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Introduction 
Welcome 
Thank you for accepting the important role of  Head Cook for a 2017 CTCYM 

Living Center. There are those who will tell you that you have the most im-
portant job on the trip -- and others who would say the hardest one too! 

Thanks to you, trip participants will receive the nourishment they need to keep 
up the hard work all week. When the hot and tired workers come in at the 

end of the day, they will be treated to the sight of your welcoming smile, and 

abundant, delicious food.  As a member of the Leadership Team, you will work 
closely with the other members of your team to set the stage for a life chang-

ing event! 

You will spend long hours preparing for and planning for the meals at your 

Living Center. But be aware, no matter what you do, no matter how well you plan, there will be times of chaos and 

confusion. That’s OK! This is the time to be flexible and positive and to rest in the knowledge that everything will work 
out. 

Our yearly in person training will be held on Saturday, April 8, 2017 at Waco FUMC. Please mark your 
calendar now to attend! If you are unable to attend training and have served as a CTCYM Head Cook 
three out of the last five years, you may instead complete the online training. Training links will be 
available in Spring 2017. 
 

Using This Manual 
This manual contains details you need to consider as a Head Cook. Because each Living Center may vary due to the 

location, facilities, skills of adult leadership, etc., these guidelines will help you make the right decisions for your situation.  

All adults in leadership are encouraged to read over the manuals for the other leadership positions in order to have a 
clear idea of everyone’s roles and responsibility. These manuals may be found on the “For Leadership” page of the 

CTCYM website: www.ctcym.org. 

Read the MinistrySafe Policy for Conference Events found at www.ctcumc.org/ministrysafe.  

If you have any questions at any time, please do not hesitate to contact the CTCYM office.   

 
Central Texas Conference Youth in Mission 
United Methodist Church 
3200 E. Rosedale St. 
Fort Worth, Texas 76105 

 
Phone: 817.877.5222 
Fax: 817.338.4541 
E-mail: clairecondrey@ctcumc.org 
www.ctcym.org 

Claire Condrey 
Coordinator of Youth Ministry 
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The Leadership Team 
It takes many people working together to make a successful trip.  
Four key roles make up the Leadership Team: 

Center Director 
Ultimately responsible for all aspects of the Living Center, the Center Director oversees the plan-
ning and management of the Living Center.  This includes preparing for the trip, including pre-trip 

communications with the host church,  securing showers, supervision during the trip and reporting 

after the trip. There may be an Administrative Coordinator position to support the Center Director. 

Program Director 
The Program Director is responsible for the morning devotional, ensuring copies of lunch devotion-

als and materials needed are provided, and evening activities including recreation, music and wor-

ship. The Program Director may request an assistant, assigned by the CTCYM office, with delegated respon-
sibilities for coordinating worship or recreation.  

Worksite Coordinator 
The Worksite Coordinator is in charge of the work being done at each worksite. This person will 
help locate and evaluate worksites, plan worksite needs, deliver tools and supplies and advise on 

worksite needs. There will most likely be Assistant Worksite Coordinators depending on the Living Center 

size. 

Head Cook 
The Head Cook is responsible for planning, purchasing, and coordinating all meals. There will be addi-

tional cooks to help in meal preparation. 

In addition to the Leadership Team, each participating church will designate a Group Leader (may or may 

not be a paid church staff person). This individual will be the central point of contact with the Center Director 
before, during and after the trip. The Group Leader will be notified and/or consulted on issues of health, disci-

pline or other serious matters concerning any participant from his/her church. 
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Preparing for the Trip 
Pre-Trip Visit 
The Center Director will plan a Pre-trip visit to 

your Living Center. Because pre-trip funds are lim-

ited, the budget may not afford for you to go. Ask 
your Center Director, or person going on the pre-

trip, to take detailed pictures of the kitchen.  You 

may also give that person a list of specific items to 

check on while there: i.e. refrigerator space, ade-
quate large pots and pans, and local grocery stores.   

If you still have questions, you may check with your 

Center Director about contacting the host church 

directly.  

Living Center 
Each Living Center will be hosted by a local church. 

Your Living Center will most likely be in the Host 
Church facilities, but it could be in a school or oth-

er facility.  

On the pre-trip, you or the Center Director will 

be able to assess the kitchen facilities, cooking 
tools, accessories, storage space, refrigerator and 

freezer capacities. You or the Center Director will 

also need to determine what grocery stores are 

available for anything you do not bring with you. 

Contact the local grocery store, bakeries, etc.  to 

see about any special arrangements, donations or 

discounts they might be willing to offer. They might 

allow you to fax or drop off a daily order and pick 
up your supplies later. 

Planning Menus 
You will need to plan menus for breakfast, sack 

lunches and dinner on Monday through Thursday 
for July trip and Friday for June trip. You will be to 

plan breakfast for Friday for the July trip and Satur-
day for the June trip. 

There are ideas for meals and snacks in this manual, 

but feel free to be creative while providing a well-

balanced diet.  There also a CTCYM Cookbook 
available for download on www.ctcym.org. 

You will estimate the amount of food you will need 

to purchase based on the number of people at your 

Living Center. Your Center Director can give you 
the latest numbers for your Center. 

Special Occasions 

Many of the Host Churches are interested in sup-

plying a meal during the week. Ask your Center 
Director if the Host Church has expressed this 

kind of interest and on what day that would occur. 

Some cooks say Thursday (July) and Friday (June) 

nights are the best nights for local congregations  
to supply a dinner and Friday (July) and Saturday 

(June) mornings  are the best for breakfast dona-

tions. These will give you extra time to get the 

kitchen packed and cleaned before leaving the Liv-
ing Center. 

You will also want to check with your Center Di-

rector for any specially scheduled events that may 

require a change in the menu or schedule. For ex-
ample, there may be an evening cookout in which 

you would need to plan appropriately. 

Budget 

CTCYM sets a budget of $39/person on the June 

Senior High/Combination trip and $34/person on 
the July Junior High/Combination trip. It is very im-
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portant that you keep this budget in mind as you 
plan your menu.  

In an effort to stay within budget, you many wish 

to request donations from local restaurants, 

stores and your own congregations. In the past, 
some groups have distributed “Needs Lists” to 

their congregations with items like plates, cups, 

plastic wear, snacks, etc., for groups to make do-

nations toward the trip.  Contact the Group Lead-
ers of your participating churches and give them 

specific items that you would like to request for 

them to bring from their congregations i.e. chips, 

snack, paper towels, toilet paper, cereal, etc. Be 
sure to give Group Leaders ample time. 

In an effort to be more “green”, some Living Cen-

ters have been doing away with paper plates and 

cups as much as possible.  Your Center Director 
can check with the Host Church to see if they 

have adequate plates, silverware, and dishwashing 

facilities, if you with to do this. If this not possible  

 

 

 

 

 

 

 

 

 

at your Living Center, you can have everyone 
stack their cups, plates, and/or bowls after a meal 

and then place these in the trash. This will allow 

you to drastically cut down on the number of 

trash bags used. 

