Construction Coordinator:

Attach a copy of the front page of the

Work Site Information Form to this page

(fold in half, staple top edge to side of this page)

- and –

Attach a photograph of the work site to the next page before sending the Construction Captain this “Construction Manual.”

Construction Coordinators are responsible for completing this page and the following 3 pages and sending this manual to Construction Supervisors and Construction Captains 1 month prior to the project.  Specific instructions should be given on pages ii-iii.  Additional pages can be added if needed.
[image: image1.png]




(Attach a photograph of the work site here.)


	Construction Coordinator is to provide additional information about the worksite:

	

	

	

	

	

	



CONSTRUCTION CAPTAIN TOOL LIST


Construction Captain ___________________________ Project__________________        Date ___________

Work Site Assignment__________________________________________________________
TOOLS YOU WILL NEED TO BRING (as checked)

	CARPENTRY
	
	
	
	PAINTING
	
	
	
	ROOFING
	

	
	
	
	
	
	
	
	
	
	

	Claw Hammer
	
	
	
	Brushes

	
	
	
	Shovels

	
	

	Hand Saw
	
	
	
	Brushes (large)
	
	
	
	Chalk Line
	
	

	Hack Saw
	
	
	
	Rollers
	
	
	
	Chalk
	
	

	Skill Saw
	
	
	
	Roller Pans
	
	
	
	Shingle Knife
	
	

	Miter Saw
	
	
	
	Extensions
	
	
	
	Roof Jacks
	
	

	Chop Saw
	
	
	
	
	
	
	
	Nail Magnet
	
	

	Reciprocating  Saw
	
	
	
	
	
	
	
	Tin Snips
	
	

	Key Hole Saw
	
	
	
	
	
	
	
	
	
	

	Door Hole Saw
	
	
	
	
	
	
	
	
	
	

	Level (2’)
	
	
	
	
	
	
	
	
	
	

	Level (4’)
	
	
	
	PLUMBING
	
	
	
	MISC.
	
	

	C-Square
	
	
	
	
	
	
	
	
	
	

	Tri-Square
	
	
	
	Crescent Wrench
	
	
	
	Ssquaddrivers
	
	

	Chisels
	
	
	
	Basin Wrench
	
	
	
	Hydraulic Jack
	
	

	Crow Bar
	
	
	
	Pipe Wrench
	
	
	
	Pole Jack
	
	

	Pry Bar

	
	
	
	Pipe Cutter
	
	
	
	Sledge Hammer
	
	

	Clamps
	
	
	
	
	
	
	
	Pliers
	
	

	Electric Sander
	
	
	
	
	
	
	
	
	
	

	Drill and Bits
	
	
	
	
	
	
	
	
	
	

	Plumb Line
	
	
	
	
	
	
	
	
	
	

	Extension Cords
	
	
	
	
	
	
	
	

	
	
	
	
	SHEETROCK
	
	
	
	WHAT ARE

	
	
	
	
	
	
	
	
	PARTICIPANTS

	
	
	
	
	T-Square
	
	
	
	BRINGING?

	
	
	
	
	6” Putty Knife
	
	
	
	( Gloves

	
	
	
	
	10” Putty Knife
	
	
	
	( Safety goggles

	LADDERS
	
	
	
	Putty Knife (12”)
	
	
	
	( Hammers

	
	
	
	
	Cutter (w/blades)
	
	
	
	( Paint brushes

	Step Ladder
	
	
	
	Step
	
	
	
	( Tape measure

	Extension Ladder
	
	
	
	Pad Sander
	
	
	
	( Paint scrapers

	
	
	
	
	Mud Sander
	
	
	
	( Assorted tools 

	
	
	
	
	Sheetrock Saw
	
	
	
	     (such as paint roller/ 

	
	
	
	
	
	
	
	
	     pan, paint buckets,

	
	
	
	
	
	
	
	
	     crow bar, putty knife)
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Dear Supervisors, Construction Captains, and Runners:


Thank you for agreeing to be a part of a program that has touched the hearts of countless Christian youth and adults.  We hope that by volunteering to work at a Mission Serve project you will be blessed as you, in turn, bless others.


Mission Serve has been amazingly successful.  The reasons are important for you to understand as you prepare for your role at a project.


The first reason is that it produces tangible results.  Everyone can see the changes brought about by the week’s work.


Secondly, we focus on the participants--the ones doing the work.  We often say, “The world we seek to change is that of the participant.”  When the participants have their lives impacted by serving others, they will indeed change the world around them.  Jesus did not merely give His disciples fish; He taught them how to fish.


Thirdly, we seek a win-win approach in cooperating with churches, agencies, and communities.  Mission Serve puts together the labor and witness of volunteers with the resources available in a community to make the greatest impact.


Finally, the success is due to committed leaders like you who share their skills and do whatever is needed to invest themselves in the lives of others.  Money can’t buy a labor of love.  That’s why your role as a Construction Captain or Construction Supervisor is critical to the success of the week, particularly for those who will directly depend on you for guidance.


This guide will help you understand the Mission Serve program and especially your role.  Our intent is to answer the questions you have now and anticipate the questions that you will be asking as you learn more about your responsibilities.

Mission Serve National Staff 

Mission Statement

To involve students in hands-on service, in meeting people’s needs, and in making Christ known.

1. We are an educational experience.  We introduce students to new ministry opportunities in both construction and other ministries.  We encourage students to discover and develop their spiritual gifts, talents, and abilities.  We equip students to effectively communicate the gospel through words, ministries, and lifestyle.

