SUPPORT CALLS

Purpose of Support Calls

Support calls are the lifeblood of the GAP Training.  The support call provides the participant with the opportunity to clarify his or her vision and breakthrough areas and gain information about practical aspects of the training.  It also enables the Team to support the participant’s spiritual, emotional and physical well being.  

A good support call provides these benefits:

A. It prepares the parents and the participants for the rigor of the training.

B. It supports the Participant’s well being by providing an avenue for the Team to pay attention to the details of the Participant’s life such as whether or not he/she has special needs, etc.

C. It encourages communication through which both the Participant and the team gain clarity and insight about the Participant’s needs and goals.

9.2 Responsibilities of the Support Call Captain

A. The Support Call Captain must do the following:

1. Read thoroughly through their job description, the Support Call section of the manual given to them by the Captain.

2. Be present and prepared on the Support Call Grounding Call with the Coach and Support Call Team Members.

3. Once the Sponsor makes the updates to the Parent & Teen Confirmation Packets, he or she will email them to you no later than two months prior to training.  After the Support Call Grounding call (usually 6-8 weeks prior to the training), then you email the following to your Support Call Team Members:

· Parent and/or Teen Confirmation Packet (Teen Support Call Members only receive the Teen Confirmation Packet)

· Teen Support Call Script

· Parent Support Call Script (does not go to the Teen Support Call Members)

· Parent & Teen Returned Paperwork document

· Release Signature Flow Chart

4. Give the Support Call Team deadlines in order to assure calls are being completed in a timely manner.

5. Maintain communication with the Support Call Team.

B. In addition, the Support Call Captain must know the following details at all times:

1. How many calls have been completed?

2. How many calls are yet to be made and by what date (deadline)?

3. Who will make the calls as registrations come in?

4. What special needs/medical situations are there?

5. How many homework packets have been returned?

6. Are there concerns about any of the participants (for example, psychiatric care for a mental disorder or alcohol or other drug dependencies)?

9.3 Selecting the Support Call Team
Together with your Support Call Captain select a Support Call Team.  You and the Support Call Team Captain will choose a minimum of five and preferably at least seven people to make up the Support Call Team.

During the support call, the team member must listen with discernment, be focused and be disciplined.  The following attributes describe an effective Support Call Team member:

1. skilled at listening

2. an excellent communicator

3. compassionate, yet, firm

4. caring and diligent

5. high integrity and true to his or her word

6. on time

7. follows through

8. attentive to details

9. thorough

Support Call Team members need to maintain a tone of excellence, professionalism and sincerity, and be coachable and accountable to the Support Call Team Captain.

The Support Call Team member’s responsibility is to do the following:

1. Help the participant become clear about his or her vision and breakthrough areas, by listening and asking probing questions.

2. Inform the participants about:

a) The logistics of the Training.

b) The graduate meeting after the training

c) The GAP’s non-profit status and and that a free will offering will be received during graduation

3. Relay information to the Support Call Team Captain.

4. Confirm that the participant has received his/her packet.

5. Share with the Support Call Team Captain any concerns they have about participants.

9.4 Support Call Team Training

Support Call Team members must attend a mandatory Support Call Training, taught by the Support Call Team Captain and/or Coach, to ground and train them in their responsibilities.  This Training ideally should be held 6 weeks before the GAP and must not be taken lightly.  Each Support Call Team member must be grounded in the being and doing of effective support calls.

The Support Call Captain can have a one hour grounding with the team Coach prior to their own Support Call Grounding held for the team members.  This can be decided by the Sponsor an Coach about whether or not a pre-grounding with the Support Call Captain is supportive.  

Support Call Team members must keep in constant contact with the Support Call Team Captain.

A. Support Call Team Training Outline

The Support Call Training is the foundation of the Support Call Team.  This Training assists the Team in understanding the forms, setting a standard of excellence and reviewing in detail what is required for a successful support call.