 

Purchasing Supplies 
There are many supplies you can purchase in 
advance of the trip including paper goods, non-
perishable food items, etc. Purchasing these in 
advance will allow you to shop for the best 
prices and make sure you get the best value. Be 
sure to coordinate with your Group Leader 
and Center Director to make sure they know 
the space you may need to carry supplies. 

 

Check the Forms and Checklists  
section for meal ideas and supply lists 

 

 

 



 

 

 

6 

During the Trip 
Sunday 
Leadership Early Arrival 
You and the rest of the leadership should plan to 
arrive in the city of your Living Center no later 

than Saturday. Please review the financial policies 

for what CTCYM will cover for early arrival. 

On Sunday morning, you will attend worship with 
your Host Church.  You will spend Sunday after-

noon setting up your Living Center with your 

Center Director and other leadership. Your area 

of focus should be on setting up the kitchen and 
your serving areas.  

The example the leadership set for preparedness 

on Sunday night and Monday morning is likely to 

set the tone for the entire week. Be prepared, 
relaxed and flexible. 

Group Arrival 

The groups who will be staying in your Living Cen-

ter will arrive around 6 p.m. on Sunday night. This 
is your chance to help set the atmosphere for 

what your group can expect during the week. 

When they walk in the doors, they should be 

greeted enthusiastically and get the feeling that 
your Leadership Team is excited to be there.  You 

might even plan a light snack (cookies or ice 

cream sundaes are great!) to welcome the groups. 

Work with your Center Director to direct 
boys and girls to their areas and to help them 
get moved in.  
 
Orientation 
After everyone has settled into their sleeping 

space, they will gather together for the Orienta-
tion Rotation. Each work team will rotate each 

area of leadership. They will learn about the ex-

pectation of each leader and the responsibilities of 

the group when working with that area. Each ro-
tation can last 15 to 30 minutes and two work 

teams should rotate together.  

Topics you will need to cover include: 

Meal preparation needs 

Lunch set up and procedure 

Filling water jugs and ice 

Clean up needs 

Find out any special dietary needs 

Breakfast and dinner procedures 

Special issues related to the kitchen 

Lunches-let your teams know that they are al-

lowed to make as much as they will eat. 

 

Adult Meeting 
Later in the evening, the Center Director will have 

a meeting with the Work Team adults on the trip.  

You and the other Leadership Team members 

should stay with the youth so they are not left 
unattended. Your Program Director might plan 

some group building games or offer them some 

structured free time.  

Monday to Friday 
Prepare, prepare, prepare! You will have the most 

successful trip if you are well-prepared before you 

arrive. The Head Cook’s job is not one that can 
be planned in the week before you leave. Begin 

preparing early! 
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Daily Responsibilities 

Each day, you will work closely with specific re-

sponsibilities: 

 Prepare breakfast and dinner for the entire 
Living Center. 

 Set out lunch supplies for groups to  
prepare their lunches. 

 Purchase additional food and supplies for meals 
throughout the week. 

 Direct Work Teams assigned to help  
prepare, serve and clean up each day 

Breakfast 

The Work Teams will be leaving the Living Center 

by 8:00 each morning. That means breakfast will 

need to be ready to serve by 7:00 a.m., so the 

Cooks will be the first to rise each morning. If you 
have planned well, you can get some of the prepa-

ration done the night before to make the morning 

run as smoothly as possible. 

Lunch 

Each morning the Work Teams will prepare their 

own sack lunches which will be put into trash bags 

to be carried in their coolers with ice and drinks. 

The Cooks will be responsible for making sure all 
of the necessary supplies are out each day. Don’t 

forget the paper sacks, Sharpie markers to label 

sacks and trash bags to carry lunches in.  Lunch 

should include a fruit/vegetable option. 

 Both white and wheat bread. 

 Always at least two meat choices i.e. turkey, 

ham, roast beef, bologna, etc. plus peanut but-

ter and jelly (if you have peanut allergies in the 

center, this should be at a separate table), plus 
another non-meat choice like pimiento 

cheese. 

 Enough fruit for every person, plus client 
lunches i.e. apples, oranges, bananas, peaches, 

grapes, etc. Put out a variety so the partici-

pants have choices. 

 A variety of chips. 

 A variety of extra snacks—peanut butter 

crackers, cheese crackers, granola bars, etc. 

 Cookies 

 

Dinner 

The Cooks will 

not be assigned 

to Work Teams. 
So, your days will 

be spent shop-

ping and prepar-

ing for other 
meals. (You 

should also have 

some time to catch up on the sleep you lost get-

ting up so early in the morning).   

Work Teams will begin to return from their 

showers between 4:00 and 6:00 p.m.  Consider 

having snacks like fruit, trail mix and drinks out for 

returning groups, if your budget permits.  Dinner 
is usually scheduled for 6:00. Confirm this time 

with your Center Director. Also be sure to con-

firm any special events that might alter this sched-

ule or require any special preparation by the 

Cooks (i.e. an evening in the park with a cook 
out). Dinner should include a fruit/vegetable. 
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Snacks 

Providing an evening snack will make you the he-

roes of the Living Center. Keep it simple like cook-
ies, Rice Krispie bars, trail mix, etc. The Center 

Director and/or Program Director may also enlist 

your help to purchase cold snacks for them to take 

to the worksite during the week. (This will come 
from their budgets.) You should also feel free to 

visit the sites with snacks (like frozen grapes), if 

time permits. Again, you’ll be heroes.   

Please keep in mind when visiting Work Teams 
that you will be required to dress according to 

the CTCYM worksite dress code.  This includes 

long pants, shirts with sleeves, and closed toed 

shoes. 

Managing the Work Teams 

Work Teams will be assigned various chores 

throughout the week including time in the kitchen 
to help prepare, serve and clean up from the  

meals. It is important that you make use of these 

Work Teams and not do all the work yourselves. 

One goal of the trip is for youth to begin to learn 
to take responsibility for themselves. 

End of Week 
A successful week includes making sure everything 
ends well. The Cooks should plan to manage 

these end-of-week tasks: 

 Collect and return any purchases that can 

be returned to the stores. 

 Arrange for donation of left over foods if 

appropriate. 

Closing Worship 

Closing Worship takes place on the final day of 
mission trip. Its location will be announced in 

Spring, and will be in the direction of “home.” 

Closing Worship is a special time when all the 

Living Centers come together to hear a special 
sending forth message and share in commun-

ion. Students and adults have the chance to see 

CTCYM participants from across the confer-

ence and see old friends from previous mission 
trips. A meal is not provided with Closing 

Worship. The breakfast served at the Living 

Center on the final morning of mission trip is 

the last meal provided by CTCYM. Churches 
will need to make arrangements for any meals 

following breakfast.  
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Financial Information 
per hotel room where gender combinations allow 
it, regardless of whether or not you are from the same 

church. (In other words, if two men or two wom-
en go on a pre-trip together, they will be ex-
pected to share a hotel room.) Hotel rooms for 
individuals who choose not share a room may not 
be fully covered as according to the financial poli-
cies. 

