
Summit Blueprint
Summit’s Vision Statement: Who We Are
A relevant biblical community:
Relevant: 
Having the passion, desire and ability to build the necessary bridges to move people from culture to Christ.
Biblical: 
Fully embracing the beliefs and values revealed in the Bible as true, eternal and life-changing.

Community: 
Providing a place to be authentic, involved, impacted and impactful.
The Summit Strategy:  What We Do
The Life Bible Study ministry is the church organized and dedicated to gathering lost and unchurched people while growing believers through life changing Bible Study to become Great Commission Christians, reflecting His love by giving ministry to others.

Summit’s strategy is then to tailor this vision to reach young single adults for Christ.
We ask that every class and person in Summit strategically do three things:

1. GATHER young single adults:  find a NEW friend

2. GROW young single adults:  find God

3. Teach young single adults to GIVE:  find a place to serve

General Summit Procedures
1. Summit Office Information – Office hours are from 8:00a to 4:30p Monday thru Friday.  Don, Josh, Sherrie and Holly are off on Fridays.

Don Munton - Minister to Young Single Adults and Single Parent Families



 
don.munton@houstonsfirst.org
713.957.7670 (office)

713.417.7723 (cell)*

Josh Bagby – Programming Associate




 joshua.bagby@houstonsfirst.org
713.957.7672 (office)

713.962.2959 (cell)*

Sherrie Brown – Summit Women’s Associate




sherrie.brown@houstonsfirst.org



713.957.7677 (office)




903.245.9162 (cell)*
Kelly Leffingwell – Summit Administrative Assistant




Kelly.Leffingwell@HoustonsFirst.org  
713.957.7671 (office)
Holly Crain – Single Parent Family Ministry Associate




holly.crain@houstonsfirst.org
713.957.7674 (office)

832.247.4787 (cell)*

* You are always welcome to use our cell phone numbers, however, please be discriminatory about giving them to others.  Please use our office numbers for generic calls.
2. Copy Information – We are happy to run copies (class calendar, teacher notes, Koinonia flyers, etc…) for your class each week and put them in your class box.  However we ask that you submit them to Kelly in the Summit Office no later than 10:00a on Thursday morning.  If you are unable to get them to Kelly by then, you can use your class copy code and the copier located in the Summit office.
	1:14
	21037

	212°
	9948

	Awaken
	1154

	SPF/Chairos
	9900

	Ignite
	1124

	Mosaic
	1175

	Catalyst
	1108

	Renewed
	1176

	Axiom
	1114

	Quest
	1320

	The Race
	1177

	Roots
	1164

	Unidos en Cristo
	41516


3. General Procedures for Scheduling Class Events at the church –

· We suggest scheduling at least two and no more than three class events each month.  This DOES include your class Prayer and Worship Time.  This DOES NOT include intramurals unless you do something as a class before or after your game(s).

· Class events should not be scheduled during Summit events or church-wide events.  In those cases, the Summit event or the church-wide event should be promoted as your class event.  For example, “This Saturday, May 21st, WE are going to the (Summit) spring retreat at Trinity Pines.”

· It is also important that leadership attend class events.  We suggest rotating between Director, Grow Leader, Give Leader, and Gather Leader so that no one is required to be at every class event.

4. Room Reservation at the church – You are welcome to reserve rooms on the church campus for class events, meetings, etc.  Please use the following steps:

· Room reservations should be made no less than 5 business days prior to the event.

· Email or call Kelly Leffingwell. You will need the following information:

· Date (one time or on-going)

· Time (start time and end time)

· Number of people expected

· Number of chairs or tables (if applicable)

· Preference in area of the church

· Event Purpose

· Event Name
· Wait for Kelly to send you a confirmation that your event has been scheduled.  Your room is not secured without confirmation.
5. Media Reservation – If you are in need of media equipment (DVD player, projector, etc…), we are happy to reserve that for you.

