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Welcome! 
 

Are you ready to be a real-life small group leader? We can’t wait! Before you start, make 

sure you read through this volunteer handbook. It’ll have everything you need to know 

as you join our ministry, and it’s a great place to reference if you forget something! 

Here are a few things you should know up front: 

THE WIN 

As a small group leader (SGL), we need you to invest in the lives of a few to encourage 

authentic faith. You win when kids have meaningful interactions—both inside and 

outside of small group—that deepen their faith in Jesus and influence their relationships 

with others.  

JOB DESCRIPTION 

What exactly IS a small group leader? A friend? A parent? A coach? A teacher? Here’s 

what we define as a small group leader: 

A small group leader is anyone who chooses to invest in the lives of a few to encourage 

authentic faith.  

Every SGL should do five things: 

● Be Present—Connect their faith to a community by showing up predictably, 

mentally, and randomly. 

● Create a Safe Place—Clarify their faith as they grow by leading the group, 

respecting the process and guarding the heart. 

● Partner with Parents—Nurture an everyday faith by cueing the parent, honoring 

the parent and reinforcing the family.  

● Make it Personal—By your example, inspire their faith by living in community, 

setting priorities and being real.  

● Move Them Out—Engage their faith in a bigger story by moving them to 

someone else, moving them to be the church and moving them to what’s next. 

You can read more about these principles on the next couple of pages! 

 

 



 

 

QUALIFICATIONS 

To be a small group leader, you don’t have to be a Bible scholar, pass a theological 

aptitude test or display a particular set of special spiritual gifts. You don’t even need 

to be that cool! Here’s all you need to do: 

● Love God.  

● Care about kids. 

● Be committed to consistently investing in and caring for your few over a period of 

time. 

● Complete and pass the application, background check and interview process. 

 

EXPECTATIONS 

● Serve weekly. 

● Show up on time. 

● Come prepared with the question and materials you need for group. 

● Attend the appropriate training events and meetings whenever possible. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



What’s Leading Small? 

 
We have a challenge—a BIG challenge. We want to help kids and teenagers develop an 

authentic faith—faith that stays with them when life gets hard, when they have more questions 

than answers and when they graduate and move on to whatever is next in their life. We want 

them to have a faith that lasts.  

We believe that the only way to cultivate authentic faith is through leading small.  

That’s why what you do every week matters! When you lead small, you realize that what you 

do for a few will always have more potential than what you do for many. 

When you lead small, you simply make a choice to invest strategically in the lives of a few over 

time so you can help them build an authentic faith. 

 

Here are a few important graphics you may be curious about: 

 

There are 5 parts of the small group leader job description that we’ll go over in the following 

pages: 

 

 

 

 

 

 

 

 

 



 

 

 

God created us for community. Jesus illustrated community. The Church practiced community. 

That’s why you show up—to connect the faith of your few to a community.  

When you choose to be present, that means you. . . 

1. Show up predictably. 

For most of you, that means weekly. You cannot lead a small group without trust. You cannot 

build a community without trust. And the first step to gaining the trust of your few is making 

sure they know you will show up—predictably. 

2. Show up mentally. 

Check your phone at the door—unless of course you are using it for our app! When you show 

up mentally, you commit to engaging your few in meaningful discussions and to listening—

really listening—to what your students have to say. This means knowing the content ahead of 

time and being mentally prepared to shed some light and scriptural insight into their world. 

They are worth an hour of your attention.  

3. Show up randomly.  

Never underestimate the power of showing up randomly. This may look like a phone call, a 

birthday card, a ball game, a text message, a Facebook post or a postcard from your trip. These 

small connections may seem insignificant, but when you choose to be present in an unexpected 

way, outside of your weekly group time, you reinforce your students’ connection to the 

community you are creating.  

 

 

 

 

 

 

 

 

 

 

 

 



JOURNAL 

Use the space below to record a few things about those in your circle. Go the extra step and 

 bring this book along with a pen and paper to your next meeting and record  

important tidbits about your few.  

 

SHOW UP PREDICTABLY 

Record something specific about each one of your few, and make a note about his or her latest 

accomplishment: 

 

 

 

 

 

 

 

 

 

 

SHOW UP MENTALLY 

Start a practice of writing down prayer requests. This will help you continue to pray throughout 

the week and also give you a way to follow up on specific prayer requests.  

SHOW UP RANDOMLY 

Consider sending a note with a picture of something fun that happened in your circle (on your 

phone or through the mail). 