Meal and Beverages – To comply with IRS reg-
ulations, itemized receipts are required for all 
meals including Who, What, Where, When and 
Why. No alcoholic beverages will be reimbursa-
ble. Credit card receipts alone will not be reim-
bursable. A limit of $15/person is to be main-
tained for meals. 

Gas or Mileage – Either gas or mileage is reim-
bursable for travel to and during the pre-trip. The 
reimbursement rate for CTCYM is $0.30/mile. 

Budgeted Expenses 

CTCYM has made an all-inclusive price covenant 
with participants, so please do not set up extra-
cost activities or excursions from the Living Cen-
ter. In addition, there should be no additional 
costs related to the Living Center itself beyond 
what has been arranged. Please contact CTCYM if 
unexpected expenses relating to the Living Cen-
ter arise. 

The Center Director, Program Director, 
Worksite Coordinator and Head Cooks will be 
entrusted with CTCYM funds in advance of the 
trips for expenses related to their specific roles. 
The amount each receives will be determined by 
the number of participants at their Living Center. 
These funds will be distributed in the form of a 
check card that can be used as a credit card or to 
withdraw cash at an ATM machine. Budgeted 
funds should be used for expenses that benefit all 
Living Center participants. All unused supplies 

Financial Information 

CTCYM funds have been carefully budgeted to 
cover the expenses of each Living Center. 
CTCYM expenditures fall into three categories: 
Pre-trip, Budgeted and Early Arrival expens-
es. Expenditures for each category must be docu-
mented separately using the CTCYM Expense 
form. The form, corresponding receipts and lefto-
ver funds /credit card must be returned to 
CTCYM within three weeks following the trip. 

Please review the following policies related to re-
imbursing you for personal expenses and with re-
gard to managing the CTCYM funds with which 
you have been entrusted. Because it would be im-
possible to provide a complete list of what is and 
is not acceptable, additional considerations may be 
taken into account on a case-by-case basis. 

Pre-Trip Expenses 

Pre-trip expenses refer to expenses incurred by 
Leadership Team members for preparatory visits 
to the Living Center in advance of the actual trip. 
These trips include activities outlined in the “Pre-
Trip” section of the leadership manuals. 

While there is no set limit to the pre-trip expense, 
it is expected that leadership will  be good stew-
ards of these funds by being frugal in all cost con-
siderations. While other rules may need to be 
considered on a case-by-case basis, the following 
rules will be upheld when reviewing pre-trip reim-
bursements: 

Eligible leadership 

 No more than three leadership positions will 
be covered, plus all Worksite leadership.  

 Name must be on record as leadership with 
CTCYM office prior to trip. 

Hotel Rooms – At least two people should stay 
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vidual after the trip through CTCYM’s supplemental 
insurance) 

 Meals at restaurants during the trip. (Meals for 

leadership have been included in the Cook budget. 
Leadership should make their lunch in the mornings 
with other trip participants.) 

 Gifts for camp participants. 

 Rental vehicles not provided by CTCYM. 

 Purchase of power tools 

 Gas purchased to arrive early or for the return 

trip home. 
 

Early Arrival Expenses 

The Leadership team should arrive early to  
prepare the Living Center before the various 
groups arrive on Sunday. This category of  
expenses covers the travel expenses related to this 
early arrival. 

As with all CTCYM expenses, it is expected 
that leadership will be good stewards of 
these funds by being frugal in all cost consid-
erations. Expenses related to Early Arrival will be 
reimbursed for each Leadership position who ar-
rives early up to the cost of the trip: $225 maxi-
mum for June Senior High and Combination; and 
$200 maximum for July Junior High and Combina-
tion. 

While other rules may need to be considered on a 
case-by-case basis, the following rules will be upheld 
when reviewing pre-trip reimbursements: 

 Accepted Dates – Because these expenses 
should be for early arrival only, receipts dated 
on the Saturday prior to the trip and the Sun-
day of the trip will be the only receipts accept-
ed for this category of expenses. If no other pre
-trip was taken, dates immediately preceding 
the early arrival dates may be considered for 
pre-trip reimbursement. 

 Exception: If you are concerned about travel 

should be returned to the place of purchase and 
monies returned to the CTCYM bank card.  

As with all CTCYM expenses, it is expected 
that leadership will be good stewards of 
these funds by being frugal in all cost consid-
erations. While other rules may need to be con-
sidered on a case-by-case basis, the following rules 
will be upheld when reviewing budgeted funds: 

Acceptable Budget Expenses  

Center Director 

 Bug spray, suntan lotion, etc. 

 First aid kit needs 

 Host Church repayment (damages, etc.) 

 Gas purchased while at the Living Center on 

official trip dates as part of leadership duties.  
 
Program Director 

 Program materials and activities 

 Gas purchased while at the Living Center on 

official trip dates as part of leadership duties. 
 
Cooks 

 Food shared by all participants 

 Gas purchased while at the Living Center on 

official trip dates as part of leadership duties. 
 
Worksite Coordinator 

 Construction materials 

 Ice for Work Teams 

 Dumpster and land fill expenses 

 Rental of power tools 

 Gas purchased while at the Living Center on 

official trip dates as part of leadership duties. 
 
Not Acceptable Budget Expenses 
 

 Medicine, doctor visits, etc. (Individuals are re-

sponsible for this. It can be reimbursed to the indi-
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distance from your home to the Living Center, 
travel distance to stores once at your Living 
Center, store hours, or other circumstances; 
contact CTCYM Director to discuss leaving on 
Friday for your Pre-Trip. If discussed prior to 
the trip, Friday night expenses may be covered.  

 Eligible leadership 

 Center Director, Administrative Assistant, 
two Program Directors, two Cooks and all 
Worksite leadership. 

 Name must be on record as leadership 
with CTCYM office prior to trip! 

 Hotel Rooms – At least two people should 
stay per hotel room where gender combina-
tions allow it, regardless of whether or not you 
are from the same church. (In other words, if 
two men or two women arrive early, they will 
be expected to share a hotel room.) Some Liv-
ing Centers may allow you to begin staying at 
their facility early, allowing you get “settled in” 
and saving on hotel costs. The Center Director 
should ask the Living Center contact if you 
could be accommodated. 

 Meal and Beverages – To comply with IRS 
regulations, itemized receipts are required for 
all meals including Who, What, Where, When 
and Why. No alcoholic beverages will be reim-

bursable. Credit card receipts alone will not 
be reimbursable. A limit of $15/person is to 
be maintained for meals. 

