
Shadow Mountain Community Church 
Leader Handbook 

2023-2024 
Website: http://www.shadowmountain.org/awana 

Email: awana@shadowmountain.org 
Facebook: https://www.facebook.com/groups/smcc.awana/ 

Instagram: https://www.instagram.com/smcc.awana/ 
 

Director Contact Information 
2 Year Olds Cara Circo carawbftw@yahoo.com  (619) 334-0998  

3 & 4 Year Olds Jan-Apr Edna Cornelius maedsfran@yahoo.com (619) 212-2089 

3 & 4 Year Olds May-Aug Jessica Reese reese.a.jessica@gmail.com (619) 817-8057 

3 & 4 Year Olds Sept-Dec Dennis Cooper coopscoop@cox.net (619) 322-8189 

Kindergarten Becky Arriola rebaarriola@gmail.com (619) 402-6272 

1st-2nd Grade 
David VanKirk 
Sara VanKirk 

david.vankirk@gmail.com 
saravankirk@gmail.com 

(757) 871-5017 
(757) 871-1001 

3rd-4th Grade 
Tiffany Larson 
Brandon Larson 

tifflarson@cox.net 
larson@cox.net 

(619) 248-6657 
(619) 504-2921 

5th Grade Joshua Reese joshuasreese@gmail.com (619) 857-9246 

Awana Ministry Director  
and Middle School 

Eric Berry eric.berry@shadowmountain.org (619) 900-4942 

High School Alex Funderberk docirongenius@gmail.com (925) 518-1338 

Awana Ministry Director Paul Circo pcirco@shadowmountain.org (619) 402-6859 

http://www.shadowmountain.org/awana
mailto:awana@shadowmountain.org
https://www.facebook.com/groups/smcc.awana/


Schedule 
 Puggles Cubbies 103 Cubbies 102 Cubbies 104 

6:15-6:30 101 – Check-in & Play 
103 – Check-in &  

Book Time 
102 – Check-in &  

Book Time 
104 – Check-in &  

Book Time 
6:30-6:50 Playground 103 – Flags & Music 102 – Flags & Music 104 – Flags & Music 

6:50-7:10 101 – Snack & Craft 100 – Story Time 
100 – Story Time – A’s 
Playground – B’s Playground 

7:10-7:30 101 – Play Playground 
100 – Story Time – B’s 
Playground – A’s 100 – Story Time 

7:30-7:45 101 – Story Time 103 – Snack & Craft 102 – Snack & Craft 104 – Snack & Craft 
7:45 101 – Checkout 103 – Checkout 102 – Checkout 104 – Checkout 
     
 Sparks Kindergarten Sparks 1st & 2nd Boys Sparks 1st & 2nd Girls  
6:00 105 – Check-in 202A – Check-in 204A – Check-in  
6:20-6:35 105 – Flags & Worship 204B – Flags & Worship 204B – Flags & Worship  
6:35-7:05 Circle 3 – Games 204B – Large Group 204B – Large Group  
7:05-7:35 105/106 – Small Group Circle 1 – Games Circle 3 – Games  

7:35-8:05 105 – Large Group 
202A – 1st Small Group 
202B – 2nd Small Group 

204A – 1st Small Group 
204B – 2nd Small Group  

8:05-8:10 105 – Awards 202A – Awards 204A – Awards  
8:10 105 – Checkout 202A – Checkout 204A – Checkout  
     
 T&T 3rd & 4th Boys T&T  3rd & 4th Girls T&T 5th Grade  
6:00 201A – Check-in 203A – Check-in Basement – Check-in  

6:20-6:35 
Basement – Flags & 
Worship 

Basement – Flags & 
Worship 

Basement – Flags & 
Worship  

6:35-7:05 Basement - Large Group 
Basement or 203B - 
Large Group Circle 1 - Games  