Materials for Support Call Team training—provide each Support Call Team member with a folder that includes the following:

1. Sample Confirmation Letter from the sponsor

2. Personal Assessment Form

3. Pre-training Homework

4. Course Outline

5. Support Call Form

6. Support Call Script

7. The GAP Brochure/Flyer
B. Open training with prayer.

C. Open floor.  The Support Call Team Captain/Coach should begin by asking Support Call Team Members the following questions:

1. What is the purpose of a support call?

2. What was your experience of your own support call? 

3. What do you remember?  What worked and what didn’t?

You will hear your team members address their issues, breakdowns, agendas and distinctions.  As the opportunities occur, coach your team by doing the following:

1. Encourage them to be specific and ask the participant for details.

2. Stress the importance of the support call.  
Note: a support call is not “just a phone call”—on the other end of the line is a person, a life—take the time to sow into other another’s life.

3. Get them focused outward on the people instead of inward on themselves—in other words, tell them listen to the parents and the participants instead of rehearsing what to say next.

4. Call them to rise up and stretch to what the Lord has called them to do.

5. Tell them how much you appreciate them taking time from their busy lives to be part of the Support Call Team.

D. Scheduling Support Calls

1. When the Support Call Team members receive a registration card from the Support Call Team Captain, they should call the parents or the participants within 24 hours to set up an appointment.  Don’t procrastinate. 

2. Deadlines for making support calls: All calls to set-up the appointment shoud be complete within  48 to 72 hours after receiving the call assignment.

3. Keep the scheduled appointment time. 

4. At the appointment time, start right away; it is unnecessary to ask at this point if this scheduled time is convenient for the participant.  This is an opportunity for both the team member and the participant to keep their time commitments.

5. Allow for 45-60 minutes for each call.

6. Have a pen and paper ready.

7. Have the participant’s registration info with you for reference purposes.

8. Make your call from a quiet, uninterrupted and peaceful location.

9. Have time after the call to fill out the forms completely.

Keep in contact with Support Call Team Captain. Email or call the Support Call Team Captain to confirm the support call has been set up and once again when the call is complete. Please call the Support Call Captain if any red flags arise.

After the calls and forms are completed, Support Call Team members should return the forms to the Support Call Team Captain before or by the agreed-upon deadline date.  

Communicate a sense of urgency to the Support Call Team members about returning the forms without delay, because the Support Call Team Captain needs the forms to complete his/her job.

E. Support Call Tips

Read through the Support Call Script with all the Support Call Team Members.  Be focused.  Follow the script outline.  It works!  Take time to go through both the parent support call and teen support call.

Note:  Go over the script out loud; answer all questions from your team members as they come up.

1. Page One of the Support Call Form

The Support Call Team uses page one of the Support Call Form covers the following:
a) Find out what they have heard about the GAP? 

b) Find out if they have they received their packets.

c) Discussing why they are coming to the GAP.  This may take some time.  Talk about their life and not the training.  Ask questions.  Be specific and clear.  The goal is for the participant to be clear about why they are coming and be ready to participate.

d) Remind them that a free will offering will be taken at graduation and that MasterCard, Visa, Discover and American Express are acceptable as well as checks and cash.

2. Page Two of the Support Call Form is very important and relates to the Course Outline and Questionnaire in regards to the following:

a) therapy

b) mental disorders

c) physical limitations

d) prescribed medications

Note:  It is vital that participants 18 years old or parent of participants obtain the required signature from their physician if they answer yes to questions 3, 4, 5, or 6. If the participant is currently on, or in the last 12 months has been on, medication requiring a signature, the signature must be from the physician that prescribed the medication. If they have ever been on prescription medications, they need a signature from their current physician.

Note that if a therapist does not wish to release the participant, the parent may still register their son or daughter.  Since the participant is a minor their parents have the final word.
The following chart will help Support Call Team members decide who needs to have a signed release.
Figure 1.  Release signature flow chart.
--PARENT SUPPORT CALL FORM--

Release Signature Flow Chart (Figure 1)



MAKE SURE YOUR SUPPORT CALL TEAM MEMBERS UNDERSTAND THE IMPORTANCE OF CLARITY ON WHO NEEDS SIGNATURES AND FROM WHOM.

a) Here are some example red flag calls—if during the call the participant. . . .

