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Dear Host Church, 
 
We are so pleased that you are pursuing a LOGOS Encounter for your church. At your 
LOGOS Encounter, participants will receive 
 

1. a comprehensive understanding of Christian relationships 
2. a comprehensive understanding of a balanced approach to ministry with children 

and youth 
3. a comprehensive understanding of the Process of Call 
4. a vision for excellence in nurturing children and youth into discipleship 
5. multiple opportunities for experiential learning of LOGOS  
6. a variety of opportunities to build relationships with other training participants 

through networking, sharing of ideas, learning and worshiping 
 
In addition, your participants will have the advantage of training right “at home.” 
 
This Host Church Guide will help you prepare everything you need for the training, 
including inviting people to attend, organizing supplies and other resources, setting up 
your space, and being an excellent host. 
 
GenOn Ministries is ready to answer all your questions and concerns as you prepare to 
host. Your GenOn contact person can be reached at 877-937-2572. Several weeks 
before your event, you will receive the name, phone number and e-mail address of your 
Team Coordinator, who will also be helpful in preparing your church for your Encounter. 
 
Blessings, 
GenOn Ministries Staff 
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Check List 
 
 Put Encounter date on church calendar. Be sure to include set-up time the prior 

afternoon/evening. 
 
 Sign and return the Official Contract with the $250 initial payment (to cover 

registration for first 2 participants from Host Church) at least 60 days before the 
Encounter date. If making payment by check, send paper contract and check to PO 
Box 4, Springdale, PA 15144. If making payment by credit card, scan and e-mail the 
signed contract to nancyshimpeno@genonministries, then call 877.937.2572 to 
process your credit card. Once the deposit it received, the event will be added to the 
Encounter schedule.  

 
 Invite people from your congregation to attend. Invite other churches, too. Register 

participants on-line. FIRST 2 PARTICIPANTS FROM HOST CHURCH WERE 
REGISTERED WHEN INITIAL PAYMENT WAS MADE AND SHOULD NOT BE 
REGISTERED ON-LINE. [see page 5]  

 
 Review the Encounter agenda (sent separately) AND note where volunteer helpers 

are needed.  
 
 Invite volunteers to help with set-up, registration , meal preparation, piano 

accompaniment, clean-up, and taking pictures. 
 
 Plan menus for meal and snacks.  [see pages 10-11] 
 
 Provide workbooks for participants from the Host Church. Provide nametags for all 

participants. [see page 9] 
 
 Prepare to have facility set up and all equipment and supplies gathered before the 

Training Team arrives.  [see pages 6-9] 
 
 Make plans for worship with the Encounter Team Coordinator.  [see page 12] 
 
 Clean up and return facility to original set-up.  [see page 12] 
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Preparing to Host 
 
Budgeting 
The Host Church signs a contract and makes the initial payment (usually $250) at least 8 weeks 
before the event. The initial payment will be applied to the total per person cost for the Host 
Church. 
 
A Host Church has the option to pay the minimum registration cost for 25 participants to insure 
that the training takes place. In this case, if registrations from other churches meet or exceed 
the minimum, GenOn will refund the difference to the Host Church so that, in the end, the Host 
Church only pays for their actual participants.  
 
GenOn Ministries will e-mail the total number of participants registered to the Host Church by 
the Wednesday immediately before the event. 
 
Participants from other churches will pay a Food Fee ($8 per person) to the Host Church upon 
arrival to cover the cost of food. The Host Church may decline this fee. 
 
Churches reducing the number of registrations more than 2 weeks before the Encounter will 
receive a full refund for those who have canceled. Churches reducing the number of 
registrations within 2 weeks of the Encounter will receive a refund for those who have canceled 
minus a $25 per person administrative fee for those cancelations. 
 
If the minimum number of registrations (25) is not entered on-line by 21 days before the event 
and the Host Church has not paid the minimum cost, the event will be either modified to have 1 
training leader OR canceled with the cost per participant minus a $10 administrative fee per 
person being refunded to each church. This decision will be made by GenOn Ministries staff. 
 
