organizing your Core Team

Overview
Under the guidance of the Team Captain, the purpose of the team is to operate in such a manner that what shows up in the room is only the training and the participants. 
To realize this vision, all administrative details are completed at each stage of the training and all roles are fulfilled with excellence. Accomplishing this purpose requires meekness, a heart of repentance and humility, the ability to be coached, leadership, attention to detail, a high level of personal responsibility and accountability, and the willingness to work with others.
Your Core Team is composed of three to four individuals who are committed to having trainings in your area on a long-term basis. Your Core Team will work closely with you and are essential for a successful Training. We recommend selecting a core team a minimum of four months prior to your anticipated TL Training date. The Core Team will work with you to invite and select other members of the team who will serve both inside and outside the room.
A foundational requirement for those serving on the Core Team is that they have completed at least one of the GAP Community trainings or the training equivalents.
Although you as the Sponsor may take one of the following four key positions of responsibility (with the exception of Team Captain), we strongly recommend that you enroll others to fill these roles:
1. Team Captain
2. Prayer Captain
3. Confirmation Call Captain
4. Administration Captain
Organizing your Team
Invitation Letter to Potential Team
The purpose of this letter is to set up the orientation/selection meeting and begin to set criteria for both attending the meeting and being selected as a team member.  The invitation letter will also identify other meetings, room set-up, graduates meeting and team debrief.
The content of the letter must be written very clearly with specific details.  This will eliminate potential breakdown of communication concerning what the Team Captain requires of team members.  Please work directly with your coach and sponsor for grounding prior to sending out the team selection letter.  See the sample. 
Basic Requirements
What each Team Captain may require will vary.  The basic requirements, however, are as follows: 
Potential team must RSVP to Team Captain, by phone, 2 days prior to orientation/selection meeting. 
Homework is to be in prior to the first meeting. Be certain, therefore, to set that date in accordance with your orientation meeting date so that those on the selection panel will have time to review the homework

The sample team selection letter is found on the TL Resources page at:

www.gapcommunity.com/TLresources 
In the link above is a sample invitation letter, which could also include dates for graduate.  Please include the TL Team Application/Homework (to be complete by all potential team members, captains, and sponsor.  Include all team expenses for food (if any) as well.
As soon as you’ve completed your team invitation letter, email it to your Coach to review for any editing needed prior to sending it out.
Team Captain
Role
The Team Captain is a strong leader who delegates responsibility, communicates in love, and is ultimately responsible for the team and their way of being in the room. The Team Captain focuses on the details inside and outside of the room as well as on the team, the Trainers, and the participants. An ideal Team Captain has strong coaching skills, is willing to speak honestly, and must be in the room the entire training. 
Selection Requirements
The selection of the Team Captain is made by the Sponsor. It is strongly recommended that the Team Captain has experience serving on a previous team and has a working knowledge of the overall function of a team before, during, and after a training/Training. For a Training in a new area, an experienced person may not be available, in which case, the Sponsor could take on the role of the Team Captain until one is “raised up” for a later training.
The Team Captain is a person who demonstrates leadership and whose life is foundationally stable spiritually, emotionally, and relationally. Ideally, in serving as Team Captain, the individual’s life responsibilities will be strengthened by the added responsibility of being Team Captain.
Prayer Captain
Role
The Intercessory Prayer Captain is the person who intercedes in prayer and leads the Prayer Team. The Intercessory Prayer Captain helps choose those who will be on these team outside the room and communicates with them about the need for prayer before and during the Training. Concerted prayer should begin as soon as you decide to sponsor the Training. The Prayer Team prays for the area, land, city, ministry, team, potential participants, and the participants’ families. 
Selection Requirements
The selection of the Prayer Captain is made by the Sponsor or by the Sponsor with input from the Team Captain. It is helpful if the Prayer Captain has served on a team in the past, but this is not crucial for this role. A strong Prayer Captain has a rich spiritual life and a dedication to prayer as part of their spiritual life. Being willing to pray aloud in group settings and lead others in prayer is integral for this role. Although you as the Sponsor may serve in this capacity, it is not recommended as the Prayer Captain will be focused on prayer during the training and you will have other responsibilities in the room.
Confirmation Call Captain
Role
The Confirmation call Captain is the person responsible for the creation and management of the Confirmation call Team. Attention to detail and great follow-through are required for this role as well as excellent communication skills. The Confirmation call Team is responsible for the first formal contact participants have with the Training and GAP Community. 
Selection Requirements
The selection of the Confirmation call Captain is made by the Sponsor or by the Sponsor with input from the Team Captain. As Sponsor, you may choose to be the Confirmation call Captain; however, it is strongly recommended that someone else serves in this role. 
The Confirmation call Captain needs strong skills in leadership, organization, and communication. This role requires training the members of the Confirmation call Team, so being able to communicate expectations clearly in a group setting and to lead by example are critical. 
Because of the importance of this role, it is helpful if the Confirmation call Captain has served on a team in the past or, at least, made confirmation or Confirmation calls for other trainings/Trainings. Your Coach will assist you and the Confirmation call Captain in preparing for the calls, reviewing forms, and training the Confirmation call Team.

For new areas with less experienced team member options locally, the Confirmation Call Captain is a role that could be done by an experienced GAP Grad who is not local to the training.
Administration Captain
Role
The Administration Captain is a person who is detailed, committed to excellence, and gifted in administration. This person is systematic and aware of the importance of getting tasks done completely and on time. The Administration Captain sends confirmation packets to registered participants, prepares rosters, and coordinates with the Sponsor and the Confirmation call Captain.   It generally works best to have the Admin Captain also be responsible for the Name Tags and Printed Materials roles which are outlined along with the other job roles on the TL Resources page at www.gapcommunity.com/TLresources
Selection Requirements
The selection of the Administration Captain is made by the Sponsor or by the Sponsor with input from the Team Captain. It is helpful if the Administration Captain has served on a team in the past, but this is not crucial for this role. A strong Administration Captain has demonstrated attention to detail, keeping on task and meeting deadlines, and exemplary organizational skills. This role is well suited to someone who loves to check items off of their to-do list and likes “their ducks in a row.” Although you as the Sponsor may serve in this capacity, particularly as most tasks will be completed before the Training and up to registration, the focus on details may pull you away from the big picture and supporting the Team Captain and the rest of your Core Team.  Their primary responsibilities are sending out the Confirmation Packets as participants are confirmed, disseminating team contact info to each other after the first team meeting, as well as collecting and printing the specified information for check-in at the training and sending that to GAP Community for the final participant roster.  