· states he or she “only wants to observe—doesn’t want to participate, doesn’t want to work..."

· seems dazed and confused.  Can’t really focus or answer the questions; seems unable to carry on a conversation... 

· is angry and feels manipulated or pushed into the Training...

…this should alert the Support Call Team member that this is a red flag call.

4. How to handle these sorts of calls:

a) For the first two types of red flag calls, open up possibilities, ask questions. For instance, ask the participant why he or she wants to go to the training?

b) For the third type of red flag call—in which the participant exhibits anger or feels manipulated or pushed—end the call politely and tell the Support Call Team Captain and/or sponsor—who will talk to the parents and person who enrolled the participant.

c) No matter what the response, advise the participant that someone else will call him/her because you don’t feel you are adequately supporting them.

d) END YOUR CALL AND CALL YOUR SUPPORT CALL CAPTAIN (OR SPONSOR).  Your Support Call Captain will talk with you and will call the participant again for clarity.

Note:  The Trainer reserves the right to ask Participant to leave.  Remember that the Support Call Team Member cannot tell a participant they cannot attend the Training.  That decision is up to the Participant.  However, the Support Call Team Member may suggest the participant not attend.  Talk it over with your Support Call Captain. 

5. Below are other possible red flag scenarios and how to handle them:

a) RED FLAG:  The participant is going for the following reasons: “just because my parents are paying” or he/she says “No big deal if I go or not.”

POSSIBILITY:  Make sure that the participant is clear about their participation at the training.  Challenge them to be at stake for what could happen, for what they would like their life to be like, for their future.   Ask, “Why go?  What is the value?”  You may even encourage him/her not to attend.  

b) RED FLAG:  Participant says “I might leave in the middle of the Training if I don’t like it” or “I’m going but I have to leave early for a soccer game.”  

POSSIBILITY:  Explain that The GAP is a four-day commitment.  Encourage him/her to attend another training if they cannot commit to the full four days.  Ask the participant what his/her concerns are?  Can we handle them now?  Address the fear.  

c) RED FLAG:  The participant says he or she has changed her mind and doesn’t want to go, even though he/she has paid and is registered.

POSSIBILITY:  It is not your job to enroll them to stay in the Training.  Call your Support Call Captain.  The Captain or Sponsor will talk to the person that enrolled the participant.

Note to Support Call Team Members: Notify your Support Call Captain immediately after a red flag call.  If you are the Support Call Captain, notify your sponsor immediately!

F. Practice Calls

Two Support Call Team Member make a practice/example call in front of the training.  The Support Call Captain listens to them, coaches them, encourages them and opens up possibilities.  If you see a need for the rest of the Support Call Team to practice their calls, divide them up into groups of two and let them do it. As the Support Call Team practices the calls, each member should have the script in front of him/her and should ask questions on any point that he/she wants clarified.

G. Closing Of Training

Tell Support Call Team Members, they must do the following before making an actual call on their own:

1. Reread all the information in their packets. 

2. Make sure they have received answers to any questions they have about support calls or about the information contained in the packet. 

3. For the Parent Support Calls, please make every attempt to obtain a letter from both parents.  Step-parents or grandparents may write letters as well.  However, if the family is split go the extra mile and contact the parent that does not have custody.

Note: If they have questions that come up after the training, encourage them to call the Support Call Captain.

PROCESS FOR SUPPORT CALLS

1. Online submission comes in from the website.

2. The Sponsor confirms full payment was received and sends the registration information within 24 hours to:
A) The Team Captain gets the participant name to be able to announce to the team another registration and celebrate in the moment!
B) The Support Call Captain to assign a caller to both the parent and the teen, to call no earlier than 6 weeks prior to the training.
C) The Admin Captain so they can email the parent packet to the parent email and the teen packet to the teen email.