· Media reservations should be made no less than 7 days prior to the event.

· Email or call Kelly Leffingwell.  You will need the following information:

· Date (one time or on-going)

· Time (start time and end time)

· Event location

· Event Name

· Type of equipment needed 

· If your event needs sound equipment and/or a sound operator.  Please contact Kelly no less than 21 days prior the event.  Not all events will be able to have sound, but we will decide this on a case by case basis. Please be aware that this will cost money.
6. Hunt Retreat – Hunt Retreat is an off-campus property that is owned by Houston’s First.  It is located about 45 minutes away from HFBC in Brookshire, TX.  Life Bible Studies are allowed to use Hunt periodically for leadership meetings and/or class retreats.  

Hunt Retreat:

· Sleeps 54 people. 

· Price - $10 per person for day (only) use, $20 per person for overnight use

· Collect money from event participants
· Checks can be made payable to HFBC
· Turn money into Kelly Leffingwell in the Summit office
· To reserve Hunt Retreat, please use the same steps that you use to reserve a room on campus.

· When you receive confirmation for Hunt Retreat, you will also receive an electronic copy of a map to Hunt (Attachment A), policies for Hunt (no pets, etc…), and the contact information for the caretaker of Hunt.

7. Other Class Retreat Locations – The following is a list of potential class retreat locations:

	Name
	Price Range
	Phone
	Website

	Camp Buckner
	$$
	512-756-7540
	www.campbuckner.org

	Camp Tejas
	$$$
	979-366-2422
	www.camptejas.org

	Carolina Creek
	$$
	936-594-4446
	www.carolinacreek.org

	Cho-Yeh
	$$$
	888-455-8326
	www.cho-yeh.org

	Forest Glen
	$
	936-295-7641
	www.forestglen.org

	Hunt
	$
	713-957-7671
	Kelly.Leffingwell@HoustonsFirst.org

	Lake Tomahawk
	$
	800-522-6720
	www.laketomahawk.org

	Pinecove
	$$$
	877-474-6326
	www.pinecove.com

	Pineywoods
	$$
	936-642-1723
	www.pineywoodscamp.com

	Laity Lodge
	$$
	830-792-1230
	www.laitylodge.org

	Stoney Creek Ranch
	$$
	713-851-7292
	www.stoneycreekranch.org

	Trinity Pines
	$$
	936-594-5011
	www.trinitypines.org


8. Life Bible Study Box – There is a metal box located on the second floor in Membership Services labeled with your Life Bible Study name.  The box should be picked up by your class administrator and be in your room no less than 20 minutes prior to class starting.  In that box, you will find the following items:
· Class roll

· Visitor forms

· Nametags

· Extra pens and pencils

· Request forms for more supplies

· The Summit green folder needs to be taken from the box, emptied and returned each Sunday. This is our way of giving you what you need from us without it being lost in your box. 

· The green folder contains the following:

· Announcement sheet from Summit office, called the “Green Sheet”
· Fliers for Summit and churchwide events (to be put out on your tables)

· Class calendars and Koinonia fliers

9. Life Bible Study Class Calendar/Information Sheet – We encourage each class to have a calendar or information sheet available for each person on Sunday mornings.  This is probably best delegated to your class activities coordinator. If you would like Summit print these, please email a copy to Kelly Leffingwell by Thursday at 10a.
 

10. Life Bible Study Class Koinonia Flier – Since Koinonia mid-week is an open group, we encourage each class to have a Koinonia class flier available to everyone throughout the semester. The class can either design and use their own or the Summit office can print them for you using a preset Summit design.

11. Life Bible Study Class Email – We encourage each class to have a weekly email sent to all active class participants.  This email should be concise in listing all pertinent class/Summit/HFBC events as well as instructions on how to sign-up for those events.  We can send you a template upon your request.