2. We are student focused.  Students assume leadership roles on all of our projects.  Ministries are chosen with the needs of students in mind.  Our schedule and structure revolve around the specific needs and characteristics of students (grades 6 through 12).  We provide an opportunity for collegiate participants, as well.
3. We are ministry driven.  We involve students in a variety of ministry opportunities.  At construction ministry sites, students are encouraged to not only minister to the physical needs of a resident, but also to their spiritual and emotional needs.  We also encourage outreach to neighbors and communities.  At community ministry sites, structure is determined by ministry needs.  The strength of a Community Project is in the variety of ministry opportunities we offer students.  Our Construction Project background makes construction ministries one of our strengths.
4. We are Christ centered.  We want students to learn to worship God with every part of their lives.  In everything we do, we glorify Jesus.  We want students to touch communities for Christ.
A Note to Construction Captains and 

Construction Supervisors:

At Mission Serve Construction Projects, we want youth to be the driving force of each squad.  At the same time, we depend on our adults for squad leadership.  Sometimes questions arise about the role of the adults in the squad, so please follow these suggestions: 

1. Adults work just as the young people on your squad.  The Construction Supervisor and Construction Captain should encourage youth and adults to work together.

2. Adults need to be familiar with all of the assignments and squad position descriptions.

3. Adults should be advisors and encouragers; they should be ready to handle a crisis if necessary.

4. Adults should keep the same schedule as young people.  Adults should strive not to stay up after lights out to get showers or make telephone calls.  The most effective leadership an adult can give this week will be by example.

5. Adults are chaperones.  Adult leaders are responsible for the behavior of their youth.  They should be obeyed and respected.  Older youth should help adults enforce lights out and all other project rules. 

6. Be flexible.  A number of agencies and individuals have been working together for months to bring about your work project.  Even so, circumstances may dictate many last-minute changes and adjustments.  Support the project staff with a good attitude and readiness to serve.

7. As a construction volunteer, you should have signed a statement in your Volunteer Application that you would refrain from using tobacco products, alcoholic beverages, illegal drugs, and that you would not have possession of or use fireworks, firearms, knives (other than work related varieties), or weapons of any other kind.  Don’t be offended if your Construction Coordinator or Supervisor reminds you of that commitment.

DRESS CODE
Please remember that Mission Serve is a mission experience.  Participants are on mission at all times: at work sites, at the lodging facility, and during free-day activities.  A lot of advance work has been done to insure that residents of the community know who we are and why we are here.  We are closely watched.  How we dress is an important part of our witness.  Participants should make a special effort to wear clothes that are modest and appropriate to the work to which we have been called.

1. Sleeved shirts are to be worn by all participants at all times (no spaghetti straps or midriffs – this includes dresses).  This includes work sites, worship, the lodging facility, and on the way to and from the showers.  If the sleeves are torn off the shirt, it no longer meets the code.

2. Long pants must be worn at the work sites.  Pants made of heavy cloth, like denim, is preferred.

3. Shorts are acceptable at the lodging facility.  Shorts should be modest in length (no short shorts).

4. Participants are to be fully dressed in accordance with this dress code any time they are outside their assigned room at the lodging facility.  Shorts or long pants and a sleeved shirt are required in hallways, in worship, and in route to shower and restroom facilities.

5. Durable shoes with closed toes must be worn at the work sites.  Sandals are not acceptable.  Shoes or boots with heavy soles are highly recommended.

Enforcement of the Dress Code

1. Group leaders are asked to review the dress code with participants before leaving for the project.  The Parent Meeting is an excellent time to review the code.  Please be certain everyone in your group, including youth and adult participants, understand what is required and what is prohibited.

2. Group Leaders will be asked to enforce the dress code among participants in their church groups during the project.

3. Project Coordinator, other coordinators and Summer Staff will remind participants and Group Leaders of the dress code when necessary.

4. Violation of the dress code at work sites may result in participants being transported back to the lodging facility.  Participants will not be allowed to work if not dressed according to the dress code.

5. Participants who are in violation of the dress code will not be included in squad shots or the action cam.

6. If necessary, the Project Coordinator will take appropriate action to insure that all participants follow the dress code.

Construction Supervisors-

WHAT TO EXPECT

You will receive your work assignment from your Construction Coordinator.  In most cases, your assignment will be discussed with you prior to the start of the week.  Also, if possible, we want you to have an opportunity to visit your sites on or before the first day of the project.  Be sure to determine what kind of tools you need to bring.  The Construction Coordinator should have a good idea of what the Construction Captains will be bringing.

In your first construction meeting at the project the Construction Coordinator will explain matters such as the schedule of the week, procedures for getting materials, and special meetings you will have.  Get to know your Squad Leader during this time.  You may have similar work assignments or have sites grouped close together.  The construction meeting is important in getting you ready to begin work on Monday morning.

When do your squads meet for the first time?  At all Mission Serve projects, this will be Sunday.  A squad consists of eight to twelve students (and at least two adults).  At Mission Serve Construction projects, an adult will be designated as the Squad Captain.  The Squad Captain serves as the Construction Captain’s assistant and is in charge of group building and squad morale.
The following suggestions can help you get off 

to a great start with your squads. 
1.  First, keep in mind that the individual Construction Captains in your group will possess various skills and abilities.  You and your Construction Coordinator will have already attempted to match these skills and abilities to the difficulty and type of construction at each site.  As you get to know your Construction Captains and others at the project, you may find it feasible and often desirable to use the strengths of one squad at more than one site.  Due to the logistics of providing lunch and transportation for your squads, make sure any reassignments of squads and/or squad members is coordinated with the Construction Coordinator, Project Coordinator, and the Local Coordinator.