Support Call Script & Form
Parent Support Call

______________________________________________________________

Name of Participant


Name(s) of the Participant’s Parent(s)

______________________________________________________________

Name of Support Caller

Scheduled Time & Date of Call

To SET-UP the Support Call

Call the parent within 24 hours of receiving the assignment from your Support Call Captain.  If one parent does not answer the phone, then leave a specific message letting them know who you are, the purpose of the call, and clearly repeat your name and say your phone number you can be reached at.

Go over the following information in your call to set-up the actual Support Call:

· Who you are, and that you are on the Team for their child’s upcoming GAP Youth Training

· Ask if they are aware their Teen has signed up for the GAP Training and the dates of the Training?

· That as a standard way of supporting parents and Participants, we have a 45-60 minute call prior to the Training to go over some logistics and cover some questions

· Ask them if they have received their Confirmation Packet in their email.  Request that they read through it prior to your Support Call with them.  If they have not yet received their Confirmation Packet, make sure they have checked their email, and contact the Support Call Captain immediately to have them email it over.  Check with them to make sure they have received it, so they can have time to read it prior to your Support Call.

· Ask them when they have time for a 45-60 minute uninterrupted time for the phone call and schedule it

· Make sure they have your name and the number you can be reached at if they need to beforehand.  Make sure you know the correct number to reach them at for the Support Call

Support Call

Did you attend the Parent/Teen Information Meeting?  If not, did you read through the Parent Disclosure Statement in your confirmation packet?

  Yes  or  No
If they say No to both, have them commit to reading it prior to their teen attends the training.
Part One: Check-in on Parent Understanding (Approx. 10-15 minutes)     

This is an opportunity to create rapport, listen generously, and add context and clarity to “fill in any blanks” that might come up about GAP Community and the Training.    



What do you know about the GAP? ____________________________

_________________________________________________________

Did you get your pre-camp confirmation packet?  Yes  or  No

Have you read through the material?  Yes  or  No

Do you have any questions regarding the material or the training?  Yes or No

If not, would you mind if we go over the material now?  Yes  or  No 

Part Two: Confirmation Packet & Required Return Paperwork (Approx. 5-10 min.)

This part of the call is to ensure they are aware of all the materials given, and to make sure they are as clear as possible on what is the required paperwork needing to be returned for their Teen to attend the Training, as well as how to complete that paperwork and have it submitted.  

Make sure if they are not dropping their teen off at registration that ALL signatures, initials, and information is COMPLETE so the teen doesn’t arrive at the Training registration with incomplete paperwork.

Use your “Teen & Parent Returned Paperwork” check list as support for making sure the parent is aware of what both they and their teen are responsible for submitting to GAP in order for their teen to participate.  

The Parent Confirmation Packet includes:

a) Welcome letter 

· Confirm they have contact name/number, and a clear understanding of the Training dates and times, directions to the site, and locations details.

b) Parent Disclosure Statement 

· Confirm they have read through it

c) Hold Harmless Release form (Go through page by page)

· Make sure the parent initials EVERY SINGLE blank space indicating they have READ each question.  Support them with #17 & 18.  They only need to put their name in one of those two options.  The vast majority of people choose #17, but that is up to them.  Regardless, they still need to INITIAL both 17 & 18, but only write their name in one.
d) Teen Health and Emergency Information form

d)  Travel Release signature

e)  Ropes Course Release signature

f)  Parent/Therapist/Physician Release form

· Let them know you will be going over this in much more detail once you go through the questions together with them shortly

g)  Parent Check List

h)  Questions team member will be asking your teen

i)  Copies of all the material sent to your teen

I’d like to go over the Confidential Health Information Questionnaire with you now.  

Part Three: Confidential Health Information Questionnaire 

(Appox. 5-15 min, depending on the responses)

The purpose of this section of the call is to clarify some very important medical information that will let you and the parent know what signatures are necessary or not, for their teen to be in the Training. Use your Signature Release Flow Chart for support.

Confidential Health Information Questionnaire Questions 1-12

	1.  Is your teen in therapy? 

Yes  or  No    If Yes, see “A” on right side of page before continuing.

2.  Has your teen had any prior therapy or psychological counseling? Yes  or  No  If Yes, give approximate beginning and ending dates: ______________________ If you have stopped therapy within the last 12 mos., see section “A” on the right hand side before continuing. 

