ST. MARY’S MEN’S MINISTRY

Saturday Morning Meetings - Master of Ceremonies Guideline

(Revised January, 2011)

PLEASE NOTE: 

1) THE START AND END TIMES MUST BE STRICTLY ADHERED TO.

2) THE MC IS EXPECTED TO KEEP THE GROUP ON SCHEDULE.

6:43 - Pre-welcome “two minute alert” announcement to take seats as we are about to begin.

6:45 SHARP to 7:00 - Welcome 

· By a show of hands are there any Newcomers? 

· Ask them to introduce themselves (family, length of time in parish)

· How they heard/what brought them to the Men’s Ministry.

· Reminder about refreshment contributions

· Reminder about our weekly Adoration Chapel Hour (every Sat 9-10pm) – sign-up on website.

· Reminder about strict CONFIDENTIALITY - sharing the spirit of what is discussed with wives and children is fine as long as confidentiality is not compromised.
· Survey of last week’s challenge: e.g. By a show of hands, how many of us made it home for dinner at least once this past week?
· Important brief announcements – announced by appropriate member: e.g. upcoming events, logistics, etc. 
· Opening prayer – Come Holy Spirit.
· Reading of the day

· Background and context provided by Priest or Deacon

7:00 to 7:40 - Small group breakout

7:40 to 7:50 – Large group discussion – Please have people stand up and speak up!

At this point, we will open up the conversation to the larger group and invite everyone to share:

1) Small group discussions:  summarize a table’s insights.
2) Anyone who is deeply affected by today’s topic or today’s small group discussions.

3) Any personal issues that you would like to bring to the group.

7:50 to 7:55 – Closing
(      Prayer intentions - Please have people stand and speak up!  Do we have a recorder?  Add a final intention for all unspoken prayers in the hearts of members and those dear to them.

(      Next week’s table captain is _____.  Captain:  Please begin delegating roles by meeting’s end.

· BREAK AT 7:55 TO ALLOW ANYONE TO LEAVE FOR MASS

· Break down tables & chairs?

· Closing prayer

Men’s Ministry

Table Captain Checklist
Weekly Responsibilities:

1.  The week before your new group convenes for the first time, reach out to the men assigned to your table via phone or e-mail.  Personally invite them to the new series, provide basic information about the series with enthusiasm to stimulate interest, say that you’re looking forward to seeing them, etc. 

2.  Bring extra copies of the reading/questions to share with your table.

3.  Facilitate introductions of members who may not know each other.  Ask new members to say something about themselves and how they learned about/came to the Men’s Ministry.  Have everyone confirm the contact information on the attendance sheet.

4.  Take attendance and distribute materials for the day: copies of readings, nametags, Holy Spirit prayer cards, occasional special announcements/information.

5.  Help facilitate discussion by being prepared.  [Self Check:  Have I read and reflected upon the reading and questions of the day before the Saturday meeting?  Do I see myself as a spiritual mentor and fellow Catholic pilgrim?  (See the MM website for spiritual resources.)  Also, how can I help to get the discussion going by offering to begin with a reflection on one of the day’s questions?  Who will represent my table during large group discussion?]

6.  Try to help control balance of participation by encouraging soft-spoken members and politely restraining more dominating personalities.  (Refer to “Captain’s Best Practices” and other resources on the MM website for good ideas on small group facilitation.)   

7.  Gather and return envelopes with nametags, attendance sheets, and prayer cards.  Note:  Attendance sheets will be collected and will facilitate the building of future small group tables.  Attendance is important!

8.  At least once a series (e.g. halfway through), contact via phone or e-mail any missing table members just to let them know you missed their presence and that you look forward to seeing them in future weeks.  Give them a summary of the topics covered in the small group discussion in an effort to spark an interest to return soon.  Consider sending a “goodbye note” (e.g. e-mail) to each of your table members after your last meeting to provide closure and to celebrate the bonds that have formed from the discussions.

N.B.  In case you are absent, please appoint a man at your table to fulfill the above responsibilities.

Responsibilities for when it’s your turn to host:

The following responsibilities begin the Saturday before you are hosting.  Please check your weekly e-mail updates and/or the MM website calendar to find out in advance when you are scheduled to host. 

1.  Identify a table member to volunteer to pick up bagels and coffee from Steve’s Bagels at 

6:15 (no cash required).

2.  Identify a table member to volunteer to arrive at the Hall at 6:15 to assist in the set-up for the meeting and to help greet members as they arrive.

3.  Identify a table member to volunteer to be MC.  (MC guidelines are posted on the MM website.)

4.  Identify a table member to volunteer to proclaim the reading of the week.

5.  Identify a table member to volunteer to oversee the break down of the tables and chairs after the meeting (if needed).

6.  Identify a table member to volunteer to return the coffee containers back to Steve’s Bagels after the meeting.

N.B.  Please make it clear to the coffee/bagels volunteer that it is his responsibility to contact Brian Kelley immediately should he suddenly become unavailable to pick up coffee.  This will launch the back-up plan.

Ongoing responsibilities and training for captains:  

Please make a special commitment to the 15-30 minute Captains Meeting that will occur immediately after each Mass Breakfast.  These required meetings will allow for ongoing training, logistical refinement, needs assessments, and focused discussion on topics important to small group leaders.  
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