2. 
Remember to allow some time on Monday morning for squads, including the Construction Captain, to have a time of devotions, to instruct their squad concerning tools and materials to be used, and to have a time of safety training and squad building.   All three activities are important to the ultimate success of the squad and the work site.

3.  Be sure everyone participates and that you are an observant leader.  Each day at the work site encourage the Construction Captain to make sure everyone has a job and knows how to do it.
4. You are to act as a problem solver during the week.  In order to do that, spend some time with each of your squads each day.  Make notes of any materials or equipment needed and work with the Construction Coordinator and other Construction Supervisors to get them as expeditiously as possible.  You are also to act as a quality control agent for your sites.  Make sure that the quality of each squad’s work is such that the resident, the agency, and the squad can be proud of the work. 

CONSTRUCTION SUPERVISOR- 

RESPONSIBILITIES CHECKLIST

The Construction Coordinator cannot oversee the work at 25 different job sites, nor can he or she give individual Construction Captains adequate support at all times.  The role of the Construction Supervisor is to give on-site assistance to the Construction Coordinator.  Each supervisor assists the Construction Coordinator in directing the work and activities of five Construction Captains.  In this role, the Supervisor can:
 FORMCHECKBOX 

With the help of the Construction Coordinator, enlist a Construction Captain for each one of your work sites.

 FORMCHECKBOX 
 
Attend a pre-project meeting with other Supervisors to help the Construction Coordinator evaluate the work to be done at each work site.  Estimated travel expenses for Supervisors must be pre-approved by MISSION SERVE.  

 FORMCHECKBOX 

Work with the Construction Coordinator to complete a Work Site Information form for each of your work sites and have it signed by the resident.  This form must be turned in to the APS  before work begins.  Confirm the work that will be done at the site.  Develop a list of the materials and tools that will be needed.

 FORMCHECKBOX 

Communicate with each of your Construction Captains in advance concerning the work to be done, the tools needed, and other information about the project.  (The Construction Coordinator should have already sent a copy of the Work Site Information Form, a photograph of the work site, and a list of tools needed along with a copy of this manual to the Construction Captains.)  A personal letter of encouragement and support is recommended.
 FORMCHECKBOX 

Prior to the project, confirm material delivery schedules for each of your work sites.  If needed, assist in receiving materials at your work sites.  Make arrangements with the Construction Coordinator as to the proper method for obtaining additional materials required as the week progresses.

 FORMCHECKBOX 

Supervise the construction work of four to five work sites at a Mission Serve project.  This includes the work of the Construction Captain at each site.  Supervisors are empowered to make on-site decisions concerning work for their squads.  Significant changes in scope should be discussed with the Construction Coordinator.

 FORMCHECKBOX 

Keep in mind that the goal of the project is to get the work done through the participants.  Encourage Construction Captains to keep everyone involved and to be a positive motivator.  Encourage everyone to build relationships as well as homes.

 FORMCHECKBOX 

During the project, conduct daily debriefing sessions with your Construction Captains.  Discuss work progress and determine if more materials are needed.

 FORMCHECKBOX 

Inspect work sites daily to evaluate safety and progress.  Insist on the proper use of ladders and power tools.  Construction Supervisors are another set of eyes to look out for dangerous situations and help Construction Captains to be safety-conscious.

 FORMCHECKBOX 

Work with your Construction Captains to anticipate when work will be completed and to recommend to the Construction Coordinator new work or new locations for squads.

 FORMCHECKBOX 

At the conclusion of the week, inventory unused materials at the work sites.  Assist the Construction Coordinator as needed in returning these for credit.

 FORMCHECKBOX 

Lead Construction Captains to prepare a written evaluation of their work site using their copy of the Work Site Information form.  Complete the Construction Captain Evaluation.  Forward all this information to the Construction Coordinator.

 FORMCHECKBOX 

Assist the Construction Coordinator in finalizing any arrangements for follow-up work on your sites.

Construction Captains - WHAT TO EXPECT

You will receive your work assignment from your Construction Coordinator and/or Construction Supervisor.  In most cases, your assignment will be discussed with you prior to the start of the week.  Also, if possible, we want you to have an opportunity to visit your site on or before the first day of the project.  Be sure to determine what kind of tools you need to bring.

In your first construction meeting at the project the Construction Coordinator will explain matters such as the schedule of the week, procedures for getting materials, and special meetings you will have with your squad.  Get to know other Construction Captains during this time, particularly those who will be working in your same supervisor-led group.  You may have similar work assignments or have sites grouped close together.  The construction meeting is important in getting you ready to meet your squad, visit the work site together.
When do you meet your squad for the first time?  At all Mission Serve projects, this will be Sunday.  A squad consists of eight to twelve youth (and at least two adults).  At Mission Serve Construction projects, an adult will be designated as the Squad Captain.  The Squad Captain serves as your assistant and is in charge of group building and squad morale. 
The following suggestions can help you get off to a great start with your squad. 

