NOVA Emmaus

Gathering – Host Church Checklist

Gathering Date: __________________________________

Church Host: ____________________________________

Board Member Contact: ___________________________

Several months before the Gathering:

· Check church calendar to be sure the sanctuary and fellowship hall/social hall is reserved as well as rooms for Agape Party/Potluck, Steering Committee meeting and babysitters.

· Agape-Making, Music Team Practice and Steering Committee meeting ~ 5:00pm – 6:00pm

· Potluck Dinner ~ 6:00pm – 7:00pm

· Set-up for Gathering ~ 6:30pm – 7:00pm

· Gathering ~ 7:00pm – 9:00pm

· Enlist church Emmaus community to bring paper goods and drinks for the potluck. (Check with the Food/Kitchen Coordinator for needs: Sue Crane, scrane@fairfaxumc.org)
· Secure at least 2 qualified babysitters for the night of the Gathering. NOVA Emmaus will provide up to $100 to the church for disbursement to the babysitters. Please follow your churches child protection policy. Contact the board member when babysitters are secured. Babysitters should arrive by 6:50pm. If no children are in need of sitting by 7:30pm, NOVA Emmaus will provide $40 for the 2 sitters. 

· Check with Community Music Director (Paul Salbert: docsalbert@aol.com) about sound system needs. 

· Secure church Emmaus community members to help greet visitors.

The day of the Gathering (by 7:00pm):

· Place 2 offering plates in plain sight for the offering.

· Provide candle(s) on the altar and matches. Candles should be lit by 7:00pm.

· Provide sound system assistance as needed.

· Provide the bead and juice as well a plate and chalice for communion.

· Secure 2 ushers who will collect the offering. One usher will be needed to help count the offering after the Gathering and verify with a Steering Committee member.  

· Secure one church community member to give the opening prayer.