 Gas or Mileage – Either gas or mileage is 
reimbursable for travel to the trip only.  
The reimbursement rate for CTCYM is $0.30/
mile. It is expected that leadership will be re-
turning from the trip with their group and 
that these expenses should be taken into con-
sideration by the group leader. Gas used 
during the trip should purchased with 
money provided through the leadership 
position budget (See Acceptable Budget  
Expenses). 
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Expense Reports 

CTCYM is audited every year, so your assis-
tance is needed in maintaining accurate finan-
cial records.  It is vitally important that every 
Center Director, Worksite Coordinator, 
Program Director, and Head Cook complete 
all three Expense Reports: one for your 
Pre-Trip, one for your Early Arrival, and one 
for the Budgeted Expenses (which are ex-
penses during the actual week of the trip).  
Please complete these forms and turn them 
in even if you do not have any expenses to 
report.  In that instance, please use a $0.00 
(zero) dollar amount on your form, and 
make a note of why it is zero.  (Some exam-
ples of this may be you did not take a Pre-
trip, another member of your leadership 
team paid for your meals, or you did not use 
your budgeted funds during the trip, etc.) 

The Expense Reports are included in your 
manual. You may also download there forms 
from our website www.ctcym.org.  If you 
have an older version of the Expense Report, 
we would ask that you please discard it. 
The website also has an Excel version on 
which you can directly type and which will 
automatically tally your totals. Please read all 
instructions on the form. If you use all the spac-
es on the form, feel free to continue on a 2nd 
page.  

Completing the forms correctly will extra-
dite your reimbursement. Directions are 
provided along with the forms.  

The Reimbursable form is used as a check 
request, so please write/type legibly.  

SAVE ALL YOUR RECEIPTS. It is helpful if 
you divide them into two separate envelopes 
or stapled groups: one for CTCYM Card 
expenses, and one for reimbursable expens-

es. Return these receipts   with your Expense 
Reports. If you were issued a credit card, 
please return this with your paperwork. We 
ask that you NOT destroy the card.  

It is extremely important for all Expense Re-
ports to be returned to the CTCYM office 
within 3 weeks of the completion of the trip. 
Late paperwork, or no paperwork at all, may 
result in re-evaluation of your future leader-
ship roles.     

In order to accurately evaluate expenditures 
staying within the budget of each team 
(Center Director Team, Programming Team, 
Worksite Team, Cooking Team), reimburse-
ments will not be issued until all members of 
your team have turned in their forms and re-
ceipts.  

Thank you so much for your help! Please do 
not hesitate to contact MaDora Ratliff or 
Claire Condrey at the CTCYM office if you 
have any questions regarding your expenses. 
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Managing Discipline 
The ultimate role of discipline is the Center Di-
rector’s. However, every adult at the  
Living Center should assume this role when they 
see inappropriate behavior. Every  
participant has signed the Covenant of  
Conduct and has heard the explanation of rules at 
the beginning of the trip. Thus, all participants 
know the expectations. 

Maintaining a consistent level of discipline 
throughout the week is vital to creating an envi-
ronment conducive to everyone’s benefit and to 
reflect Christian values. The Group Leader is the 
primary point of contact for any discipline prob-
lems that arise with a member of his/her group. 

Generally, violations of rules fall into three cate-
gories: minor, moderate and major. 

Minor Violations 
Minor violations refer to those things which are 

inconsistent with CTCYM. Adults will immediately 

address minor concerns, and it is expected that no 
further dealing with the issue is needed. Conse-

quences appropriate to the offense will be decided 

upon by the appropriate adult. Minor violations in-

clude, but are not limited to: 

 Use of inappropriate language. 
 Cell Phone Policy violations. 
 Being late for an activity. 
 Dress Code violations 
 Not participating with the team at the work site. 
 

Moderate Violations 
Moderate violations refer to those things which 

require more than a word of instruction or correc-
tion. A moderate concern will require dealing with 

the issue with the Center Director. Appropriate 

consequences will be decided upon by the Center 

Director, the individual’s Group Leader and other 

appropriate adults. Moderate violations include, 
but are not limited to: 

 Repeated violations of the minor rules. 
 Disrespect of any youth or adults. 
 Leaving designated areas alone or  

without properly notifying an adult. 
 Missing a scheduled event. 
 Carelessly putting yourself or  

others in a dangerous situation. 
 

Major Violations 
Major violations refer to activities which funda-

mentally undermine the trip. The violations will 
result in the student’s parents being called (or, if an 

adult, the senior pastor of the home church) and 

involved in determining the consequences. A ma-

jor violation may result in someone being sent 
home. Major violations include, but are not limited 

to: 

 Use of alcohol, tobacco, inhalants, illegal drugs, 
weapons 

 Sneaking out 
 Any illegal activity such as shoplifting or vandal-

ism 
 Physical fighting 
 Sexual activity  
 Purchase of inappropriate items (i.e. sexually 

related products, fireworks, weapons, etc.) 
 Throwing tools to cause injury 
 Any intentional bodily or emotional harm to 

another (including tampering with one’s food or 
personal possessions) 

 
If it is determined that an individual should be sent 
home, the Group Leader should have a plan in 
place for transportation that disrupts the center 
activities and team activities in the least possible 
manner. 
 
The Center Director will contact the CTCYM 
Director in the case of a major violation so that 
the office will be aware and informed.  
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Guidelines for Behavior 
resources during CTCYM. 

Equality: Participants will treat all persons regardless 

of age, race, religion or culture with respect and con-
sideration.  

Abuse: Participants will not abuse others physically, 
verbally, sexually or mentally. 

Language: Participants will refrain from use of pro-
fanity.  

Work Days 
All participants are expected to put in a full day of 
work which begins at 8 a.m. and ends at 4 p.m. 
Participant will eat lunch with their work teams 
AT THE WORKSITE.  “Paint fights” or “water 
fights” are strictly prohibited due to environmen-
tal and stewardship concerns.  

Vehicles 
A. Work Teams must always travel together, in-

cluding traveling to showers and any “off site” 

activity (including the bathrooms), etc. This en-
sures that no one is left out or unaccounted for 

or traveling without their medical form. 

B. No youth may ride as a passenger in a vehicle 
driven by anyone under the age of 21, except in 

an emergency. At the discretion of the Center 

Director, young adult participants may drive 
themselves while conducting official activities. 

C. No one may ride in the back of a pick-up truck 

or trailer. All people must ride inside the vehicles 
with seat belts safely buckled at all times. 

D. All safe-driving procedures must be observed 

and drivers must have a current license and in-
surance. 

E. No youth participant may drive a vehicle on the 
trip, he/she must give the keys to their parent/
guardian, youth leader, or Center Director. 

The CTCYM rules enhance the mission experience 
and continue the reputation of CTCYM as a caring, 

effective group of people serving God. CTCYM Lead-

ership reserves the right to determine any inappro-
priate behavior and the appropriate discipline, which 

could include sending a participant home for major 

violations. The rules listed below are a few of the 
most basic guidelines necessary for a safe, enriching 

experience. It is expected that all participants will live 

out appropriate Christian behavior. 