12. Life Bible Study Class Leadership Email – We find that if the director will send an email each week to his/her leadership team, it keeps the group informed as well as connected.  The leadership email can include thoughts from the director, upcoming events, and possibly a list of that week’s visitors to contact.  We can send you a template upon your request. 

13. Off-Site Parking – Parking in the off-site lots is critical to getting people to our church each week.  As a leader, you are expected to park offsite to make room for visitors.
14. Summit Volunteers – Throughout the year, Summit is asked to serve at church events.  All departments are used to serve at these events.  The typical way that Summit serves is through volunteering time at the event.  The Directors will be informed that volunteers are needed and to pass around a sign-up sheet for the event.  Summit is requested to serve at the following annual events:

· Houston Project, July

· First Fest, October

· Candy Cane Lane, December

15. Single Parent Families – In Summit, we have a place for our singles with children.  Our single parent ministry is geared towards equipping the parents spiritually, emotionally and physically.  The events are geared towards the whole family and always include the children.  This is a great resource for your single parents.  You will need to make them aware of the ministry, not to take them away from your class but to add an additional layer of support in their parenting.  The website link is: www.HoustonsFirst.org/SingleParentFamilies.
16. Director’s Huddle – Each Sunday, Directors meet with Don Munton to go over the specifics of that Sunday.  The Sunday morning classes meet in the game room at 9a and the evening classes meet outside the Garden room at 5:15p.
17. Recruiting Class Leadership – Not all persons put into class leadership are required to be members of the church (note that class membership is not equal to church membership).  The positions that require church membership also require leadership approval from HFBC staff and must be in good standing with the other ministries within the church.

· Directors, Grow Leaders, Gather Leaders, Give Leaders, Teachers and Small Groups/Koinonia Facilitators must be church members, in good standing with other ministries within the church, attend Life Bible Study regularly and go through church staff approval.
Steps to getting approval for these leaders:

1. Brainstorm potential leaders within current Core Leadership.

2. Submit all potential names to Kelly Leffingwell, copy Don Munton and Sherrie Brown.

3. Summit Office submits those names to church staff.

4. Usually within 3 days you will receive confirmation (longer if over a weekend).  Once you receive confirmation, you are free to ask that person to serve.

5. If there are any problems, Don Munton will contact the Director to discuss further.

· All other class leaders should be run by Don Munton and/or Sherrie Brown.  Generally they will trust your decision in the matter; however, they may have information of which you are not aware.
· All leaders must attend their Life Bible Study class on a regular basis.
18. Summit’s Annual Recruitment for Church-wide Volunteers– Each year around February-March, Summit annually recruits volunteers for ministries within Houston’s First.  This is an individual decision to serve in one of the areas listed.  After the recruitment period, the individual will be contacted by that specific ministry.  Those areas include:

· Preschool
· Children’s Ministry (School-Aged, ages 6-12)

· Student Ministry (middle school and high school)
· Single Parent Ministry

· Welcome Center
· Shuttle Parking

· College

· Connection Center (church decisions)

· Corner Books

· Worship Ministry

19. Summit Meeting Schedule:
January – Core Leadership

February – Team Meetings 

March– Core Leadership

April– Team Meetings

May– Core Leadership

June– Team Meetings

July – Off for the summer!

August– Core Leadership

September– Team Meetings

October– Core Leadership

November– Team Meetings

December– Core Leadership

· Core Leadership Meetings –All Directors, Grow leaders, Gather leaders, and Give leaders attend those meetings.  These meetings are used to cast Summit vision, strategy, update leaders, make decisions and best practices.  At the end of the meeting is time for each class to have a class meeting if needed.  These meetings are extremely important for core leadership to attend.  If you are unable to attend, please contact Don Munton or Sherrie Brown.
· Team Meetings –This includes Activities (Gather), Small Group (Men’s and Women’s Grow Leaders) and Missions (Give).  
· Summit LBS Leadership Meetings – We encourage each class to have regular leadership meetings.  The classes are encouraged to utilize the time immediately after the Core Leadership Meeting.  In addition, the classes should meet regularly as a leadership team.  