 

 

 

 

 

 

 

 



 

 

There’s inevitable tension when a group of different people with different personalities and 

backgrounds come together in one place. But what if tension is actually the platform that gives 

you an opportunity to demonstrate that this is a safe place? The safer your environment is, the 

more honestly your few will clarify their faith in the context of your circle.  

When you choose to create a safe place, that means you. . . 

1. Lead the group. 

Lead your group to value acceptance. Lead your group to value confidentiality. Lead your group 

to value honesty. When you do, your few will feel safe to be themselves, share doubts, ask 

questions, admit their struggles and clarify their faith in an authentic way.  

2. Respect the process.  

Authentic faith is a continual process. It’s not static. It is the molding, crafting, shaping and 

changing of faith through time, life experience and reflection. The process isn’t the same for 

everyone. Each individual is different, so celebrate their steps. Refuse to get impatient with the 

process. And let God do what only God can do. 

3. Guard the heart.  

Faith is personal. We often process the most difficult times in our lives through the filter of 

faith which is why, as a SGL, you should expect some pretty tough and even shocking things 

to be revealed during small group time. Your job is to know when to respect confidentiality 

and when you need outside help.  

 

 

 

 

 

 

 

 

 

 

 



JOURNAL 

Use the space below to record a few things about those in your circle. Go the extra step and 

 bring this book along with a pen and paper to your next meeting and record  

important tidbits about your few.  

LEAD THE GROUP 

Write down specific ways you can make your few feel accepted every week in your circle: 

 

 

 

 

 

 

RESPECT THE PROCESS 

When one of your few asks a question, your reaction may be as important as any answer you 

give. Write down three guidelines to help you respond in a way that will allow you to speak 

truth in love and honor the process.  

 

 

 

 

 

 

GUARD THE HEART 

Who is your “boss” as a SGL? Find that person and ask them what your church’s rules are for 

guarding the heart of your few. 

When and who to contact for additional assistance: 

 

 

Boundaries your church has set to protect you and your few: 

 

 

 

 



 

 

No matter what you think about the parents of your few, two things are true. One, every parent 

wants to be a better parent. Two, they will always have more influence than you do. So if you 

want to nurture the kind of faith that lasts, you need to partner with parents.  

When you choose to partner with parents, that means you. . . 

1. Cue the parent. 

When you “cue” the parent, you give them just the right information at just the right time so 

that they can make a move to do more than they might otherwise do. Cueing the parent is 

pretty easy. Just let them know who you are, and tell them what you’re talking about.  

2. Honor the parent. 

Some children struggle with authority. No, scratch that. All children struggle with authority. But 

remember this—if you’re not on the parent’s side, you’re not on the kid’s side. Model what it 

means to respect not only your own parents, but theirs’ as well.  

3. Reinforce the family. 

Although parents potentially have 3,000 hours a year of possible time with their child, it’s not 

always the same quality as the hours you have with your few. So when you plan your events 

and small group outings, be strategic. Don’t steal critical family moments. Christmas Eve is 

probably not a great time for a sleepover.  

 

 

 

 

 

 

 

 

 

 

 



JOURNAL 

Use the space below to record a few things about those in your circle. Go the extra step and 

 bring this book along with a pen and paper to your next meeting and record  

important tidbits about your few.  

CUE THE PARENT 

You already know what you think about parents—the ways you might secretly judge or 

question their methods. It’s best not to write those down. So let’s focus on the positives. What 

are two benefits of partnering with parents? 

 

 

 

 

 

 

HONOR THE PARENT 

Say something positive and specific about their child to the parent and let them know that you 

genuinely care. Ask them what they think you should know about their child. List some 

examples below. 

 

 

 

 

 

 

 

REINFORCE THE FAMILY 

Brainstorm some topics that might come up in your circle that would be a good opportunity to 

cue your few to connect with their parents.  

 

 

 

 

 



 

 

 

The most important person you need to lead is not your few—it’s actually you.  

When you choose to make it personal, that means you. . . 

1. Live in community.  

Whether hosted by your church, formed organically or brought together through another local 

ministry, your own community provides the healthy and necessary outlet for you to process 

faith in a way you can’t with your few.  

2. Set priorities. 

One of the best things you can do for your few, and for yourself, is to make your priorities clear. 

They need to see what you value. And when they see the way you prioritize your own 

relationship with God, it might even inspire your few to think about their own priorities.  

3. Be real.  

Find ways to relate to your few without compromising who you really are. It’s more important 

for them to see a real person that is still growing, learning and trying to live out authentic faith 

than it is for them to have another friend.  