Participation 

Each participant, youth or adult, is expected to be 
present for all devotions, meals, meetings, evening 
gatherings and group activities.  Everyone will 
sleep at the church.  No outside arrangements 
may be made for lodging or meals. When asked to 
be serious and thoughtful, participants will willing-
ly do so. Flexibility, patience and under-
standing are expected by all participants. 

Personal Dignity 

As Christians, our goal is to build up one another 
through the love of Christ. With this in mind, 
CTCYM does not condone any acts that harass, 
humiliate or demean one another including as a 
means of “punishment” for lost nametags, water 
bottles, etc. No “hazing” or “daring” is acceptable. 
Implied or expressed consent of participation is 
not an excuse. 

Issues of Respect & Visibility 
Dress: All participants will abide by the dress code 
as established by the “What to Bring List.” 

Facility: Participants will respect the vehicles, prop-
erty and facilities in which we live, ride and work. 
Participants may be financially responsible for 
damage to the facilities or vehicles caused by their 
own negligence. Nametags will be worn at all 
times in public (center & outside) during the 
week. Participants will not be wasteful of time or 
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Lights Out 
We will observe a STRICT lights out rule no 
later than 11:00 pm. This is a time for sleep. 
Please be respectful of others. Programming  
should be adjusted to make sure this is possi-
ble 
Getting the proper amount of sleeping is 
needed for both health and Work Site safety.  
 

Electronic Equipment 
Cell phone use is limited for adults and youth during 

CTCYM.  

Students are not to have cell phones during CTCYM. 

Group Leaders can decide to allow their youth to 
bring their cellphones but MUST collect all youth cell 

phones before arrival at the Living Center on Sunday 

evening. Group Leaders are responsible for keeping 

their youths’ cellphones. The Center Director will 
provide one opportunity for cell phones to be used 

during the week. This will take place during Individual 

Church Time. During this time Group Leaders may 

allow their youth to use their phones and must recol-
lect all cellphones before the close of Individual 

Church Time. If the Living Center schedule allows, 

the Center Director  may allow a second time of cell 

phone use during Individual Church Time. If the Living 
Center schedule allows, upon the Center Director’s 

discretion and direction, Group Leaders may return 

cellphones to students on the final evening at the Liv-

ing Center. 

Adult team members cell phone usage is for Center 

use only (i.e. contacting leadership or taking pictures). 

All other times, cellphones should be put away. 

Phone calls to call home may be made during free 
time as designated the Center Director, and adults 

should allow students to use adults’ phones for calling 

home.  

Cameras are allowed but please do not take anyone’s 

picture without their consent. We do NOT take 

“before” and “after” pictures of the work we do, or 
of the “bad” conditions of the area. We take pictures 

of our friends, our co-workers and of people in the 

community with their consent.  (**SAFETY FIRST! 

Please do not allow any group to pose for a picture 
in an unsafe environment, and do not allow risks to 

be taken simply for “a cute picture.” Examples: 

Climbing on structures or roofs, or pointing drills, 

caulking guns, or other tools at one another). 

Electronic games, stereo equipment, CD/DVD play-

ers or any other similar devices, should never distract 

from the primary purpose of this event. They are to 

be used only on personal time as defined by the cen-
ter director, never taken to the work site and under-

stand that CTCYM is in no way responsible for their 

security. 

All participants agree to honor any request from 
CTCYM leaders and/or adults to cease the use of 

any such devices and to relinquish those devices to 

CTCYM leaders and/or adults upon request. 

Smoking, Drugs, & Alcohol 
Purchase, possession, or use of alcohol and illegal drugs 

are strictly forbidden. Anyone violating this rule will be 

sent home immediately at their own expense. If any of 
this behavior is witnessed at a worksite, leadership will 

be contacted immediately and the work team will leave 

until the situation has been handled. 

In accordance with CTC MinistrySafe policy 
CTCYM is tobacco-free. “Central Texas Confer-
ence requires event leaders/group lead-
ers/volunteers to abstain from the use or posses-
sion of tobacco products during any CTC Spon-
sored Event. Our CTC Sponsored Events are to-
bacco-free.” pg 12, MinistrySafe CTC Sponsored 
Event Youth Ministry  



 

 

 

16 

Inappropriate Behavior & Items: 
Sexual behavior and language is prohibited.  Physically 

violating another person will not be tolerated and any 
legal penalties will be applied. Boys and girls are not 

allowed in one another’s sleeping areas. Porno-

graphic materials and other sexually related products 
are prohibited from the trip.  

Restricted Items & Activities 

In addition to other items listed here, weapons, fire-

works, inhalants are strictly prohibited. Illegal activity of 

any kind, including vandalism and shoplifting, will not be 
tolerated. Scooters/skateboards are prohibited. 

MinistrySafe 
If any participant feels that his/her right to be 
treated with respect and dignity has been violated, 
he/she should tell another individual and steps will 
be taken to correct the situation. Please consult 
the Central Texas Conference Policy and Procedure 
Manual for CTC Sponsored Youth Events available 
at www.ctcym.org and posted at every Living Cen-
ter for specific reporting procedures of violations. 

Specific Center Rules 

Each Living Center will post specific rules as they 
relate to that Living Center. All participants will be 
expected to abide by these additional rules which 
will be reviewed upon arrival at the Living Center. 
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Nutrition Information  

One of the challenges of being the Head Cook 
is to accommodate the dietary needs of the 
members at the Living Center.  Some will be 
medical conditions and some will be life style 
choices.  It is the responsibility of the 
Head Cook to identify and provide for 
any special dietary needs of the students 
and adults in the Living Center.  

Your Center Director receives allergy and oth-
er special needs on the medical form provided 
by each participant.  Contact your Center Di-
rector and request this information.  If you see 
any dietary needs that might be an issue, (i.e. 
diabetics, vegetarians, gluten free), please con-
tact the Group Leader of that participant to 
gather further information.  Even though the 
vegetarian and vegan diets are personal lifestyle 
choices, these can be easily accommodated by 
making a few alterations.   

Vegetarian and Vegan: 

Talk with the individuals and determine how 
strictly they observe that diet.  You can set 
aside portions of your vegetables and other 
side dishes to be cooked separately without 
meat or meat juices.  Also, provide a salad bar 
with a good variety of vegetables and include 
salad dressings without animal fat in them. 

Food Allergies:  

While most food allergies will only cause rash-
es or other non-life threatening reactions, 
some allergies such as one to peanuts can 
cause anaphylactic shock and death.  It’s im-
portant to know how serious the allergy is and 
what amounts can be tolerated and prepare 
meals accordingly. 

Diabetic: 

Talk with the person who has diabetes.  Go 
over your menu with them to see what chang-
es you can make to stay within their dietary 
needs.  Make adjustments for them such as 
adding some more protein in a carbohydrate 
rich meal.  For instance if you are having pan-
cakes for breakfast, offer eggs to the diabetic 
as a replacement or supplement to the meal.  
Offer sugar free syrups and dressings. And be 
prepared to add a sugar free dessert or snack. 