1. Remember that your squad members will probably only know one other person.  Mission Serve deliberately mixes participants from different churches into a squad so they get to meet new people and gain new experiences.  Make a special effort to learn names and encourage others to do the same.

2.  
Be sure everyone participates and that you are an observant leader.  Each day at the work site utilize the Squad Captain to help you make sure everyone has a job and knows how to do it.
CONSTRUCTION CAPTAIN - RESPONSIBILITIES CHECKLIST
The Construction Captain is an adult volunteer who brings construction skills and experience to a Mission Serve project.  Construction Captains must have completed an application (available from the Construction Coordinator or Mission Serve and submitted to the Construction Coordinator).  Construction Captains supervise a squad of participants in completing a series of tasks on one or more work sites at a project.  In this role, the Construction Captain should:

 FORMCHECKBOX 
  
Bring tools that will be needed during the week for your particular work site, or make arrangements with the Construction Coordinator for necessary equipment.

 FORMCHECKBOX 

Construction Captains must arrive on the first Sunday of the project for registration and are asked to stay until the close of the Squad Chats on Friday evening.  Your Construction Coordinator may ask you to arrive earlier to help with setup of the lodging facility or work sites or to help with registration of construction personnel.  It is understood that Construction Captains traveling with their youth groups may not be able to arrive early.  This should be coordinated with your Construction Coordinator prior to the project.  

 FORMCHECKBOX 

Attendance at the first adult meeting on Sunday is mandatory.  Other meetings prior to beginning work on Monday are at the option of the Construction Coordinator.  
 FORMCHECKBOX 

Complete your registration on Sunday afternoon.  Be sure your Construction Coordinator has your Construction Application and Participant forms.

 FORMCHECKBOX 

Participate in Morning Briefing on Monday morning.  
 
 FORMCHECKBOX 

Start each day at the Work site with squad prayer time.  Direct students to do their individual quiet time study each day.  (Travel time to the work site may a good time for your daily quiet time.)  Construction Captains lead by example.  Start each day with a time of devotion, dedicating it to the Lord.  

 FORMCHECKBOX 

Participate in the total Mission Serve experience including meals, Squad Chats, all worship services, and other aspects of the week.

 FORMCHECKBOX 

Lead and guide the work of one squad at a Mission Serve work project.  Be prepared to make squad assignments for each squad member.

 FORMCHECKBOX 

Be a good steward of time and materials.  Discourage waste and horseplay.

 FORMCHECKBOX 

During the day, train the squad to do assigned tasks (measuring, cutting, hammering, etc.).  Tell them how, show them how, then let them try.  Teach safety, especially regarding the use of ladders and power equipment.  Be an example by following the rules yourself.
 FORMCHECKBOX 

Plan ahead so that you are prepared to leave the work site at the scheduled time each day and not before.

 FORMCHECKBOX 

Work on building relationships with your squad and residents.  

 FORMCHECKBOX 

Watch out for squad members with special needs or who may need closer supervision or attention.

 FORMCHECKBOX 

Complete work agreed to on the Work Site Information Form.  Identify to the Construction Supervisor/Coordinator any work not expected to be completed as early as possible. Work with your Construction Supervisor/Coordinator to make sure there is a plan to complete any unfinished work.

 FORMCHECKBOX 

As the project progresses, attend all Construction Captain debriefing sessions.  Share your progress and your problems with your supervisor daily.  Turn in Daily Work Reports to your Construction Coordinator/Supervisor.  The daily report forms are included in this manual.

 FORMCHECKBOX 

Plan to stay at the school or lodging facility with participants.

 FORMCHECKBOX 

Write notes to encourage all members of your squad.

 FORMCHECKBOX 

Be present for the closing celebration and worship on Friday.

DAILY WORK SHEET                                                           SUNDAY
CONSTRUCTION CAPTAIN: __________________ 

SUPERVISOR: ___________________

RESIDENT: _____________________ SITE ID: _______________________

(Please use these sheets daily to keep your Construction Coordinator abreast of what is happening on your site.)
	What work did your squad accomplish today?


	Each day evaluate the spiritual and physical progress of your squad.

	What additional materials will you need for tomorrow?


	Try to estimate what you will need for the next day in order for us to get orders out early.

	What materials do you have on site that you don’t need?


	Let us know what you don’t need—someone on another site might need just that item.

	How well did your squad work today?


	Help us to monitor the enthusiasm of everyone in your squad.

	What assistance do you need from the Construction Coordinator or Supervisor?
	We are here to help you.

	Does your work site need trash pickup?
	
	When do you anticipate finishing your site?
	Project a date in order for us to plan ahead.


This is an example of the Daily Report Form for your use each day to report progress (See the comments in bold type above).  The following six forms are for you to tell your Construction Coordinator how work is progressing at your site.  Fill the form out each day, tear it out, and give it to your Supervisor or Construction Coordinator.

 DAILY WORK SHEET                                                           MONDAY

CONSTRUCTION CAPTAIN: __________________ 

SUPERVISOR: ___________________

RESIDENT: _____________________ SITE ID: _______________________

(Please use these sheets daily to keep your Construction Coordinator abreast of what is happening on your site.)
	What work did your squad accomplish today?


	

	What additional materials will you need for tomorrow?


	

	What materials do you have on site that you don’t need?


	

	How well did your squad work today?


	

	What assistance do you need from the Construction Coordinator or Supervisor?
	

	Does your work site need trash pickup?
	
	When do you anticipate finishing your site?
	