 

 

 

 

 

 

 

 

 

 

 

 

 



JOURNAL 

Use the space below to record a few things about those in your circle. Go the extra step and 

 bring this book along with a pen and paper to your next meeting and record  

important tidbits about your few.  

LIVE IN COMMUNITY 

Use this space to make a list of a few people who are or could be your community. Are they in a 

similar stage of life? Are they a little further down the road? Would they understand your 

struggles? Do you feel comfortable sharing with them? Would you respect their input? 

 

 

 

 

 

 

SET PRIORITIES 

What are you currently doing to invest in your own spiritual growth? 

 

 

 

 

 

 

BE REAL 

How do you decide if a personal story will be beneficial for your few? 

 

 

 

 

 

 

 

 



 

 

When you focus on the bigger story of their lives, you understand that what happens inside 

your circle is measured by what happens outside your circle.  

When you choose to move them out, that means you. . . 

1. Move them to someone else.  

The truth is, as we speak, while you are still their SGL, your few need other positive adult 

influences in their lives. Your few are going to connect with other leaders who will teach them 

something about God and help them discover something about life. They will experience 

significant things together. And that’s a good thing. So do your part to encourage other adult 

influences in their lives.  

2. Move them to be the Church. 

The Church is more than just a building or a location. The Church is a growing, changing, 

moving, living being that your few get to be a part of.  

Never underestimate the importance of letting them pass out goldfish at snack time, allowing 

them to participate in telling the Bible story or letting them help lead worship for younger kids.  

The options are endless.  

3. Move them to what’s next.  

No matter what is next in their lives, it is your responsibility to do everything you can to set 

them up for that transition and to make sure it goes as smoothly as possible.  

 

 

 

 

 

 

 

 

 

 

 



JOURNAL 

Use the space below to record a few things about those in your circle. Go the extra step and 

 bring this book along with a pen and paper to your next meeting and record  

important tidbits about your few.  

MOVE THEM TO SOMEONE ELSE 

Think about your few. Make a list of the people you know who are a positive influence in their 

lives. Make an effort to speak positively about these individuals and encourage these 

relationships.  

 

 

 

 

 

 

MOVE THEM TO BE THE CHURCH 

Write down a few ways you can help your few serve—within your circle or outside of your 

church.  

 

 

 

 

 

 

MOVE THEM TO WHAT’S NEXT? 

What stage of life are your few in? Use this space to list a few big milestones coming up for 

them. 

 

 

 

 

 

 

 



POLICIES AND PROCEDURES 
 

CHECK-IN & DISMISSAL 

In i12 Ministries, Planning Center Online (PCO) is used for both the checking-in and checking-

out of students and volunteers. Please make sure that you check yourself in upon arrival to 

your ministry area. Each department has a unique check-out process for which you will be 

trained. 

 

RESTROOMS 

Never go into the restroom alone with a child. If they need help, bring another adult with 

you. If they are old enough to go by themselves, wait outside for them.   

 

ALLERGIES 

Be aware of the allergies of your few—especially peanut allergies. If you plan to give out 

snacks during small group time, please consult with your ministry area leader to make sure 

they are safe for every student to eat. 

 

DISCIPLINE 

If you have a child who is not following the guidelines that have been put in place, try 

redirecting the child’s behavior. If that doesn’t work, please contact the director so that they 

can handle the situation apart from small group. 

 

CHILD ABUSE POLICY 

If a volunteer suspects any type of child abuse occurring to one of the students within a 

ministry, they should consult with the ministry director.  

 

FIRE EVACUATION PLAN 

Each floor of the Training Center has a predetermined route to exit should an evacuation 

need to take place. Please consult with your ministry area leader to make sure that you are 

aware of the correct procedures.   

 

 

 



 

CONFIDENTIALITY 

Volunteers in any i12 ministry are expected to keep all information regarding children in the 

program confidential. Because of this, we will refrain from discussing any information learned 

via social media and sharing any information via social media, email, conversations, etc. 

 

PHOTO RELEASE 

Ministry volunteers should refrain from posting/sharing photos of students involved in any 

department within i12 Ministries in order to protect the privacy of the student and their 

family. When photos are taken, please send them to your ministry leaders so that they can 

make sure that all students present within the photo have a photo release form submitted. 

After this step, ministry leaders may choose to share the photo through a channel of NPBC 

social media. 

