Leaders Checklist for the Alpha Course:  

1 Week Before the Course Starts.

1. Order “Alpha manuals” – (needed for Week 1) for all leaders, helpers (who don’t have from previous courses) and guests. There are now two types of manual – the “Classic green manual” which need to be ordered by this name and a new style called “The Alpha Course manual.” “Senior Alpha manuals” may be useful for people with sight problems.

2. Order “Why Jesus” (needed at the end of Week 2) for your group.

3. Contact all guests as soon as possible to make contact, regarding their responses at the Introductory Supper (even if you haven’t finalised some of the following) – let them know details of venue, time, start date of course etc.

4. Contact Helpers and confirm course programme, timings & Team Training Dates. Factor in time for prayer before guests arrive to Alpha sessions and a chat on how the session will run.

5. Prepare a Course programme for all group members at your first session (compile your own programme or V&B have a digital template you can use – ask if you want a copy.) We have been asked about timing on a typical evening – an example we use would be: 

· 6.30
Team meet for prayer & planning

· 7.15 
Supper.

· 8.00 
Group - Introduction with Book Review / Worship.

· 8.15 
Talk.

· 9ish
Small Group Discussion over coffee.

· 9.45
Close. 

6. Worship – consider how you are going to introduce Worship – it is important that guests are familiar with Worship before the Weekend. The Alpha Worship Pack is a useful resource - course resources we are lending out will include a CD + song books – to use if you wish.

7. Course Resource Boxes should include 

· current course talks (DVD)

· recommended course books for your use for book reviews & loan –  record any loans on a sheet that can be provided. We advise that you encourage guests to own books – perhaps encourage them to go to your local Christian Bookshop – go with them if they feel reticent – or if they don’t feel comfortable at first, perhaps offer to order for them. However the loan system can work for those who cannot afford to buy or are not avid readers.

· Worship CD + song books

· Bibles (NIV version is used by video talks) – some guests like to look up the references Nicky uses - week 4 the talk is on the Bible.

· pencils

8. Name Badges for the first few weeks (hand written computer labels work fine and are less formal) – it may help guests and leaders in the early weeks. 

9. Leaders – sort out Catering for the Course. (If you need ideas V&B have a suggested list of supper dishes & also a catering rota spreadsheet – please ask if you need either.)

10. Consider budget / costing for your Course / keeping an account – (V&B have an account template spreadsheet if you need – please ask). Are you going to ask guests for a contribution towards food costs? There is no charge for Alpha but you may want to suggest to the group that you would value any contribution they can make. If so it’s probably good to give them an idea based on your costs and to encourage guests to make a contribution if they are able to and according to the type of meal provided.  

11. Leaders spend time planning for each session.

· Check technical needs – e.g. do you have the right equipment to show the DVD and play Worship music.

· Plan questions for small group session – use Training Manual or Leaders Handy Tips & Questions (copies handed out at Training – digital copy available from V&B).

· V & B have a handy resource, put together from Nicky Gumbel’s own notes on Weekly sessions for Leading Alpha Evenings or Leading Alpha Express with their own notes appended, please ask if you want a digital copy. This is helpful in guiding through all background aspects of the Alpha Course including administration details and encouraging people to attend the weekend. 
· Book Review – very short (1 min) – could ask one of your helpers to take this on but do ask in advance.

· Plan a joke – if you need V&B have a resource list of “Jokes” or type in Clean Jokes on the internet or look at the Leading Alpha Evening’s / Express.

· Check catering is in place for meal & coffee break.

Week 3.

12. Obtain a Copy of “The Light of the World” – Holman Hunt painting (needed in Week 3) – (V&B can supply a digital photograph let us know or download from the internet).

13. Weekend Information Handout for Guests – (In Chepstow & District this will be supplied by V&B through email – suggestion is to give out in week 3)

Notes on Talking about the Alpha Weekend (Week 2-7 depending on where the Weekend falls – the 2008 Chepstow weekend falls after Week 7) – (with extracts from Nicky Gumbel’s notes)

From week 2 onwards start building the advertising of the Alpha weekend.  On week 2 we don’t make a great thing of it.  All we say is, The Weekend is coming up – [21- 23 November – see details on the handout].  It is a really important part of the course, it is great fun.  Please put it in your diaries.