DAILY WORK SHEET                                                           TUESDAY
CONSTRUCTION CAPTAIN: __________________ 

SUPERVISOR: ___________________

RESIDENT: ____________________ SITE ID: ________________________

(Please use these sheets daily to keep your Construction Coordinator abreast of what is happening on your site.)
	What work did your squad accomplish today?


	

	What additional materials will you need for tomorrow?


	

	What materials do you have on site that you don’t need?


	

	How well did your squad work today?


	

	What assistance do you need from the Construction Coordinator or Supervisor?
	

	Does your work site need trash pickup?
	
	When do you anticipate finishing your site?
	


DAILY WORK SHEET                                                           WEDNESDAY
CONSTRUCTION CAPTAIN: _________________    

   SUPERVISOR: ___________________

RESIDENT: ____________________ SITE ID: ________________________

(Please use these sheets daily to keep your Construction Coordinator abreast of what is happening on your site.)
	What work did your squad accomplish today?


	

	What additional materials will you need for tomorrow?


	

	What materials do you have on site that you don’t need?


	

	How well did your squad work today?


	

	What assistance do you need from the Construction Coordinator or Supervisor?
	

	Does your work site need trash pickup?
	
	When do you anticipate finishing your site?
	


DAILY WORK SHEET                                                           THURSDAY
CONSTRUCTION CAPTAIN: __________________                    SUPERVISOR: ___________________

RESIDENT: _____________________ SITE ID: _______________________

(Please use these sheets daily to keep your Construction Coordinator abreast of what is happening on your site.)
	What work did your squad accomplish today?


	

	What additional materials will you need for tomorrow?


	

	What materials do you have on site that you don’t need?


	

	How well did your squad work today?


	

	What assistance do you need from the Construction Coordinator or Supervisor?
	

	Does your work site need trash pickup?
	
	When do you anticipate finishing your site?
	


DAILY WORK SHEET                                                           FRIDAY
CONSTRUCTION CAPTAIN: __________________                       SUPERVISOR: ___________________

RESIDENT: ____________________ SITE ID: ________________________

(Please use these sheets daily to keep your Construction Coordinator abreast of what is happening on your site.)
	What work did your squad accomplish today?


	

	What additional materials will you need for tomorrow?


	

	What materials do you have on site that you don’t need?


	

	How well did your squad work today?


	

	What assistance do you need from the Construction Coordinator or Supervisor?
	

	Does your work site need trash pickup?
	
	When do you anticipate finishing your site?
	


ADULT SQUAD POSITIONS
CONSTRUCTION CAPTAIN
· Leads the construction squad at the work site in getting the work done.

· Is the boss in all construction decisions.
· Organizes the work of the squad with the help of the Construction Captain.
· Selected by the Construction Coordinator.
SQUAD LEADER
· An adult who serves as an assistant to the Construction Captain.

· Provides counsel for the Construction Captain.

· Mentors and nurtures the Squad.

· Appointed by the Project Coordinator.

· Assigns remaining squad positions and explains each position to the squad.

STUDENT SQUAD POSITIONS
CHAPLIN

· Leads daily devotions

· Uses a Bible and the squad devotions guide to lead squad devotions.

· Does not preach.

· Seeks to spark group participation and encourages the squad.  Other squad members can be enlisted to lead a devotion, but the devotion leader is responsible for making and confirming these assignments each day.

BREAK MASTER

· Chooses the morning and afternoon break times in cooperation with the Construction Captain.

· Responsible for the squad's water cooler and any break supplies, such as cups and ice (must be picked up each day).

· Empties and rinses the water cooler and returns it to its designated area (an assistant may be helpful). 

MEDIC

· Carries and administers the first aid kit for the squad.

· Reports injuries or illnesses to the Construction Captain, First Aid Coordinator, and project Staff
· Obtains additional supplies when needed
· Completes the Accident Report Form and turns it in to the First Aid Coordinator.

Highlights of the Week
Check the schedule of the week for a complete list of times and activities.  The following items are geared toward the Construction Captain.  Specific comments for Construction Supervisors have been added as appropriate.

SUNDAY

REGISTRATION

· When you arrive at the project, proceed to the Construction Personnel registration table.  Your Construction Coordinator will need your Construction Volunteer Application and Participant forms.  You will also receive all of your Mission Serve stuff at this time.  The Construction Coordinator may enlist you to help man the registration table.
· Make sure you have a signed Work Site Information form for your site.  Supervisors are responsible for more that one site.
· Be thinking about the tools and materials you will need first thing Monday morning.
· Complete any work you need to do at the site prior to your squad arriving on Monday morning.  You might be able to enlist some of the other Construction Captains to help you get it done.
ORIENTATION /ADULT MEETING 

While summer staff leads participants in celebration, group leaders and adults will meet to go through orientation and other important details about the week.

CONSTRUCTION PERSONNEL MEETING

Your Construction Coordinator will give you a time and location for the first meeting of construction personnel at the time you register for the project.  This meeting will answer a lot of your questions about organization and working relationships for the week.  It also provides a time for the CC to tell you how he expects work to be done, to discuss any special local requirements, and to provide required safety training.  You will receive instruction at this time in what you are to do in your first Squad Chat

WORSHIP

Worship will be held each evening except Wednesday.  You are expected to participate in the worship services.  In several cases during the week, participants will be asked to sit together in squads.  It is imperative that you are there as a leader of the squad.  After worship, the youth groups have a time of Group Devotions.  If you are with a youth group, you should participate in the group devotion time.  If you are not with a youth group, you are encouraged to find a group to participate with. 