Gluten Free: 

Whether a person has a medical need to be 
gluten free or chooses a gluten free diet, this 
again, is fairly easy to accommodate.  Talk with 
the individual about their specific needs.  
There are a number of gluten free products 
readily available that can be incorporated into 
your food plans very easily.  There are gluten 
free pastas and dessert mixes and even breads.   

 

Whatever the dietary needs are at your Living 
Center, it is important to talk with each indi-
vidual who has special needs and prepare food 
for them accordingly.  Many times that person 
will bring some of their own snacks, cereal, or 
other special foods with them.  Set aside a 
spot in the kitchen where they can store it and 
it is easily accessed.  
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The following pages include checklists to help you plan your trip and other helpful resources includ-
ing: 

 Helpful Hints for Making Kitchen Life Easier 

 Equivalents, Weights and Measurements 

 Meal Ideas  

 Suggested Supply Lists 

 Clean-up and Sanitation Procedures 

 Individual What to Bring List (with Dress Code) 

 Expense Report 

 Leadership Covenant 

 Qualities of a Servant Leader 

 

 

 

Forms & Checklists 
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Helpful Hints to Make 
Kitchen Life Easier 
1. Fix coffee the night before so you just have to plug it in. 

2. Bake the sausage patties/links in the oven.  (400 degrees for 20-25 minutes) 

3. Make your muffins in large sheet form and just cut them into squares. 

4. Cook bacon in the oven (and cook lots of it for bacon lovers). (400 degrees for 20-25 minutes) 

5. Line baking sheets for bacon and sausage with parchment paper. 

6. Any left over bacon from breakfast can be crumbled up for salad bar or baked potatoes. 

7. Use large roasters (18 qt) for cooking, warming, and can also be used as steam tables for serving. 

8. Food sources:  Costco, Performance Food Group, Sam’s, Sysco. 

9. Keep any of your large (#10) opened cans and use to dispose of grease, and other hot foods. 

10. Find out what local fruits and vegetables are in season in the area to which you are traveling and take 
advantage of serving these to your group. 
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Equivalents, Weights & 
Measurements 
3 teaspoons = 1 tablespoon 1 ounce = 2 tablespoons 4 cups = 1 quart 

2 tablespoons = 1 ounce 4 ounces = ½ cup 4 quarts = 1 gallon 

4 tablespoons = ¼ cup 8 ounces = 1 cup 8 quarts = 1 peck 

5 1/3 tablespoons = 1/3 cup 16 ounces = 1 pint or 2 cups 4 pecks = 1 bushel 

8 tablespoons = ½ cup 16 ounces = 1 pound ½ cup = 1 gill 

10 2/3 tablespoons = 2/3 cup 32 ounces = 1 quart or 4 cups 1 jigger = 1 ½ oz. 

12 tablespoons = ¾ cup 1 cup = ½ pint 1 liter = 4 cups plus 3 ½ tbsp. 

14 tablespoons = 7/8 cup 2 cups = 1 pint dash = less than 1/8 teaspoon 

16 tablespoons = 1 cup 2 pints = 1 quart 2 cups flour = ½ pound 

2 tablespoons butter = 1 ounce 1 egg = 4 tablespoons liquid 12 to 14 egg, yolks = 1 cup 

1 cup solid butter = ½ pound 4 to 5 eggs, whole = 1 cup   

9 large eggs = 1 pound 7 to 9 egg, whites = 1 cup   
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Breakfast Ideas  

Scrambled eggs with bacon or sausage 

French toast with bacon or sausage  

Pancakes with bacon or sausage 

Breakfast casseroles 

Breakfast burritos 

Breakfast tacos with hash browns and salsa 

Cinnamon rolls or coffee cake  

Sausage/cheese biscuits 

Eggs and pigs in blanket 

Blueberry muffin squares with scrambled eggs and sausage or bacon 

Sliced Italian sausages with potatoes and onions, scrambled eggs, tortillas, and fruit 

 

 

Along with above suggestions,  have fruit and cereal available every day. 

Serve fruit juices, milk and coffee daily 

Try fruit salads with whatever fruit is on sale 

 

 

For other suggestions, please download the CTCYM Cookbook from the “For Leadership” page 
of the CTCYM website: www.ctcym.org.  Do you have favorite recipes which have been success-
ful on CTCYM? Please forward them to the CTCYM office for publishing in next summer’s cook-
book.  
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Dinner Ideas 

Roast beef, carrots, mashed potatoes, rolls 

Lasagna, green beans, garlic bread 

Chicken fajitas, rice, refried beans, chips and salsa 

Spaghetti, green beans, garlic bread  

Hamburgers and hot dogs, baked beans, chips 

Chicken Spaghetti, fruit salad, rolls or garlic bread 

Baked potato bar, macaroni and cheese 

Meatloaf, mashed potatoes, vegetable and rolls 

Grilled chicken breasts, scalloped potatoes, broccoli casserole, rolls 

Smothered steak, mashed potatoes, vegetable, rolls 

Brisket, beans, potato salad, bread 

Burrito buffet 

Left over or “Last Day “ buffet and pizza 

 

A salad bar every evening to supplement the meals 

 

For other suggestions, please download the CTCYM Cookbook from the “For Leadership” 
page of the CTCYM website: www.ctcym.org.  Do you have favorite recipes which have 
been successful on CTCYM? Please forward them to the CTCYM office for publishing in 
next summer’s cookbook.  
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Snack/Dessert Ideas   

Cake (any kind) 

Brownies  

Cookies 

Cupcakes 

Trail Mix 

Popcorn/Crunch and Munch 

Ice Cream Sandwiches 

Cobblers and ice cream 

Pie 

Rice Krispy/Fruity Pebbles Treats 

Banana Pudding 

Nachos 

S'mores 

Ice cream sundaes and banana split bar 

 

For other suggestions, please download the CTCYM Cookbook from the “For Leadership” page 
of the CTCYM website: www.ctcym.org.  Do you have favorite recipes which have been success-
ful on CTCYM? Please forward them to the CTCYM office for publishing in next summer’s cook-
book.  
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Suggested Supplies 

First aid kit (especially for cuts 
and burns) 

Trash bags for kitchen and 
dining area 

Trash bags for lunches 

Paper bags for lunches 

Foil 

Plastic Wrap 

Sandwich size Ziploc bags for 
lunches  

Large Ziploc bags for leftovers 

Dishwashing liquid and brush-
es/scrubbers 

Disinfectant cleaner 

Food service gloves 

Aluminum pans (large steam 
table size and half size) 

Paper towels 

Plates, cups, bowls, and flat-
ware 

Napkins 

Sugar and Sweetener packets 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Salt and Pepper shakers or 
packets 

Creamer 

Extra oven mitts and dish 
towels 

Poster board for making signs 

Scissors 

Sharpies 

Knives 

Large pots 

Roasters 

5 gallon coolers for beverages 

Extra serving utensils 

Measuring cups and spoons 

Parchment paper 

Large Ice chests for transport-
ing food and for cookouts 

Aprons 
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1. Wash hands in the appropriate sink. 