7:05-7:35 
201A – 3rd Small Group 
201B – 4th Small Group 

203A – 3rd Small Group 
203B – 4th Small Group Basement – Large Group  

7:35-8:05 Circle 1 – Games Circle 3 – Games Basement – Small Group  
8:05-8:10 201A – Awards 203A – Awards Basement – Awards  
8:10 201A – Checkout 203A – Checkout Basement – Checkout  

  



Building Map 





2023-2024 Awana Calendar  
Wednesday Events Puggles Cubbies Sparks T&T Sunday Trek Journey 

8/23/23 Leader Training 8/27/23 Trek Check Faith Foundations 

8/30/23 Kick-off Night  Bear Hug A & B 
Green Apple 

John 3:16 Start Zone 1 9/3/23 Labor Day Break 

9/6/23  1.1 Bear Hug 1 Rank 1 Start Zone 2 9/10/23 1.1 Romans 1 

9/13/23  1.2 Bear Hug 2 
Red Apple 

Rank 2 1.1 9/17/23 1.2 Romans 2 

9/20/23 
 

1.3 Bear Hug 3 Rank 3 1.2 9/24/23 1.3 Romans 3 

9/27/23 Crazy Hat/Hair Night 1.4 Bear Hug 4 Rank 4 1.3 10/1/23 1.4 Romans 4 

10/4/23 
Go Offering - pennies 

1.5 Bear Hug 5 Rank 5 1.4 10/8/23 1.5 Romans 5 

10/11/23 
Go Offering - nickels 

1.6 Bear Hug 6 
Green Apple 

Rank 6 1.5 10/15/23 1.6 & 1.7 Romans 6 

10/18/23 
Go Offering - dimes 

1.7/1.8 Bear Hug 7 Rank 7-8 1.6 10/22/23 Review 1 Review 1 

10/25/23 Noah's Ark Night 
Go Offering - Quarters 

2.1 Bear Hug 8 Red 1.1-1.2 2.1 10/29/23 2.1 Romans 7 

11/1/23 
Go Offering - Dollars 

2.2 Bear Hug 9 Red 1.3 2.2 11/5/23 2.2 Romans 8 

11/8/23 
Go Offering Reward Night 

2.3 Bear Hug 10 
Red Apple 

Red 1.4 2.3 11/12/23 2.3 Romans 9 

11/15/23 Fill the Pantry Night 2.4 Special Day Thanksgiving Green 1.1-1.2 2.4 11/19/23 2.4 Romans 10 

11/22/23 Thanksgiving Break 11/26/23 2.5 Romans 11 

11/29/23 
 

2.5 Bear Hug 11 Green 1.3 2.5 12/3/23 Christmas Party 

12/6/23 Christmas Party 3.1 Special Day Christmas Green 1.4 2.6 12/10/23 Christmas Break 