FIRST SQUAD CHAT 

(Gather with your squad in the assembly area.) 
· Everyone will receive a squad assignment from their Mail Wall envelope.  Squad members will use squad signs to find and meet their squad.  Arrive early, find your sign, and greet members as they arrive.
· Secure a location for your squad to meet and to get to know one another. Get to know their names.
· Take a few minutes to get better acquainted as a squad.  Your Squad Leader will lead this meeting.  You are to support and help the Squad Leader.
· Be sure to write down the name, church, and room number of each youth accepting a squad position (a page in this manual is provided for this purpose).
· If you have time, discuss the construction assignment your squad has this week. 
· Pray together for the ministry this week.
· Construction Supervisors are to be available to answer questions from their Construction Captains, but are not required to meet with their squads.
SQUAD POSITION ASSIGNMENT SHEET

Squad Name: ___________________________________

Construction Captain: ____________________________________

Squad Captain: _______________________________

Chaplin: ________________________________

Break Masters: ________________________________

                           ________________________________

Medic: ________________________________________

Van Driver: ____________________________________

MONDAY 
MORNING BRIEFING / LEAVE FOR WORK SITE 

· Join everyone for prayer before you go to your work site.

· Scheduled departure for the work site is usually 7:30 a.m unless your CC has given you a different schedule.  Try to be as punctual as possible.

SUGGESTIONS FOR SUCCESS

This is a list of suggestions for your behavior.  Our experience has shown that these suggestions will lead to a more successful project.  Please use this list during the week as needed to reinforce positive behavior.

1. Be patient.  Your squad is made up of individuals who have different abilities and experiences.  Take time to involve everyone.

2. Be a good teacher.  Tell them how to do a job, show them how, and then let them try.

3. Be an encourager.  Most will not have experience and many will lack the confidence to learn.

4. Build their confidence and their skill.
5. Be an example.  Show a Christian lifestyle by your actions and your attitude.  Participate in devotions and encourage prayer each day. Remember that the dress code applies to you as well as to the youth.

6. Be safe.  Avoid shortcuts that create unsafe situations.  Wear safety glasses when needed.  Always be on the lookout for potentially dangerous situations.  Study the “Safety on the Work Site” section carefully.

7. Be alert to physical condition of squad members.  Make sure everyone on the squad is drinking large amounts of water when summer heat and humidity are present.  Insist on sunscreen and adequate clothing to protect from sunburn and overexposure.  Watch squad members carefully for signs of dehydration and heat exhaustion.

8. Be a good steward.  Discourage any form of “horseplay” and lack of good stewardship related to construction materials.  This is an issue for safety, expenses, productivity, and our Christian testimony.
9. Be sensitive.  Avoid what may be seen as inappropriate contact with the opposite sex.  Mission Serve does not wish to discourage your Christian love and care for the group.  However, there are certain situations that could create risk for you or could at least be misconstrued.  The Project Coordinator can help clarify this matter.
FIRST DAY'S ADVICE 

· Encourage and participate in personal devotions at the work site each day.

· Be sure to inform the resident at the end of each work day what work has been done and what is yet to be completed.  Make sure the resident is aware of any potential safety hazards (unfinished porches and decks, materials in yard, etc.) that need to be avoided.
· Get the work done as much as possible through the participants.  Help them take ownership of the work.
· Don’t forget to be a spiritual leader to your squad as well as a work leader.
· Spend a few minutes at the end of the day or when you return to the lodging facility to fill out your Daily Work Sheet for Monday.  Let your CC know how things went including how your squad worked and materials status.
· Take a few minutes to go over your Responsibilities checklist located in this manual.  See if there are areas where you need to improve.
SQUAD POSITION REVIEW 

· Spend a few minutes with your squad making sure that each person understands his or her job responsibilities.
· Squad members may have questions after their first day at the work site 
TUESDAY
· Be sure to inform the resident at the end of each work day what work has been done and what is yet to be completed.  Make sure the resident is aware of any potential safety hazards (unfinished porches and decks, materials in yard, etc.) that need to be avoided.

· Get the work done as much as possible through the participants.  Help them take ownership of the work.

· Don’t forget to fill out your Daily Work Sheet for Tuesday.
· Look over your responsibilities checklist and evaluate how your day went.
WEDNESDAY
· Only a half day of work today.  Your Construction Coordinator will tell you exactly what time to stop working, plans for lunch, and time to return to the lodging facility.  Wednesday afternoon is a good time for you to relax (if your Construction Coordinator doesn’t enlist you to help with a special project at one of the sites).

· Encourage your Squad Leader to make sure all materials and tools are properly stowed away for the day.
· Even though you only worked a half day, you still need to fill out your Daily Work Sheet.  This will help to make sure materials and equipment needed on Thursday will be available as needed.
THURSDAY
· Thursday morning may start off a little slow since the youth may have burned up a lot of extra energy on Wednesday evening.  This is a good time to encourage them by pointing out the work they have accomplished and ensuring them that a great deal of work can be done in the last two days.