20. Summit Leadership Appreciation Trip – Each year we take the Summit core leadership team on a trip around August.  If you have been in leadership during the previous year (August-July), you are invited to attend.  The trips are a great way you, as a leader, to get to know the other leaders in Summit classes and the Summit staff.  This is a way for us to thank you for sacrificially serving the singles of Summit!  

21. Church Resources – There are many resources available within our church.  All resources are online and you are encouraged to explore the HoustonsFirst.org website.  Please review the list and use as needed:
· Corner Books can be used to purchase resources but there are many free resources available:

· Books on loan

· Logos Software, available free in library

· Commentaries, surveys, concordances, lexicons, dictionaries

· DVD Bible Study kits (including Beth Moore and many others)

· Research assistance

· Single Women’s Car Care Clinic, call 713.957.7681
· Stephen’s Ministry, call 713.957.6760; The Stephen’s ministry equips lay peole to provide confidential, one-to-one Christian care to individuals who are experiencing difficulty in their lives. 
· Counseling Center, 713.335.6461

· Faith Center has rental assistance (once a year/per person), food pantry and clothes closet

· Celebrate Recovery, call 713.335.6461

· First H.O.P.E. Job Ministry, call 713-.335.6461

· Financial Counseling, call 713.335.6461

· Griefshare – Support group for those who have suffered the loss of a loved one, call 713.957.6761

· Essential Friends - Women ministering to each other through friendship, mentoring and caring for one another, contact Pastoral Care at 713.957.6761.

· Dinner in a Dash – Through our Culinary Services, dinner can be ordered and delivered to someone in need or for class events.

· XEE Training 

· Fitness and Recreation Center, call 713.957.6710

· TAG Ministry – Through the Mentoring Ministry, Touching Another Generation (T.A.G), the Women’s Ministry has the opportunity to touch the lives of individuals and speak truth into their lives on a more intimate level. Call 713.957.7641
22. Substitute Teachers – Periodically the class teacher will need to be away for vacation, illness or other reasons.  When this happens, contact Don Munton and the Summit office as soon as you find out so that a replacement can be found.  If it is last minute, please contact Don on his cell phone by texting. You can always update your teaching schedule on the Summit Teaching Google Doc. 
Summit Class Structure
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	ROLE


	Director

	CURRENT LEADER


	

	PURPOSE


	To courageously lead, to gush enthusiasm, oversee with discernment, gently shepherd and wisely guide the class to grow in their faith & actions, by empowering and duplicating other servant leaders.

	DUTIES


	· Seeks to grow in their personal love relationship with Jesus through the development and sharing of their spiritual gift/s
· Champions the overall vision for the class

· Selects new class leadership with the input of the class Associate Director, Men’s Grow Leader, Women’s Grow Leader, Give Leader, Gather Leader.
· Selects members of the class to be involved with the teacher in a discipleship relationship 
· Involved in relationally discipling class members
· Participates in Sunday class prayer time
· Attends & participates in Summit leadership meetings the first and third week of each month

· Meets regularly with singles minister
· Serves as overseer and liaison with Teacher

· Conduct regular class vision meetings

· Conducts regular class leadership team meetings

· Coordinates class retreats

· Ensures and supports involvement with Summit Ministries



	TYPICAL GIFTS


	Leadership, shepherding, edification, administration, service

	COMMITMENT
	The commitment for this position is typically for AT LEAST one year, but not limited to a year.  


	CLASSIFICATION
	GROW

	ROLE


	Men’s Grow Leader

	CURRENT LEADER


	

	PURPOSE


	To serve the men of the class, under the direction of the class Director, by overseeing, shepherding, and guiding them through their faith and actions by empowering and duplicating other servant leaders.



