Weekend Assignments for Assistant Rectors

Rollista Rector:






Friday - 











Saturday – 










Sunday – 


BE SENSITIVE TO ROLLISTA’S NEEDS!!!

1. 
If Rollo is scheduled around mealtime, please check with rollista and make meal arrangements
accordingly.

2. 
Send Rollista to get dressed at the proper time. Find out which room they are changing in.  Give ‘Before Rollo’ mail.
3. 
Ask if someone (if they are free) is going to accompany them to chapel or listen to the talk. 
4. 
Take Rollista to Palanca Chapel.  In Palanca Chapel, have a signal to Chapel Rector when you want the prayers to end.

5.
Give the notes and props to the Conference Room Rector to place on podium. Or take them to the podium. 
6. 
Notify the sound person to put mic on Rollista.  Have Kleenex and mirror in waiting area, and possibly water.

7.
Remind Rollista the length of Rollo. Discuss how to notify Rollista if getting close to allotted time, (stand in back of room, hold up a white or colored sheet of paper, etc.).  Also determine at what point in the talk they want notified: 5, 10 or 15 minutes before the end of their allotted time.  Communicate how the Rollista will acknowledge your signal. 

8. 
Remind each Rollista that each speaker has been called by God to give this specific message in a specific amount of time! 

9.
Keep track of start and stop time because some Rollistas want to know.

10.  
After Rollo, ask the Coordinating Rector (time keeper) to notify the Palanca Chapel that the Rollista is on the way.  Take her/him back to Chapel to be prayed down. Remind Rollista not to return to Conference room until discussion and poster are finished. 

Conference Room Rector:





Friday - 











Saturday – 










Sunday – 

1. 
Secure persons for grace, thanks, Bible enthronement and recessional. Discuss with Pastors to see if they are getting readers for liturgy or if they want you to.  If the Pastors are getting the liturgy readers, give the chart to them to remind them.  Get names to the 
Rectors and make sure they write them on their schedule or put a sticky note in the rector’s schedule / notebook.   If you are getting readers for liturgy, write the names on each of the Pastors’ schedule or put a sticky note on each Pastor’s schedule/notebook.  Mark the scripture for the Bible Enthronement (am) and recessional (pm). 



2.
Keep the list of participants in the above updated. 

3.
Take notes and props to podium, if necessary.  Make sure there is a clean glass of water and Kleenex on the podium.  If the overhead is needed, check to see if overhead is set to R or L and is cleaned and have marking pens that work.
4.
After Rollo, gather up and return rollista’s notes, props, etc.

5.
Keep track of table participation during decuria. 

6. 
On Thursday night, check to see that the cross is not on the enthronement table.

7. 
Check with audio person to confirm that Alfredo is ready on Saturday.  Find Christian Growth Cards needed for Sunday. 
8.
Be sure to check on the snack table during the day, especially water.  Notify the designated snack person or Palanca Rector or if anything is needed. 


9.
Pick up prayer/praise requests from enthronement table and give to the designated person or Palanca or Chapel Rector for the 24-hour prayer vigil.

10.
Assist with direction of table leaders to Chapel family visits.  Keep them on schedule, notifying them when time is up.  Be sensitive to the Table families as it is difficult when group is in prayer!  Confirm that each ‘family’ visits the Palanca Chapel on Saturday or Sunday.

11. 
Be alert to and available for anything – even emergencies.   

Coordinating Rector:





Friday - 











Saturday – 










Sunday – 

1. 
You are the timekeeper, #1 job. Coordinate times with the Palanca Rectors.  Let cook(s) know ½ hour before meals.


2.
Have ear-piece and radio on you at all times!  Step out of the conference room when talking on the radio.  On Thursday, test that the Conference Room radio can make contact with others.  You may need to step outside if you are at the camp ground. 
3.
Ring the outside bell, 5 times according to schedule.  Bring gloves if necessary.
4.
Notify table leaders when discussion time (10 min), poster time (10 min) and break time is up    (10 min).

5.
Assist with direction of table leaders to Chapel family visits.  Keep them on schedule, notifying them when time is up.  Be sensitive to the Table families as it is difficult when group is in prayer!  Confirm that each ‘family’ visits the Palanca Chapel on Saturday or Sunday.
6.
At mealtime, inform Palanca team just before we offer grace and thanks so there won’t be excessive noise.

7.
When behind schedule, offer suggestions for getting back on schedule. 

8.
Notify Palanca Chapel when the rollista is ready to return to be prayed down. 

9. 
Be alert to and available for anything – even emergencies. 

Pastors





 

1. 
Line up readers for liturgies and fill out chart for the Fall Weekend.  For Teen Challenge coordinate with the Conference Room Rector as they are doing this.

All Assistant Rectors





 

1. 
Carry a bell at all times and help us keep ours.

2. 
Be alert for problems before they happen.  Please remind us of things we may have forgotten.

3. 
Keep notes for next year and correct our mistakes of this year.

4.
Take care of medication and/or special diets for people if they need help. Fall only.
5.
Help take auxiliaries to Palanca Chapel and check on tables gone for Chapel visits. 

6. 
Take over during PERSEVERANCE Rector’s Rollo.

7.
Contact Palanca Rector to notify 4th day community we are ready for them to see candidates.
8.
You are to be overseers of all duties, being our hands and feet since we are not to leave the Conference room/Candidates.  Please help keep us relaxed and ALERT by offering your advice, counsel, support and encouragement.  All is much appreciated.

9.
ALL ASSISTANT RECTORS SHOULD KEEP THE WEEKEND SCHEDULE WITH THEM AT ALL TIMES!!!!
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