3.  Has your teen ever been hospitalized for psychiatric care or for a mental disorder?  Yes  or   No   If yes, give approximate beginning and ending dates:______to______

4.  Is your teen currently taking or has he/she ever been prescribed any anti-psychotic medication such as Haldol, Thorazine, Navane, Stelazine or Trilafon?  Yes  or   No    If Yes, please specify when, what medication, dosage, or duration. _____________________________

5.  Is your teen currently taking or has ever taken any antidepressants or anti-anxiety medication such as Valium?  Yes   or   No   If Yes, please specify when, what medication, dosage, duration:______________________ (Please note that if your teen is currently on medication, you must have a signature from the prescribing physician. If they have ever been on medication, you must have a signature from their current physician.)
6.  Does your teen have any physical condition(s) that may be aggravated or inhibit his/her participation in The GAP Training? Yes   or   No   If Yes, please describe: ________

____________________________________
	A.  If the parent answered Yes to 1 or 2, indicating that their teen is currently in therapy, or stopped therapy within the last year, we require that they discuss with their teen's current or former therapist the advisability of their teen taking The GAP Training at this time. 

We also urge them to fully express to the therapist any concerns they or their teen may have and listen closely to any concerns their teen's therapist may have.  We strongly recommend that they follow the therapist's advice as to whether or not this is an appropriate time for their teen to take the training.  If the teen's therapist requires more information, he/she is welcome to review this form and/or call the area Sponsor. 

Parents must sign statement saying that they discussed with the therapist whether or not their teen should attend the GAP Training and have made the choice to allow their teen to participate.

If the parent answered Yes to questions 3, 4, 5 or 6, we cannot recommend that their teen participate in the training.  There is a risk that the rigor of the training could aggravate some mental conditions.  

If, because of the potential benefit, they still desire their teen to attend, they must consult with their teen's physician or therapist and obtain his/her signature on the Parent/Therapist/Physician Release form enclosed in your pre-camp packet. 



7.  Has your teen ever been incapacitated by severe depression, anxiety or other mental disturbance?  Yes   or   No  

8.  Has your teen ever harmed himself/herself or become violent toward others?  

Yes  or   No   If Yes, please describe: _________________________________

______________________________________________________________

______________________________________________________________

9.  Within the last 12 months has your teen been dependent on alcohol, marijuana, cocaine or any similar non-prescribed drugs?  Yes  or  No 

If Yes, describe: _________________________________________________

______________________________________________________________

______________________________________________________________

10.  Has your teen ever experienced any event in life that resulted in significant trauma for any kind of abuse, loss of loved one or any other significant loss?

______________________________________________________________

______________________________________________________________

______________________________________________________________

11.  Does your teen have any special needs?  If so, describe. ______________________________________________________________

12.  Is your teen currently under a doctor’s care? Yes  or  No   If so, why? 

______________________________________________________________

______________________________________________________________

End of Confidential Health Information Questionnaire

Part Four: Follow-up Questions & Final Details (Approx. 10-15 minutes)

How is conflict with your teen handled in your home?____________

________________________________________________________

________________________________________________________

What is your expectation for ____________ coming out of this program?  





Teen’s name                                                       
________________________________________________________

________________________________________________________

How are you prepared to support your teen after the GAP?

________________________________________________________

________________________________________________________

We ask that each parent write a letter for your teen in the form of a last message, something that you would want them to have if they were never going to see you again.  Please keep this confidential and mail it in to the sponsor no later than _____________________ (one week prior to the Training).  If EVERY SINGLE teen does not receive a letter, the letters will not be distributed to any of the teens.

***IMPORTANT: Due to time constraints, if the parent(s) are not able to mail their letter(s) to the Sponsor more than one week prior to the Training, then ask the Sponsor and Support Call Captain how they prefer the letter to be sent.  Options include: bringing the letter(s) in a sealed envelope in person when they drop off their teen at registration, or emailing it and the team member who receives it prints it and is responsible for getting it to the Sponsor.