2. Keep dishtowels separate from hand towels. 

3. Wring out towels and rags after each use. Add in bleach occasionally and hang to dry. 

4. Return all dishes, pots, pans, etc. to their proper place after each meal. 

5. No clean up is complete until the kitchen floor is swept and mopped. 

6. Wipe off tables in the dining area, sweep and mop floors. 

7. All leftovers should be dealt with immediately -- thrown out, put in storage, etc. 

8. All items in refrigerator should be covered at all times. 

9. Put large quantities of hot food and grease in an empty food can. Don’t put them directly into plastic 
garbage bags. 

10. The outside of bottles, juice, etc., should be wiped clean before put back on the shelf or in refrigera-
tor. 

11. Refrigerators should be cleaned out as often as needed. Clean thoroughly mid-week. 

12. All counter tops, stoves and other food preparation areas should be wiped clean after every meal. 

13. Keep salt and pepper shakers and sugar containers wiped clean. (Rice in the bottom will help any 
moisture problems.) 

14. Wipe tops of cans clean before opening. 

15. All commodities -- flour, sugar, dry milk, macaroni, oats -- must be kept covered and well contained. 
Plastic should be used to insure protection from bugs. 

16. Find out from Host Church about trash pick up and may have to arrange for an extra pick up. 

17. Empty garbage every day! 

Clean-up and Sanitation 
Procedures 



Personal Items 
Sleeping bag and pillow 

Cot or twin size air mattress  
(nothing larger) 

Soap, shampoo, deodorant,  
tooth brush, etc. 

Hair ties/barrettes for securing long hair on 
the Work Site 

Bible 

Towel 

Bug repellent spray 

Rain gear 

Tote bag (taking belongings to shower) 

Sunscreen 

Spending money 

Flashlight 

Medication (labeled) 

Musical instrument (if one is played) 
 

Work Clothes 
Bring enough clothes for the entire week. Laun-
dry facilities are not available. Expect  
a week filled with hard work, sweat, paint 
and dirt. Don’t bring your favorite clothes  
for work.  

Shirts with sleeves (sleeves may not be 
rolled) and long pants must be worn at all 
times while working at the worksite.  

Work Shoes (for safety reasons must be 
enclosed shoes, old tennis shoes are fine if 
they have a good sole) 

At least one long sleeve shirt  
(to be worn if you are working with  
insulation) 

Work gloves (not “garden” gloves) 

Cap, visor or bandana for  
sun protection 

Casual Clothes 

All participants are expected to wear modest 
clothing. 

Please carefully consider fit/tightness and length/
overall coverage of clothes.  

Do not bring clothing with content advertising or 
related to alcohol, drugs or sexual behavior.  

 CTCYM adults/leadership reserve the right to 
request a change of clothing. 
 Pack: 

 Shorts for evening activities (length 

should be conservative, fingertip length or 
mid-thigh as a guide.) 

 Shirts for evening activities (sleeveless 

shirts are not allowed for boys or girls) 

 Tennis Shoes 

 Shoes for shower (flip flops, water  

shoes, etc.) 

 Swimsuit (modest one piece) 
Sometimes the Program Director will schedule 
“themed” night i.e. Hawaiian shirt night or Tie-Dye 
night, etc. You will be notified before the trip if this is 
the case; you are not required to participate. 

Personal tools 
Mark tools clearly with your name so you will be 
sure to take them home with you. Your Group 
Leader may give you a specific color with which 
to mark the tools from your church.   

Claw Hammer (16 oz. suggested) 

Safety goggles 

Pencil 

Nail apron (cloth or leather) 

Dust mask 

Tape measure 

Individual What to Bring List 
This list serves as the official Dress Code for all CTCYM trips. Your signature on the Liability and Medical 
Release Form indicates you have seen and agree to the CTCYM Dress Code. 



Excel Expense Report Instructions

 Complete the informational fields at the top of Page 1.  Name, Living Center and expense type will

carry over to additional pages in the same Expense form.

 For each receipt, enter the date, vendor name and a short description in the appropriate columns.

 For purchases made using a CTCYM Credit Card, enter the amount in the "CTCYM Card" column.

 For purchases made with CTCYM Cash advance funds, enter the amount in the "CTCYM Cash" 

column.

 For all hotel and meal expenses, please include in the description name(s) of person(s) shared

with, if applicable.

 If you need additional lines, please use Pages 2 through Page 4.

 If four pages are not enough, please do an additional expense form.

 Please do not attempt to alter the form.

For internal accounting purposes, do not reimburse yourself for pre‐trip or early arrival expenses

from budget funds, cash advance or return credits.

(Please complete for Pre‐Trip, Early Arrival, and Budget (expenses incurred during trip)

For purchases which you need to be reimbursed, complete a "Reimburseables Expense Report".  All 

"Pre‐trip" and "Early Arrival" expenses should be reported on this form.

For purchases made with the CTCYM Credit Card or CTCYM Cash, complete a "CTCYM Card&Cash 

Expense Report". Most "Budget" expenses will go on this form.

Revised 9/2/16



Living Center Name

Mailing Address to send check to.

State

June Sr.Hi June Combo  

July Combo

Include in the description, who hotels and meals were shared with, if applicable.
Amount

 
$

CTCYM Authorization/Approval $

City Zip Phone

REIMBURSEABLES EXPENSE REPORT
457 50005

Person Completing Form

Person/Entity check to be made payable to.

July Jr.Hi Worksite Coordinator/Asst Head Cook/Cook

Expense Type

Which Trip (place an "X" in one) : Leadership Position (place an "X" in one) :
Center Director/Adm Asst Program Director/Asst

Check ONLY one for this expense form. Use a separate form for each expense reimbursement. Use Pages 2, 3 and 4 for additional space.

For internal accounting purposes, do not reimburse yourself for pre-trip or early arrival expenses from budget funds, cash advance or 
return credits.

Pre-Trip Expenses Early Arrival Expenses Budget Expenses
Expenses incurred for preparatory visits 
to the Living Center in advance of the actual trip.

Travel expenses for leadership who arrive Friday 
or Saturday to prepare Living Center in advance .

Expenses from funds available on the 
CTCYM Credit Card for leadership positions.
Include remaining cash with this form.