· Don’t forget to fill out your expense reimbursement vouchers.  That can help defray your expenses for the trip.  If you aren’t interested in reimbursement, consider filling out the form anyway and donating the money to Mission Serve. 
· Fill out your Daily Work Sheet at the end of the day.  Will the work be finished tomorrow?  Do you need to discuss follow-up for completing the work after quitting time on Friday?  Do you have excess materials that need to be returned?  Will your squad be available to help out at another location on Friday?
· Check your responsibilities checklist one last time.  Are you on track, or are there areas where you need to work a little harder?
FRIDAY
· Friday is usually the best work day.  The squad is really working together, and they begin to see that the work can be completed.  Be their cheerleader.

· You may want your squad to stay a little late to finish up the work.  Your Construction Coordinator will give you a “drop dead” time when you have to return to the lodging facility.  Our main concern is the experience of the participants.  Complete what you can, thank the squad for their hard work, and encourage them by telling them that a follow-up plan is in place to complete any unfinished work if needed.

· This is the time to round up all your tools and equipment.  There will be a celebration time after worship tonight.  Get everyone’s address, email address, and phone number and say a final goodbye to your squad.

· Fill out your Friday Daily Work Sheet.  Obviously, this is a final status report on your work site.  Let your CC know of any follow-up work that remains to be done including unused materials that need to be picked up.
· Construction Supervisors should look over the work sites and assess the quality and degree of completion of the work.  Be ready to discuss follow-up plans with your Construction Coordinator.
SATURDAY
· We greatly appreciate your help at this project.  Mission Serve could not function without you.  Thank you, and we hope to see you at a Mission Serve project next summer.  Have a safe trip home!
Construction project squad organization







MISSION SERVE TERMINOLOGY
I. PROJECT TYPE
A. Construction Project:  A Mission Serve project consisting of construction ministry sites only.

II. PROJECT ORGANIZATION
A. COORDINATORS
1. Project Coordinator (PC):  on-site director of a project responsible for schedules, participants, records, facilities, speaker, and summer staff.

2. Construction Coordinator (CC):  plans and oversees the construction work of a project and is responsible for recruiting Supervisors and Construction Captains.
3. Local Coordinator (LC): recruits local churches to feed lunches to the squads during the week.
B. OTHER LEADERS
1. Agency Representative:  serves as the liaison between the city or housing organization and Mission Serve in choosing work sites, qualifying residents, and providing building materials for the construction ministry sites.

2. Construction Supervisor:  supervises the work of four to five Construction Captains and their work at construction ministry sites.

3. Worship Speaker:  brings the message at worship services.

4. Group Leader:  organizes and brings a group to the project.

5. First Aid Coordinator:  a person trained and certified in basic first aid and enlisted by the Project Coordinator to provide basic first aid as needed at the project. 

III. SQUAD ORGANIZATION
A. WORK SITE: location where a Mission Serve ministry takes place.

1. Construction Ministry Site:  construction work location.
B. SQUAD:  group of 10-12 participants who work to accomplish the task of the Mission Serve project.

1. Construction Captain:  a person enlisted by the Construction Coordinator to direct the work of a squad while at a construction ministry site.  At a community ministry site, the direction of the squad is turned over to the Squad Manager, and Squad leaders are to be involved as if they were any other participant on the squad.

2. Squad Leader:  At construction ministry sites, an adult who serves as an assistant to the Construction Captain, uses the squad manual to organize the structure of the squad, and serves as counsel for the Construction Captain and an encourager of the squad. At community ministry sites, the Squad Leader serves as an advisor and encourager to the Squad Manager. The Squad Leader is enlisted by the PC.
3. Break Master:  A student volunteer who is in charge of the ice cooler, ice chest, ice and drinking cups for the squad.  They work with the squad captains on regular breaks during the day.
4. Medic:  A student volunteer who is responsible for the first aid kit for the squad and assists with minor medical needs of the squad.

5. Chaplin:  A student volunteer who leads the squad in a daily devotional/prayer time at the work site.
IV. OTHER TERMS
A. SQUAD CHATS:  Scheduled time for squads to discuss their project.

B. SUMMER STAFF: A group of team members who travel from project to project serving as summer support staff for the Project.

Problem Solving and Emergency Procedures
We'd like for you to have the most organized, stress-free week possible, but this is missions!  The schedule doesn't always work out, and unexpected things can happen.  The good news is that great things can happen that we don't even expect.  In any case, let these procedures help you to be prepared. 

IN ANY CRISIS 

· Don't panic. Stay calm. 

WHEN IT RAINS 

· Don't head home at the first sign of rain.  Confer with your adults to see if you can continue to work.  If the work site is outdoors, seek an indoor option if possible.

· Do not continue work if lightning, high winds, or other severe weather is present. Get indoors immediately.

· Call the Mission Serve office for instructions on where to go before returning to the lodging facility. 

IF YOU NEED CONSTRUCTION SUPPLIES OR ASSISTANCE 

· The Construction Coordinator has the responsibility of obtaining any construction supplies you will need.  Contact your Construction Supervisor to request materials.

· If your squad encounters a construction problem that you cannot solve, contact the Supervisor or Construction Coordinator for assistance.

· Report your work progress in your meetings with the Construction Supervisor/Construction Coordinator. 

IF SOMEONE GETS INJURED OR SICK 

· The medic should handle only very minor injuries (scratches and scrapes, slight sunburn, etc.).  If an injury is not serious but needs professional treatment, call the Mission Serve office and arrange to get the person to the hospital.

· For any serious injury or sickness, immediately call 911 (emergency) and then call the Mission Serve office.  Write the phone number here: _______________________________________

· Be sure to use the blood cleanup materials provided to your squad when you handle any injury involving blood.  Follow the directions for the materials carefully. 