 
 
Plan for the following costs incurred in hosting training:  
 
Training fee ($125 x number of Host Church participants) __________ 
 
Meal (see note above about Food Fee) __________ 
 
Snacks and Drinks (see note above about Food Fee) __________ 
 
Nametags __________ 
 
Workbooks (see page 9) __________ 
 
Equipment and supplies not already available at the church  __________ 
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Extending an Invitation to Participate 
One of the biggest benefits of hosting a LOGOS Encounter is the convenience of training right 
in your own church. In addition, training is enhanced when multiple churches train together. 
Your GenOn Ministries contact person can help with suggestions and contact information for 
area churches that may be interested in attending your event.  
 
To encourage people to attend:  
 
• Publicize early and often. GenOn Ministries will provide a flyer for your event for you to print 

or send electronically. 
 

 Refer to the training event as a retreat. 
 
 Form a core group of 2-3 people to commit to attending and then start promoting to others.  

Not many like to be the first (or only) to sign up for something.  
 
 As people commit, publicize their names to build excitement and momentum. 
 
 Be clear that this is not for leaders only.  All volunteers and other church supporters will 

benefit, as will the entire congregation. 
 
 Consider providing child care if this is a stumbling block for someone to attend. Be sure to 

follow the safety guidelines of your church when making these arrangements.   
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 Facility Set Up and Equipment/Supplies 
 

Please have all furniture set up, and gather all equipment and supplies before the 
Training Team arrives.  There may be some re-arranging, but tables and chairs need to 
be generally ready. 
 
Registration Station  
Set up at least 2-3 long tables in a roomy area near the church entrance. Put pens and 
registration forms on one table. The Team Coordinator will bring a blank registration form to be 
copied to the event. 
 
Put pens/pencils and blank registration forms on one table. Participants will to complete the 
registration form at this table.  
 
On the second table, put nametags and bold markers. Each person will make a nametag using 
their FIRST name. 
 
On a third table, or at one end of the other tables, participants can pay their food fee. 
 
Learning Area  
The learning area is where most of the training will take place.  The learning area may be in a 
separate room, or it may be in one part of a large room (such as a fellowship hall) with the other 
part set up as the dining area.  (See sample set up diagrams on the following page.) 
 
Choose a room with good lighting (natural light is preferable), adequate space for tables and 
chairs for the expected number of participants PLUS some room to move around easily among 
the tables. A sound system and microphone will be necessary in most cases. 
 
The learning area is intended to be as “learner focused” as possible.  Use either round tables or 
square “islands” formed by putting two long tables together, with 4-8 chairs around tables so 
learners are facing one another.  Be sure each person will have plenty of space for materials. 
 
Set up a screen, projector and speakers in an area of the room where lighting allows best 
visibility of projected images, and access to power outlets is available.  Set up a podium or 
music stand and an easel with newsprint near the screen. 
 
One long or round table in the back of the room with 2 chairs should be set up to serve as the 
Training Team table. 
 
Dining Area  
The dining area may be in a separate room or in one part of a large room (such as a fellowship 
hall) with the other part set up as the learning area.  (See sample set up diagrams on the 
following page.)   
 
The dining area should have easy access to the kitchen.  If the dining area and learning area 
are in the same room, the kitchen crew should plan to set tables as quietly as possible, or at 
times when the training participants are in another part of the building. 
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Tables in the dining area should be set up similar to the tables in the learning area. If the church 
does not have enough round tables for both areas, use the round tables for the learning area. 
 

 

Sample Set Up Diagrams for Learning Area and Dining Area 
 
Round Tables 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Island Tables   
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Snack Area  
Secure a location for snacks to be served where traffic can flow easily.  For larger groups (over 
50 participants), there may need to be 2 snack locations. Set up tables for this area as needed. 
 
Worship Area  
The worship area is the sanctuary or chapel (if adequate for the number of participants) and is 
used for some worship skills rehearsals and worship. A piano is needed in the worship area.  A 
small podium or music stand, a sound system and microphone should also be available. 
 
Recreation Area  
The recreation area may be any open space large enough for the expected number of 
participants to mingle, group in several circles and/or teams and move about without being over-
crowded.  When weather conditions are favorable, recreation may be outside. 
 