 

BACKGROUND CHECK 

Background Checks are facilitated through an online company called Checkr, [checkr.com]. 
Once a volunteer expresses interest in a ministry, they will receive an email from Checkr via 
Planning Center Online with a link that will direct them to complete the necessary steps for 
their background check. We no longer keep paper copies of an individual's personal 
information.  Once the invitation is received, the individual has 8 days to complete the 
process before the invitation expires. Each step of the process is explained well, telling the 
individual exactly how their information will be used. The individual and church will both 
receive a copy of the results of the check. If an individual does not have an email address, 
they will simply complete their process in the church office with a generic church email 
address. In this instance, the results will return to the church and the individual will be 
notified. Background checks are run every two years to maintain safety of the children within 
our care. 

 

 

 

 

 

 

 

 



Belief Statements  
 1. GOD IS THE CREATOR AND SUSTAINER OF THE UNIVERSE. He has eternally existed in three 

personalities: The Father, the Son, and the Holy Spirit. These three are co-equal and are one 

God. Genesis 1:1,26,27;3:22; Psalm 90:2; Matthew 28:19; I Peter 1:2; II Corinthians 13:14; John 

10:30 

 2. JESUS CHRIST IS THE SON OF GOD AND OUR WAY OF SALVATION. He is co-equal with the 

Father. Jesus lived a sinless human life and offered Himself as the perfect sacrifice for the sins 

of all people by dying on a cross. He arose from the dead after three days to demonstrate His 

power over sin and death. He ascended to Heaven’s glory and will return again someday to 

earth to reign as King of Kings, and Lord of Lords. Whoever confesses their sins and asks Him to 

be the Lord of their lives will have salvation. Matthew 1:22, 23; Isaiah 9:6; John 1:1-5, 14:10-30; 

Hebrews 4:14, 15; I Corinthians 15:3, 4; Romans 1:3, 4; Acts 1:9-11; I Timothy 6:14, 15; Titus 

2:13; John 10:33; Isaiah 7:14; Luke 1:35; John 11:25; Revelation 19:11; John 3:16 Romans 10:9  

3. THE HOLY SPIRIT IS ONE WITH THE FATHER AND THE SON OF GOD. He is present in the 

world to make men and women aware of their need for Jesus Christ. He also lives in every 

Christian from the moment of salvation. He provides the Christian with power for living, 

understanding of spiritual truth, and guidance in doing what is right. He gives every believer at 

least one spiritual gift when they accept Christ. As Christians we seek to live under His control 

daily. II Corinthians 3:17; John 16:7-13, 14:16,17; Acts 1:8; I Corinthians 2:12, 3:16; Ephesians 

1:13; Galatians 5:25; Ephesians 5:18; Romans 8:13-14; Ephesians 4:30  

4. THE BIBLE AS OUR SOLE AUTHORITY. The whole Bible was given to us by inspiration from 

God and is useful to teach us what is true and make us realize what is wrong in our lives; it 

straightens us out and helps us to do what is right. 2 Timothy 3:15; 2 Peter 1:21 Since God’s 

Word is the only completely reliable and truthful authority, we accept the Bible as our manual 

for living. Our first question when faced with a decision is “What does the Bible say?” We 

practice daily Bible reading, Bible study, and Bible memorization. The Bible is the basis for all 

we believe.  

5. THE AUTHORITY OF EACH LOCAL CHURCH. Christ is the head of his Body, the church. He is 

the source of the Body’s life. Colossians 1:18; 1 Corinthians 12:12-13; Galatians 3:26-28 Christ is 

the recognized head of our church, not any person, group, or religious organization. While 

recognizing the value of associating and cooperating with other groups of Christians, we believe 

every local church should be self-governing and independent from denominational control.  

6. PRIESTHOOD OF EVERY BELIEVER. Christ loves us, and by his death he has freed us from our 

sins and made us a kingdom of priests to serve God. Revelation 1:6; I Peter 2:9 The Bible 

teaches that every Christian is called to “full time” Christian service, regardless of his or her 

vocation. We practice the truth that every believer is a minister by encouraging every member 

to find a place of service and ministry. Every believer has direct access to God through prayer 

and Bible reading. 



 7. TITHING. A tithe of everything you produce belongs to the Lord; it is holy to the Lord. 

Leviticus 26:30 We practice tithing for the support of Christ's Body, the church, as God 

commands. We recognize that giving 10% of our income is the Biblical standard of giving. 

 8. IMMERSION BAPTISM. For when you were baptized, you were buried with Christ, and in 

baptism you were also raised with Christ. Colossians 2:12 (GN) We practice baptism by 

immersion under water. We believe that this is the way Jesus was baptized, and the way the 

Bible teaches. 