As a reminder, your entire registration fee is paid to the Sponsor hosting the GAP. On the last day, you will have an opportunity to contribute to GAP Community.  Please plan accordingly.

Complete the call with...”Thank you for taking the time to talk with me.  We’re looking forward to seeing _____________________ at The GAP Training.”




    

Teen’s Name

Evaluation of the Call:
How long did the call last? __________
What was your experience of the call? 
Explain: _____________________________________________________________

____________________________________________________________________

Were there any Red Flags?  Yes  or  No
Date Support Call Captain assigned you the call: _________________________________
Date the Support Call Form is being returned to the Support Call Captain: _________________________________
Support Call Script & Form

Teen Support Call

To SET-UP the Support Call

Call the teen within 24 hours of receiving the assignment from your Support Call Captain.  If the Participant does not answer the phone, then leave a specific message letting them know who you are, the purpose of the call, and clearly repeat your name and say your phone number you can be reached at.

Go over the following information in your call to set-up the actual Support Call:

· Who you are, and that you are on the Team for their upcoming GAP Youth Training

· As a standard way of supporting parents and Participants, we have a 45-60 minute call prior to the Training to go over some logistics and cover some questions

· Ask them if they have received their Teen Confirmation Packet in their email.  Request that they read through it prior to your Support Call with them.  If they have not yet received their Confirmation Packet, make sure they have checked their email, and contact the Support Call Captain immediately to have them email it over.  Check with them to make sure they have received it, so they can have time to read it prior to your Support Call.

· Ask them when they have time for a 45-60 minute uninterrupted time for the phone call and schedule it

· Make sure they have your name and the number you can be reached at if they need to beforehand.  Make sure you know the correct number to reach them at for the Support Call

Support Call With Teen 
_____________________________________________________________________

Teen’s Last Name           First Name
        Middle   (Name prefers to be called)
_____________________________________________________________________

Birth Date
      Male        Female

Age

Grade

_____________________________________________________________________

Street Address




City 


State Zip

_____________________________________________________________________

Date of Training

Place




Home Phone

Have you received your pre-camp confirmation packet?  Yes  or   No  

Have you read through the confirmation packet?  Yes or No

What have you heard about The GAP? ____________________________________

____________________________________________________________________

Why are you coming to the GAP? _________________________________________

____________________________________________________________________

____________________________________________________________________

What are the areas in your life that aren’t working for you and during the GAP what things in your life would you like to see change for the better? 

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

What is your hope or dream for your future? 

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

What might stop you from living your dream?

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

What is your fear? 

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

How/When do you numb out or zone out?  Do you now or have you ever used drugs including marijuana?

____________________________________________________________________

____________________________________________________________________

Who is your best friend and why? 

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

How would your parents describe you? 

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

When things aren’t going your way, what do you do and what direction do you head in your thinking and behavior? 

____________________________________________________________________

____________________________________________________________________

In the GAP Training, when it’s not going your way what are you going to do? 

____________________________________________________________________

____________________________________________________________________
Evaluation of the Call:
How long did the call last? __________
What was your experience of the call? 
Explain _____________________________________________________________

____________________________________________________________________

____________________________________________________________________

Were there any Red Flags?  Yes  or  No
Date Support Call Captain assigned you the call: _________________________________
Date the Support Call Form is being returned to the Support Call Captain: _________________________________
9.6 Participant Folders

A. The Support Call Captain prepares a file folder for each participant before the training begins or the file folder preparation may be delegated to the Administrator. 

B. On the morning of the training each folder must contain all completed forms with all the necessary signatures.  These forms include:

1. Support Call Forms 

2. Course Outline and Questionnaire

3. Personal Assessment Forms

4. Participant Registration Form information
5. Hold Harmless Agreement 

6. Ground Rules (inserted on during lunch on day 1 of the Training)

Note:  It is important to note that NO ONE comes in the room without all their forms being complete.