	DUTIES


	· Assists in class leadership and class vision meetings

· Participates in Sunday class prayer time
· Supports the men in the class by expressing their needs and vision to the class Director and Women’s Grow Leader
· Involved in the selection of class members to serve in leadership positions

· Responsible for casting vision of the class’ men’s grow groups.  This involves selecting and getting leaders approved and at grow facilitator trainings, assigning people to groups and pouring back into the leaders.

· In coordination with the Director and Women’s Grow Leader, responsible for class Koinonia.  
· Involved in relationally discipling men in the class
· Preferably forms a team to aid the director in overseeing Care Groups to existing class members

· Preferably forms a team of men to aid him in overseeing outreach to guests each Sunday, and in overseeing inreach to existing class members
· Open to having specific roles or additional responsibility within the class
· Meets regularly with their Summit Men’s Coordinator
· Attends & participates in Summit leadership meetings 

	TYPICAL GIFTS


	Service, administration, shepherding, edification, leadership, mercy, gifts that complement the class Director

	COMMITMENT
	The commitment for this position is typically for AT LEAST one year, but not limited to a year.  


	CLASSIFICATION
	GROW


	ROLE

	Women’s Grow Leader

	CURRENT LEADER


	

	PURPOSE


	To serve the women of the class, under the direction of the class Director, by overseeing, shepherding, and guiding them through their faith and actions by empowering and duplicating other servant leaders.

	DUTIES


	· Assists in class leadership and class vision meetings

· Participates in Sunday class prayer time

· Responsible for casting vision of the class’ women’s grow groups.  This involves selecting and getting leaders approved and at grow facilitator trainings, assigning people to groups and pouring back into the leaders.

· In coordination with the Director and Men’s Grow Leader, responsible for class Koinonia.  

· Supports the women in the class by expressing their needs and vision to the class Director and Men’s Coordinator

· Involved in the selection of class members to serve in leadership positions

· Involved in relationally discipling women in the class

· Preferably forms a team to aid the director in overseeing Care Groups to existing class members

· Open to having specific roles or additional responsibility within the class

· Meets regularly with Summit Women’s Associate
· Attends and participates in Summit leadership meetings 


	TYPICAL GIFTS


	Service, administration, shepherding, edification, mercy, leadership

	COMMITMENT
	The commitment for this position is typically for AT LEAST one year, but not limited to a year.  


	CLASSIFICATION
	GATHER


	ROLE

	Gather Leader

	CURRENT LEADER


	

	PURPOSE


	To serve the class by using intramurals, activities and outreach as an excuse to gather.

	DUTIES


	· Assists in class leadership and class vision meetings

· Participates in Sunday class prayer time

· Involved in the selection of class members to serve in leadership positions with the Activities, Intramurals and Outreach
· Coordinates class retreats

· Preferably forms a team to aid the director in overseeing outreach to guests each Sunday

· Meets regularly with Director and class leadership team
· Attends and participates in Summit leadership meetings 


	TYPICAL GIFTS


	Service, administration, shepherding, edification, mercy, leadership

	COMMITMENT
	The commitment for this position is typically for AT LEAST one year, but not limited to a year.  


	CLASSIFICATION
	GIVE


	ROLE

	Give Leader

	CURRENT LEADER


	

	PURPOSE


	To develop the vision that every Summit Life Bible Study Member would “find a place to serve” and that each their class is a Mission 1:8 Class.

To serve that class by forming a Prayer Team, a Missions Team (local /international trips and awareness) and a Service Team (social justice, local projects, benevolence, volunteerism).

	DUTIES


	· Works under the authority of HFBC Mission Department, Summit Ministries umbrella and Class Director.

· Attends the Summit Core Leaders meetings and Give Leader Meetings

· Assists in the planning of class leadership and class vision meetings 

· Communicates/Meets regularly with class Director and leadership team
· Help in the development of a class Give strategy that fits under the HFBC and Summit Give strategy and yet is class specific. (Missions, Service, Prayer)

· Involved in the selection of class members to serve in leadership positions for the Prayer Team, Missions Team (local /international trips and awareness), and a Service Team (social justice, benevolence, local projects, volunteerism) if the class is large enough to have area specific teams.