On week 3, when we talk about the Weekend, we say a lot more about it.  We may say, `Now, a Christian Weekend – you are probably thinking of a cell with a candle in it!  But this is not going to be like that.  Think more of a weekend away in the country with friends.  We are going to a really beautiful place and there are some really lovely walks and things to do. And it will be lots of fun.  But also we’re looking at a really important part of the course, which is the person and work of the Holy Spirit.  So it is a really exciting thing to be looking forward to.

Then week 4 we can talk about the fact that there are bursaries available if your Church is able to offer a bursary – the principle being that “If you can’t afford to come, we still want you to come.  Whether you can afford to or whether you can’t, we want you to bring your husbands, wives, children.  We have excellent childcare provided.’ Then again talk more about what a lovely place it is and what fun it is going to be.  It is a time when lots of friendships gel in the small groups. ‘You may be wondering why we are going on so much about the weekend.  In a questionnaire received back at the end of the course.  somebody wrote under “In what way could the course be improved?”  – “Please emphasise the weekend more.  I missed the weekend and I was so disappointed when my group came back and talked about it and I realised what I missed out on.”   So that is why we are emphasising it, because we have been asked to.’

Then week 5, again talk lots about the weekend – transport, fun weekend, beautiful place, important subject, etc.  So you are continually building up to the weekend.  

Weeks 2 to 5/6 build the emphasis on the weekend but not so much in week 6 / 7.  At this stage there is not long to go and it looks desperate if you’re still trying to persuade people to come on the weekend a few days before! We still briefly encourage people to come.  What we would like to be able to say is `I’m so sorry, the weekend is full.  We can’t take any more people.’ That will get every last person who wasn’t coming on the weekend coming! But you can only say it if it’s true!  If we are able to say we are full, we can always take up some local bed & breakfasts and make arrangements to fit everybody in. We have to be completely honest, once you start saying things that are not true or a slight exaggeration, you lose all integrity and credibility.  However, if the weekend really is full, that is the biggest incentive for people to come.  Their biggest worry is that they are going to be the only person there and once they know that everybody else is going, they want to go.  

To help persuade the guests to attend the weekend the small group leaders should go to the most enthusiastic person.  So if Pat is the most enthusiastic person in the group then on week 3 (which is when we start to take numbers for the weekend), we ask Pat: `Pat, are you coming on the weekend?’ She is the most enthusiastic and is likely to say that she would love to come on the weekend.  On week 4 the leader goes to Matt (who is the second most enthusiastic person in the group) and say, `Oh, Pat’s coming on the weekend.  What about you, Matt?’ And Matt says, `Oh, if Pat’s coming, maybe I’ll come.’  Then we go to Dee and we say, `Dee, Pat’s coming, Matt’s coming.  What about you?’ And she says, `Oh, if Pat and Matt are coming, well, maybe I’ll come.’ Then we go to Gaynor and we say, `Gaynor, Dee and Pat and Matt are coming.  What about you?’ `Oh, if Pat and Matt and Dee are coming, well, maybe I’ll come.’ And we work right through until we get to the least enthusiastic, the person who we know has said, `I am never ever going on the weekend!’ We don’t approach that person on a one-to-one basis, but what we do is we go round the group (when we’ve hopefully established that everybody else is coming) and we say, `Now, the weekend is coming up.  We are going because we are a team and we know the helpers are going, and we also know that Matt’s coming and Pat’s coming and Dee’s coming and Gaynor’s coming.  Now, what about you?’ And now the whole thing has shifted, and `Ooh well, I wasn’t planning to come, but I don’t want to be the only one left out.  So maybe I’ll cancel my weekend in Prague and come on the weekend.’ 

Week 9 or 10

14. Guest Questionnaires  - to get some feedback from guests – template available from V&B).
15. Suggest you put on some sort of Alpha Celebration party / or do something together as a group at the end of the Course – this may be a Christmas party or a night out together somewhere talk to the group about this

16. Suggest you to talk to the group about staying together to do a follow up to Alpha.
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