 9. CHRISTIAN LIVING. Jesus said, “I am the Vine, you are the branches. If you abide in me and I 

in you, you will bear much fruit; but apart from me you can do nothing.” John 15:5 We believe 

the only way possible to live the Christian life is by God’s power within us. So we seek to 

practice a daily dependence on the Holy Spirit to enable us to do what is right. Philippians 2:13, 

Ephesians 5:18  

10. MALE AND FEMALE ARE CREATED IN THE IMAGE OF GOD. We believe, as an expression of 

our union with Christ, in committing ourselves to living in a manner worthy Of the Gospel. We 

believe that God created Adam and Eve in His image as male and female. Hence, the gift of two 

different yet complementary sexes reflects the goodness of God’s creation. Since humanity is 

the greatest work of God’s creation, each human being is created in His image, is sacred, and is 

worthy of respect and Christian love. Genesis 1:26-27; Genesis 5:1-2; Colossians 1:15; Psalm 

139:14  

11. BIBLICAL MARRIAGE IS DEFINED BETWEEN ONE MAN AND ONE WOMAN. We believe that 

God has ordained the family as the foundational institution of human society and that a 

marriage, between one man and one woman, reflects the biblical priorities and principles and is 

the foundation of a healthy family. Matthew 19:4-6; Romans 1:18-28; 1 Corinthians 7:1-40; 

Hebrews 13:4 

 12. EVERY PERSON MUST BE AFFORDED COMPASSION, LOVE, KINDNESS, RESPECT AND 

DIGNITY. We believe each person should be treated with the love of Christ. Hateful and 

harassing behavior or attitudes directed toward any individual are not in accordance with 

scripture. Mark 12:28-31; Luke 6:31 

 

 

 

 

 

 

 



FAMILY MINISTRY COVENANT 

 
INTRODUCTION 

Thank you for your interest to serve in our family ministry environments! There are a few 

things we wanted you to know about our volunteer positions in these environments. First, a 

volunteer in this ministry, you’re in a leadership position, and the children and students here 

will watch what you say and do closely. We think that’s great! You should be a role model for 

the next generation. And as a role model, your lifestyle is important to us. We want to make 

sure who you are on Sunday is who you are the rest of the week.  

There are several issues that are most important to us, so we’ll go into more detail about 

them in order to ensure that we’re all on the same page.  

REGARDING SEXUAL BEHAVIOR 

We believe that sex was created by God as an expression of intimacy within the context of 

marriage. Volunteers who embrace a lifestyle that contradicts this teaching will find 

themselves having to pretend to be something they’re not and believe something they don’t. 

To prevent you from a potentially awkward situation, we may ask you not to serve for the 

following reasons: 

● If you are involved in a sexual relationship and not married 

● If you are currently living with someone of the opposite sex and not married 

● If you are married and are currently involved in a sexual relationship outside of your 

marriage 

REGARDING SUBSTANCE BEHAVIOR 

If you have a history of alcohol or drug abuse, this might be something that God uses in a 

positive way to impact the future of the next generation. We’d love to talk with you further 

about your story and how it can impact the children and students in our ministry. We have a 

few guidelines that will determine your volunteer placement and a few reasons we may ask 

you not to serve at this time: 

● If you have recently been arrested for or convicted of alcohol or drug-related offense. 

● If you are currently being treated for alcohol or drug-abuse 

● If you currently use any illegal substance. 

● If consuming alcohol to the point of being unable to drive legally is a regular part of 

your lifestyle 

 

 

 

 

 



REGARDING SOCIAL BEHAVIOR 

The kids (and/or the parents of the kids) in your group will definitely visit your Facebook 

page. If you blog, tweet, Periscope, Vine, Instagram or Snapchat, your few will probably 

follow you through those platforms. We think social media can be a great way to connect 

with your few outside of Sunday! However, they’ll also be able to see everything you post 

publicly. Please leverage your social media with your group in a positive way. Please be 

mindful of these guidelines, and we may ask you not to serve for the following reasons.  

● If you use inappropriate language on a regular basis 

● If you post pictures of yourself in revealing clothes. 

 

I agree to the terms above as long as I am a volunteer of i12 Ministries. If I am unable to 

uphold this covenant, I understand that I will need to resign from my volunteer position or 

that I may be asked by the leadership to resign.  

 

 

 

 

 

 

(Volunteer Signature)          (Date) 

 

 

 

(Parent/Guardian Signature if under 18 years of age)      (Date) 
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