Break-Out Areas  
At several points during the training, the participants may divide into several small groups for 
various sessions.  The learning area, the dining area, the worship area and available 
classrooms may be used for these sessions.  
 
Internet 
If internet is available in the learning area, provide the Team Coordinator with the necessary 
information for accessing the internet. 
 
Equipment and Supplies  
_____ Grounded Extension Cord 

_____ Power Strip 

_____ Large Screen 

_____ Projector & speakers for showing PowerPoint (and necessary cables) 

_____ Remote control for PowerPoint 

_____ Portable CD player 

_____ Lectern 

_____ Microphone and stand 

_____ Easel & Newsprint 

_____ Tall Stool (if readily available) 

_____ Wall clock in the learning area 

_____ Nametags for participants (see page 9) 

_____ 4 large markers (red, blue, green, black) that will not bleed through paper 

_____ Materials to attach easel paper to walls (push pins, painter’s tape, etc.) 

_____ 2-3 Bibles for each table 
 
One of the Training Team members will bring a laptop. If your church does not own the 
technology equipment, you will need to make arrangements to borrow it, possibly from your 
denominational office or a neighboring church. 
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Workbooks 
The workbook document will be e-mailed to the contact person of each church attending. Each 
church will be responsible for providing workbooks for their participants using ONE of the 
following options: 

1. E-mail the workbook to each of your church’s participants so they can print it themselves 
or access it on their tablet/ipad. 

2. Print enough workbooks for your church’s delegation. 
 
 
Nametags 
Learning names at a GenOn Ministries training event is very important to relationship building. 
Please provide either pre-printed name tags (with the first name printed VERY LARGE) or blank 
tags with instructions for each participant to print their first name VERY LARGE. Nametags can 
be pin on, hang tag, or stickers.  
 
Pictures 
GenOn Ministries uses pictures from Encounters for our web site and other publicity materials. 
Because training leaders are busy leading the event, it is helpful when the Host Church can 
arrange for a few pictures to be taken throughout the day, either by someone who comes just to 
take pictures or by a participant attending the training. After the Encounter, pictures can be e-
mailed to suzielane@genonministries.org or lizperraud@genonminsitries.org. And, to share the 
event with the whole church, the Host Church is encouraged to include these pictures 
newsletters and other publicity about LOGOS. 
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Meals and Snacks 
 
Meals 
Make arrangements to serve lunch family style during the Encounter. The theme, menu, and 
decorations are chosen and prepared by the Host Church. Gather, make, or purchase items for 
simple table decorations to coordinate with the theme. One of the training leaders will serve as 
Dinner Dean, and will plan the grace, thank you, and activity. 
 
Choose one of the following themes/menus for the meal: 
 
• Achoo! No…Not the Flu! 

Suggested menu: Chicken noodle soup, saltine or goldfish crackers, grilled 
cheese sandwiches, fruit or gelatin, milk or juice 
Suggested decorations: A few boxes of tissues on each table stacked up, 2 unopened (to 
be used in classrooms later), and one on the top that is opened 
On the wall at the front, a banner reading “Achoo! No…Not the Flu!” with smaller posters 
with enlarged pictures of any or all of the following items: 

A person with a stuffy nose 
Tissue boxes 
“Call the Doctor for your flu shot!”  
“Get Well Soon!” card 

 
• LOGOS Beach Party 

Suggested menu: barbeque, burgers, hot dogs, veggies & dip, fries, ice pops 
Suggested decorations: Seashells in sand, purchased or homemade palm trees (use 
paper towel rolls covered in brown construction paper and make shades of green palm 
prawns; insert into roll). Decorate walls with flamingos/palm trees (Dollar store bargains) or 
build your own beach set using a beach chair/beach towels/beach balls/shells and maybe a 
beach umbrella! Play Beach Boys or tropical/Caribbean music. 

 
• Off to the Gold Fish Races 

Suggested menu: Fish sandwiches, gelatin with gummy fish, carrots and celery sticks, 
chips, ice cream cups 
Suggested decorations: Have a clear bowl with blue tissue or shredded paper and plastic 
fish in it.  Use blue tablecloths, like water. Have little plastic fishing poles and little fish around 
the bowl. 

