with a portion happening on Friday evening and the 
remainder on Saturday, finishing by mid-afternoon. 
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Transportation 
1. When deciding whether to fly or drive, consider cost of mileage to/from the airport, airport parking, 

shuttles, and extra hotel nights. If driving, consider the cost of renting a car and purchasing gasoline 
versus mileage reimbursement, and choose the cheaper option. The cost of a rental car plus gas is 
often less expensive than reimbursing mileage. 

2. To calculate mileage, multiply the total number of miles driven by $0.50.  Reimbursed mileage will 
not exceed the least expensive airfare for the same trip. 

3. If flying, choose Southwest if at all possible. Southwest flights are only available at 
www.southwest.com.  
If Southwest is not an option, use online travel agencies (Kayak, Orbitz, Expedia, etc.) to research 
airfare costs. Then, check the airline’s website to see if prices are lower. If prices are the same or 
lower than the online travel agencies, the ticket should be bought from the airline website.  
Jet Blue flights are only available at www.jetblue.com. 

4. Training leaders may not find available return flights late on Saturday evening. In this case, Saturday 
night lodging expenses should be included in the pro forma.  

5. Airline tickets should be purchased as soon as – but not before – pro forma is approved by GenOn 
Ministries’ staff. Airfares often increase as the Encounter date draws closer. 

6. For those flying, one rental car should be used. If team members are driving to the Encounter, a car 
rental may not be necessary. Using Uber or Lyft may also be a cheaper option. The Host church may 
be opened to providing transportation to and from airport, lodging, and church. 

7. Contact GenOn Ministries staff if travel arrangement dilemmas are encountered. 
 

Lodging 
1. Team Coordinators make the arrangements for team members’ accommodations. 
2. Training leaders may have single rooms if they prefer, or may share rooms if they are willing. 
3. Team Coordinators should try to find appropriate lodging in the range of $90-$110 per room.  

However, safety, cleanliness and reasonable proximity to the Host church should be the primary 
considerations.  Be sure to ask for applicable discounts (i.e. AAA, corporate, church or charitable 
rate), and use Tax Exemption Form where accepted. 

4. For smaller Encounters with solo leaders, in order to cover expenses, sometimes a host home will be 
requested by GenOn staff. Training Leaders may indicate their comfort level with host home lodging, 
and any restrictions, on their Training Leader Profile annually. 
 

Meals 
1. Teams often have the opportunity to have a meal together on Friday evening before the Encounter 

on Saturday. GenOn Ministries is pleased to offer these meals to express appreciation for team 
members' investment of time, energy and talent. 

2. Total costs for this meal, including tax & tip, should not exceed $25 per person nor include any adult 
beverages. 

3. GenOn Ministries also covers meal expenses during travel to and from the Encounter, breakfasts 
during the Encounter and other necessary meals before and after. Good stewardship of GenOn 
Ministries’ resources is expected, and meals other than the special “Team Dinner” should not 
exceed $10 per meal, when possible. 

4. Booking hotels with complimentary breakfasts helps to keep costs low. 

http://www.southwest.com/
http://www.jetblue.com/