C. Prior to the Training it is the responsibility of the the Support Call Captain to do the following:

1. Go through each of the participant’s file folders and check all forms and signatures. 

2. List all participants’ names on the Final Check List Form and indicate what is missing (if anything) money, homework, signature, forms—that must be received before the first day of the Training.  When a participant’s file is incomplete, notify the Registration Team by highlighting his or her name on the Final Check List Form.

Note: Admin or the Support Call Captain must bring all the participant file folders to the Training the night before the training begins along with the final check list form and give them to the Registration Team.

3. Give the folders and the Final Check List Form to the Registration Team the first morning, so the Registration Team can assist those participants whose files are incomplete. 

4. Upon completion of registration the file folders are given to the Team Captain.  The folders remain at the Training site for the duration of the Training. 

9.7 Other Support Call Team Forms

The Support Call form and three checklists described in this section are used by the Support Call Captain who is responsible for updating and maintaining them.  These forms assist the Support Call Captain and support your team in tracking the participants’ forms and special needs.

Maintain an accurate record of participant information that is needed or missing.  Use all of the forms.  They are an infrastructure designed to support you, the participants and the Training, in excellence.  They provide peace of mind because when they are properly filled out you know that all the details are covered.  Copies of the forms are found in the index.

These calls and forms involve people’s lives.  If anything is missing (forms, signatures, medical information and needs) it affects the well being of the participants and affects The GAP training.

A. Support Call Form

The Support Call Form describes the support call in detail.  There is also a sample script and clear guidelines on how to make support calls.  The Support Call Team must be well grounded in how to make support calls before they begin making actual calls. 

1. The Support Call Team uses page one of the Support Call Form to track the following details:

a) Whether a participant has received his or her packet.

b) The participants’ purposes for taking the training.

c) What potential particpants have heard about the training. 

2. Page two is very important and relates to the Questionnaire sections on the following topics:

a) therapy

b) psychiatric care or mental disorders

c) physical limitations

d) prescribed medications

It is vital that participants obtain the signature required from their physician if they answer yes to questions 3, 4, 5, or 6.

Note: If participant is currently on medication requiring a signature they must have the signature from the prescribing physician. If they have ever been on medication they need a signature from their current doctor.

3. Page three lists special needs.

a) Have they had any trauma of any kind?

b) Have they been incapacitated by depression?

c) Have they had any violence towards others or themselves?

d) Are they under a doctor's care?

e) Evaluation of call

B. Checklists

There are three checklists, described as follows:

1. Support Call Team Checklist

This checklist tracks each participant’s registration progress.  The Support Call Team Captain may check each participant’s name and immediately know if any information for that participant is missing.  The categories on the checklist include:  

a) participant name

b) date the packet was mailed

c) date the participant signed up for Training

d) name of the Support Call Team member who made support call

e) date the support call was made

f) date the packet/forms were returned

g) any special needs

h) date that the “last message” letter from parents is received

2. Support Call Team Checklist — Special Needs

For example, what if a participant requires prescribed medicine for migraine headaches?  What if he/she is on Prozac or similar medication?  The Support Call Captain writes in exactly what the participant is taking, the amount, and how often per day.  What if a participant has back problems and needs to stand periodically? This too should be noted.  All special needs are listed on this form.  

Note: It is vital to know when a participant is UNDER A DOCTOR’S CARE and why.  Be sure this information is on this form.

When this form is completed give copies to:

a) Team member who is in charge of Special Needs 

b) Team Captain

c) Sponsor to put in file box for the first morning
d) Accessible to Trainer if asked for
3. Final Checklist

This checklist tracks all forms and payments showing completion.  On the morning of the Training if a participant’s information is incomplete this form will show exactly what is missing.

No signatures or extra release forms required











QUESTIONS


# 1, 2, 3, 4, 5, 6





NO





Sign the Personal Release form saying the therapist was consulted





Any physician can sign the Medical Release form








The prescribing physician needs to sign the Medical Release form





# 3 & 6


(Occurred any time)





# 4 & 5


PRIOR to the last 


12 months





# 4 & 5





Within the last 12 months





# 1 & 2





Stopped therapy in the last 12 months





S





E
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