 
• Christmas in                              (insert Encounter month) 

Suggested menu:  Ham, potatoes, green beans, rolls, Christmas cookies. 
Suggested decorations: Christmas decorations 

 
• Talk Like a Pirate 

Suggested menu:  Spaghetti, salad, bread, pirate cupcakes 
Suggested decorations: Treasure chests, gold coins, bandanas 
 

• Luau 
Suggested menu:  Pork tenderloin, fruit plate, rice, bread, coconut cake or pineapple 
upside down cake 
Suggested decorations: Pineapples, coconuts, leis, grass skirts  
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Invite people to serve on cook teams for set up, meal preparation and clean up. 
 
Meal planning tips  

• Avoid all peanut products. 

• Meals are to be served family style (not buffet or cafeteria style) with serving bowls, 
platters and pitchers for each table. 

• Training participants will serve, refill and clear tables as part of the learning experience. 

• Set up a food station where servers from each table can pick up serving bowls, platters 
and pitchers to deliver to their table. 

• Provide items to help each table clean up at the end of the meal, like trays, bus bins, 
rubber scrapers, garbage cans, carts or table for dirty dishes. 

• Non-disposable dishes and utensils are to be used if at all possible (or as planned). 

• Plan menus that appeal to adults, including some fresh fruit and vegetables.  Be sure 
adequate food is prepared for adult portions. 

• Appropriate beverages for meals include iced tea, water, coffee. 
 
Snacks 
Plan to extend hospitality by serving snacks and beverages during the short breaks and simple 
breakfast foods upon arrival Saturday morning. Secure a location for snacks where traffic can 
flow easily.  For larger groups (over 50 participants), there may need to be two snack locations. 
 
Check the training schedule to determine appropriate break times when snacks should be ready 
for participants.  Choose light, energizing, healthy snacks which are available for quick and 
efficient distribution. 

• Beverage suggestions – coffee, tea (hot and cold), iced water, fruit juice, cold sodas 
(consider caffeine for the afternoon). 

• Breakfast items – yogurt, fruit, muffins, bagels. 
• Snack suggestions – fruit, finger veggies, muffins, cheese and crackers, granola bars, 

pretzels, cookies, individual assorted candies, popcorn, snack mix.  Avoid all peanut 
products. 
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Music and Worship 
 

Worship Skills Rehearsals 
During Worship Skills sessions, the sanctuary or chapel and additional rehearsal rooms may be 
needed.   Sessions may include the use of hand bells or hand chimes. The Team Coordinator 
will check with the Host Church Contact about the availability of these items. 
 
Worship Service 
Worship will be held in a sanctuary setting (or smaller setting depending on attendance). The 
Team Coordinator should be informed of any special instructions and guidelines for sanctuary 
use. Arrange for a person to help with lighting and the sound system.  
 
Accompanist 
The accompanist will be providing piano accompaniment during the worship service on 
Saturday afternoon (check agenda for specific times). This accompanist (a volunteer from the 
Host Church) will play for one song/hymn from the Host Church’s songbook/hymnal. The Team 
Coordinator will work with the accompanist to select this piece several weeks in advance. 
Some suggestions are: 
 
Contemporary Songs 
- Here I am To Worship (Chris Tomlin) 

 
Sing the Faith 
- Lord, Be Glorified 
- We Are Called 
- Shine Jesus Shine 
- Together We Serve 
- Bring Forth the Kingdom 
- The Servant Song 

 
John Bell (Wild Goose Resource Group) 
- The Lord is my Light: from I Will Not Sing Alone 

 
Hymns 
- Jesu, Jesu, Fill Us with Your Love 
- I’m Gonna Live So God Can Use Me 
- Lord I want to be a Christian 
- Arise, Your Light is Come! 
- God of Grace and God of Glory 
- Lord Speak to Me, that I May Speak 

Finishing Up 
 
At the conclusion of the training event, Host Church volunteers will put away any necessary 
equipment, return chairs and tables to their original locations, and make arrangements to e-mail 
pictures to GenOn Ministries staff. 

The Team Coordinator will collect completed registration forms. 
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