Date Vendor General Description

Total All Pages:

Blank copies of this form can be downloaded at www.ctcym.org under "Forms."
Print all pages, attach receipts behind the reports, and mail to: Central Texas Conference, 3200 E. Rosedale St., Fort Worth, TX 76105

 
Column Total:

* All CTCYM related cash, be it CTCYM issued cash advance, refund, etc. Revised 9/2/16



Reimburseable CTCYM Expense Report Page 2

Name: 0 Pre-Trip
Living Ctr: 0 Early Arrival

0 Budget

Date Amount

 
$
$

0
0

Vendor General Description

Column Totals:
Total All Pages:



Person/Entity check to be made payable to. Mailing Address to send check to:

State

June Sr.Hi June Combo  

July Combo

CTCYM Cash *

 
$
$

Blank copies of this form can be downloaded at www.ctcym.org under "Forms."
Print all pages, attach receipts behind the reports, and mail to: Central Texas Conference, 3200 E. Rosedale St., Fort Worth, TX 76105

Include in the description, who hotels and meals were shared with, if applicable.

Column Totals:

Vendor

CTCYM CARD & CASH EXPENSE REPORT
457 50005

Which Trip (place an "X" in one) : Leadership Position (place an "X" in one) :

 

Person Completing Form

City Zip Phone

Living Center Name

For internal accounting purposes, do not reimburse yourself for pre-trip or early arrival expenses from budget funds, cash advance, or 
credit returns.

Budget Expenses

Program Director/Asst

General Description

Check ONLY one for this expense form. Use a separate form for each expense reimbursement. Use Pages 2, 3 and 4 for additional space.

Expenses incurred for preparatory visits 
to the Living Center in advance of the actual trip.

Travel expenses for leadership who arrive Friday 
or Saturday to prepare Living Center in advance .

Expenses from funds available on the 
CTCYM Credit Card for leadership positions.
Include remaining cash with this form.

Head Cook/Cook

Center Director/Adm Asst

Worksite Coordinator/Asst

Expense Type

Pre-Trip Expenses Early Arrival Expenses

July Jr.Hi

CTCYM Authorization/Approval Total All Pages: $

CTCYM Card
Amount

Date

$

* All CTCYM related cash, be it CTCYM issued cash advance, refund, etc. Revised 9/2/16



CTCYM Card & Cash Expense Report Page 2

Name: 0 Pre-Trip
Living Ctr: 0 Early Arrival

0 Budget

Date CTCYM Card CTCYM Cash

  
$ $
$ $

Amount
General DescriptionVendor

0
0

Total All Pages:
Column Totals:



 

*Center Leadership includes Center Director, Program Director, Head Cook, Worksite Coordinator, 
Administrative Assistant and any defined assistants for those positions. 
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CTCYM Leadership Covenant  
 
I acknowledge that leadership on the CTCYM trip is a position of servanthood. 
As a leader, I will seek God’s will for me and the participants on the trip by providing a 
consistent CTCYM experience, so that as a collective body of CTCYM participants, we are 
prepared for the trip mentally, physically and most importantly, spiritually.  As a servant leader, 
I will help to do this by: 

 
For All Center Leadership 

o In all that I do and say set a standard of trying to follow Christ.   
o Supporting the mission and policies of CTCYM as outlined in the Leader Manuals 
o Follow through on responsibilities such as timely planning and communication. If I run into 

any difficulties I will reach out to Conference staff and ATFT for support.   
o I understand that there is always room for improvement and that criticism is not a measure 

of my value as a child of God. I do understand that critique and evaluation are important 
for the growth and success of the mission work performed by all CTCYM participants. 
Because of this, I will read/hear and prayerfully consider any feedback that I receive and/or 
give to others in my assigned leadership role. I will seek to understand and to be 
understood in my assigned position. 

o I understand the importance of recordkeeping, not only for the stewardship of CTCYM 
funds, but also for planning purposes of future trips. I agree to turn in all receipts and 
documentation by the designated time, and to be a good steward of the budget allocated 
to me.  

o Pray regularly for our CTCYM youth and adult participants and their Group Leaders. 
o While preparing for CTCYM and while on the trip I will participate in problem‐solving and 

use words that are encouraging and uplifting. I understand that my positive attitude will 
help shape the tone and atmosphere of our Living Center.  

o I will strive to possess and maintain the qualities of a student ministry servant leader. (See 
page 2.) 

 
For Program Director: 

o I understand that the curriculum designed for the trip has been designed for a consistent 
experience and I will use this curriculum to ensure that the programming and theme is 
consistent for all participants. (Program Director) 

 
For Center Director: 

o I will distribute evaluations to all participants, collect them, and turn them into the 
conference as requested.  

o All CTCYM participants on the trip are servant leaders.  I will ensure that all participants, 
including those in designated leadership positions, have signed and understand the 
covenant of conduct which is issued to all participants. (Center Director)  

 
 



 

*Center Leadership includes Center Director, Program Director, Head Cook, Worksite Coordinator, 
Administrative Assistant and any defined assistants for those positions. 
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Qualities of a Student Ministry Servant Leader 
 
Christ Follower‐ Have a passion for Christ! 
Positive Attitude – The ability to work with and see people and situations in a constructive way. 
Servanthood – The willingness to sacrifice time and energy for others without needing anyone to 
notice. 
Team Player – The mind‐set of looking out for others and lifting others up. 
Growing Edge – A hunger for personal and spiritual growth. We cannot lead where we have not 
been. 
Follow‐Through – A commitment to be responsible and to fulfill any specific ministries or jobs 
taken. 
Integrity – Trustworthiness and solid character; consistency in words and walk are key. 
Discipline – The willingness to do what is required regardless of personal mood. Remember to stay 
student‐minded. 
Relational – The ability to make others feel comfortable. Every student counts and needs to be 
known, greeted, and cared for. 
Sense of Humor – Ability to laugh at yourself, try new things and have a good time learning from 
your mistakes!! 
Be Patient – Be patient with yourself. Don’t stress if your learning curve is high. Just be willing to 
learn. Also be patient with others. Remember everyone is at a different place. Reach out and love 
people where they’re at!  
Teachable Spirit – The ability to be humble, open to loving criticism and able to learn from others. 



Helpful Hints 
 

Trust in the LORD with all your heart and lean not on your own understanding; 

in all your ways submit to him, and he will make your paths straight. 

Proverbs 3:5-6 (NIV) 
 

Don’t underestimate God  

 Don’t stress too much about obstacles or getting all the work done.. Trust God and don’t be surprised when 

He does the miraculous. 

 

Don’t overestimate your own strength 

 Do not try to do everything by yourself.  Trust the other adults and the youth on your team. 

 

Communicate  

 It is vital that you communicate well with your Client, Work Team, Construction Coordinators, Center Di-

rector, Clergy and other leadership. 

 

Be careful little eyes what you see… 

 The attitudes and behaviors of the adult participants will trickle down to the youth.  If the adults cooperate 

and get along, most likely the youth will follow suit.  Maintaining a patient, positive, Christ-centered approach in your 

words and actions can have a major impact on the group dynamics on the worksite and at the living center. 

  

This trip is about more than construction 

 It’s about ministry and building relationships.  Spending quality time with clients, praying together, breaking 

bread together and doing lunch devotionals as a team will all help you grow closer together in Christ. 

 Remember, our purpose is to offer and experience God’s love through connection and service for the trans-

formation of ourselves and the world. 