· DO NOT administer medicine or drugs without expressed permission from the Project Coordinator or a doctor or nurse on site.  If a squad member has special needs and prescriptions, please consult the Project Coordinator.

· Never leave even a slightly sick or injured person alone. Use the buddy system to make sure someone is nearby at all times.

SAFETY GUIDELINES
The following is a list of safety precautions and concerns for construction personnel on the work site.  This list is not exhaustive.  It is, however, intended to foster safety awareness and to maintain the trust that people have in Mission Serve.  Help us keep high standards for safety at the work project.

LADDER SAFETY
1. Make sure that all ladders used are in good condition.  Inspect each one for bends, cracks, and splits.  Make sure all hinges, locks, guides, and leveling devices are functional.  Check rivets, bolts, and welds for looseness, rust, or cracks.

2. Check each ladder for its capacity rating and instruct your squad on its limits.  This is especially important in carrying materials up to the roof.

3. Make sure your squad knows how to properly position a ladder. Use a proper angle from the base of the ladder to the wall (1/4 the length of the ladder.)  Clear the area around the ladder.  Avoid electrical hazards, such as power lines.  Make sure stepladders are properly opened and locked.  Make sure the ladder is properly leveled.  Tie off at the top any ladder that will be used to get on a roof.  Make sure the ladder extends at least three feet above the roof edge.

4. Teach your squad the proper use of a ladder.  Make sure the job is within reach (not leaning out).  Climb down and get off the ladder before moving it!  Use both hands while climbing.

5. Some don’ts with ladders are: Don’t stand on the top step.  Don’t stand on a rung above the roof line.  Don’t lean a stepladder against a wall.  Don’t have more than one person at a time on the same ladder.  Don’t use a ladder horizontally (such as lying across scaffolding.)  Don’t place a ladder vertically on scaffolding.

6. Organize a “ladder buddy” system.  Make sure each person using a ladder for work has a partner who can help stabilize the ladder from the ground and watch for hazards.

POWER TOOLS
1.  Inspect all power tools for safety before using.  Make sure all guards and safety mechanisms are in place and functional.  Check power cords for cracks and exposed wires.  Make sure blades on saws are secure.

2. Require each person using a power tool to wear eye protection (including yourself).  This is essential!

3. Make sure that any youth and inexperienced users are closely supervised when using a power tool.

4. Make sure individuals are trained on the use of power tools at the work site before allowing them to use the tools.

5. Do not allow horseplay of any type with power tools.  Encourage squad members to adopt a proper respect for the safe use of tools. 

ROOFING
1. Check the roof for structural soundness before beginning work.  Test for weak spots and point them out to the squad.  Be cautious in estimating the weight the roof will hold and limit access accordingly.

2. Be aware of electrical hazards on or near the roof.  Look for power, telephone, and other lines that may pose a risk.  Take steps to safeguard the squad from these elements.

3. Evaluate the overall safety of your roofing situation.  If you feel that the roof at your work site poses too great a risk for safe work (too great a pitch, too high off the ground, etc.) please discuss this with your Construction Supervisor.  Pitches less than or equal to 6 in 12 are usually considered acceptable without toe boards or roof jacks.  Toe boards should be used for pitches between 6 and 8 in 12.  Roof jacks should be used for pitches greater than 8 in 12.  Scaffolding should be considered for two story or higher roofs.

4. Ensure roofing felt is adequately secured before walking on it.  Make sure dust, sawdust, and loose materials are cleaned up periodically as these can become a severe slipping hazard.

5. Holes in the decking which are covered by felt or other materials should not be left unattended unless covered or clearly marked to reduce potential falls.  Holes should be made visible as soon as possible. 

PAINTING

1. Encourage the use of safety goggles when scraping overhead.

2. Encourage the use of appropriate dust masks.

3. Limit the use of paint thinners and solvents to tools and not to clothing. Make sure the squad understands the safe use of clean-up chemicals at the work site.

4. Additional safety requirements and procedures may be imposed by the agency related to dealing with lead based paint hazard reduction.  Your Construction Coordinator will discuss this with you prior to starting work.

INSPECTION

1. If a building inspector is available, ask him or her to assist you in locating potential hazards and knowing how to avoid them.  Get advice on any situation that could be a potential hazard (such as a weak roof, power lines to the building, or the height of the roof from the ground).

2. Use the squad’s Squad Leader to assist you in keeping a lookout for trouble.  The Squad Leader can assist with such things as the ladder buddy system and proper use of tools.

HEAT

1. Make sure everyone on the squad is drinking large amounts of water when summer heat and humidity are present.  Make sure there is enough ice and water for the squad to take frequent water breaks.  Discourage the heavy use of carbonated drinks (but not at the risk of drinking no fluids).

2. Insist on sunscreen and adequate clothing to protect from sunburn and over-exposure.  Rotate squad members on hot roofs and unshaded areas of work with other squad members in shaded areas.

3. Watch squad members carefully for signs of dehydration and heat exhaustion.  Get medical help immediately if symptoms cannot be treated with rest in a cool area and drinking lots of water. 
4. Discuss these steps with your Break Master and use them to help you monitor the squad.
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NOTE:  Construction Captains should receive this form completed from their Construction Coordinator or Supervisor before the beginning of the project for the purpose of preparation and communicating specific needs.
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