· Meets regularly with the class Give Area Leaders (Prayer, Missions, Service) if the class is large enough to have area specific teams.

· Help to make sure that their Life Bible Study class is inwardly and outwardly a Mission 1:8 class.

· Coordinates with HFBC and/or Summit for training classes as needed. (i.e. evangelism training, children’s ministry training, …)

· Coordinates with the HFBC’s Mission Department’s “Adopt-a-Missionary” and “Adopt-a-Mission 1:8 Location” programs.
· Coordinates, as needed, in the volunteer enlistment efforts for Metro LIVE, Faith Center, and HFBC volunteer service needs. 

· Participates in Sunday class prayer time.

· Enforces appropriate boundaries to protect the LBS Study Hour. (i.e. fund raisers, outside mission groups, …)

	TYPICAL GIFTS


	Service, administration, shepherding, edification, mercy, leadership

	COMMITMENT
	The commitment for this position is typically for AT LEAST one year, but not limited to a year.  


Summit Small Groups

Purpose of Small Groups

The purpose of small groups is to create an intimate community that encourages discipleship, growth, accountability and develops godly relationships.
Types of small groups
Koinonia

Koinonia - The Greek word “Koinonia” (coin-o-nia) means deeper Christian fellowship. The main focus of Koinonia will be on Biblical community and fellowship, with opportunity to grow in knowledge and understanding of God's word.   These co-ed groups are open to the entire Life Bible study class and people can join in at anytime.  Each Life Bible study class hosts their own Koinonia fellowship/s.
Grow Groups
Grow Groups - The purpose of these gender specific groups is to develop Christ-centered relationships that study God's word together, encourage each other in their faith, and walk through the ups and downs of life in community.   These groups form in the fall, spring and summer and are closed after they are formed.

Doulos
Doulos - Doulos means "bond-servant of Christ". The main focus of Doulos is spiritual depth, with an emphasis on spiritual disciplines, accountability and Christian lifestyle, both corporate and personal.   These co-ed groups are led by adults from Houston's First Baptist Church.  These groups have semester signups and are closed after they are formed.  Ideally, these groups are formed out of the Summit Life Bible studies, but can be integrated with other classes.  One of the primary goals of Doulos is that it would raise up new leaders within Summit.
Roles of Class Leadership

There are many people that fall under the leadership of the Summit Small Group Coordinator and are essential to the successful execution of Small Groups in Summit.  Here is a list of them and their roles:

· Men's/Women's Grow Leader

· Cast vision for the groups.  Give direction.

· Carefully and prayerfully place people in groups.  Try to form groups with an appropriate mixture of maturity and involvement (i.e. spread out your leadership team and do not place them all in the same group)

· Reorganize groups as necessary (i.e. as people move in and out of the class)

· Identify people to place in Doulos

· Support the small group leaders by connecting with them regularly and discussing group issues.  Help them through any difficulties with their groups.

· Provide time to pray for, teach, and encourage the small group leaders.  Pour into them.

· Update the Summit Small Group Coordinator about the progress of class small groups.

· Grow Group Leader/Facilitator (Koinonia, Doulos, Grow Group)

· Provide spiritual leadership to the group in the class

· Cast vision (create excitement, ensure group is growing in Christ, being pushed out of comfort zone)

· Create community (reach out to members, plan social activities, make everyone feel included)

· Pray for the members

· Understand where your group is at and adapt your leadership to it

· Create the plan for the semester (let people know the plan for the semester)

· Disciple (pour into the group, be intentional, look to grow leaders, meet their needs where they are, raise new leaders)

· Administration (emails, phone calls, scheduling)

· Set an example for your group.  Reach out to visitors, serve the class, and be involved

· Update the Men’s and Women’s Grow Leaders as to what is happening in your group
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