12/13/23 Christmas Break 12/17/23 Christmas Break 

12/20/23 Christmas Break 12/24/23 Christmas Break 

12/27/23 Christmas Break 12/31/23 Christmas Break 



1/3/24 Christmas Break 1/7/24 2.6 & 2.7 Romans 12 

1/10/24  2.6 Bear Hug 12 Red 2.1-2.2 2.7 1/14/24 Review 2 Review 2 

1/17/24  2.7 Bear Hug 13 Red 2.3-2.4 2.8 1/21/24 3.1 Galatians 1 

1/24/24 Half & Half Night 2.8 Bear Hug 14 
Green Apple 

Green 2.1-2.2 3.1 & 3.2 1/28/24 3.2 Galatians 2 

1/31/24  3.2 Bear Hug 15 Green 2.3-4 3.3 2/4/24 3.3 Galatians 3 

2/7/24 Missionary Offering 3.3 Bear Hug 16 Red 3.1-3.2 3.4 2/11/24 Super Bowl 

2/14/24 Missionary Offering 3.4/3.6 Bear Hug 17 
Special Day Missions 

Sparks Drive-in 3.5 2/18/24 3.4 Galatians 4 

2/21/24 Missionary Offering 3.5 Bear Hug 18 
Red Apple 

Red 3.3-3.4 3.6 2/25/24 3.5 Galatians 5 

2/28/24 Retro Night 
Missionary Offering 

3.7 Bear Hug 19 Green 3.1 3.7 3/3/24 3.6 & 3.7 Galatians 6 

3/6/24 Missionary Offering 
Reward Night 

3.8 Bear Hug 20 Green 3.2-3.3 3.8 3/10/24 Review 3 Review 3 

3/13/24  4.1/4.2 Bear Hug 21 Green 3.4 4.1 & 4.2 3/17/24 4.1 Ephesians 1 

3/20/24 Mismatch Night 4.3 Special Day Easter Red 4.1-4.2 4.3 3/24/24 4.2 Ephesians 2 

3/27/24 Easter Break 3/31/24 Easter Break 

4/3/24 Easter Break 4/7/24 4.3 Ephesians 3 

4/10/24 
 

4.4 Bear Hug 22 
Green Apple 

Red 4.3 4.4 4/14/24 4.4 Ephesians 4 

4/17/24 
 

4.5 Bear Hug 23 Red 4.4 4.5 4/21/24 4.5 Ephesians 5 

4/24/24 
Sports Night 

4.6 Bear Hug 24 Green 4.1 4.6 4/28/24 4.6 & 4.7 Ephesians 6 

5/1/24 
Preview Night 

4.7/4.8 Bear Hug 25 Green 4.2-4.3 4.7 5/5/24 Review 4 Review 4 

5/8/24 
Leader Awards 

Puggle Awards Bear Hug 26 Green 4.4 4.8 5/12/24 Mother's Day 

5/15/24 Catch Up Night 
Silly String Director Night 

 Cubbies Awards Catch Up Night 5/19/24 Catch Up Night 

5/22/24 Year End Celebration 



Events 
Event Dates Event 
8/23/2023 Leader Training 
10/7/2023 Awana Ministry Conference 

11/11/2023 Phantazmorama 
2/3/2024 Grand Prix 

2/14/2024 Sparks Drive-in 
3/2/2024 T&T Awana Games & Bible Quiz/Sparks-a-rama 

3/8/2024-3/10/2024 T&T Boys Desert Campout 
3/16/2024? Trek & Journey Awana Games & Bible Quiz 

4/12/2024-4/13/2024 T&T Girls Campout 
6/23/2024-6/29/2024 Southwestern Leadership Camp 



Small Group Leader Responsibilities  
A Small Group Leader leads his or her group of clubbers through the night. They will be the adult that spends the 
most time with a clubber. The priority of a small group leader is to build relationships with their assigned clubbers 
for the purpose of discipleship.  

● Pray regularly for club, clubbers, and leadership. 

During Small Group Time:  
● In your leader book, review and complete the sections your group will be working through.  
● For T&T:  

o Ask clubbers the questions from their book and ask them to share what they wrote.  
o Ask clubbers any discussion questions from the small group guide.  

● For Sparks:  
o Read the story from the clubbers’ book.  
o Ask the clubbers questions about the story you just read.  
o Ask clubbers any discussion questions from the small group guide.  
o Guide the clubber through their activity sheet.  

● Help the clubbers learn the verse(s) if they haven't already memorized them.  
● Confirm their understanding of the Scripture they have studied and memorized.  
● Discuss ways they can apply the Scripture and Bible Study/Story to their lives.  
● Listen to and sign off verses. Follow Awana’s recommended standards for reciting verses: 

o Recite all verses in a section, including review verses, without looking at the book. 
o Allow two helps per section (a help is three to four words) 
o Recite the reference with the verse. 

● Pray with your group each week.  

During Large Group Time:  
● During large group time, clubbers will sit with you by group.  
● Help the speaker to maintain order by telling clubbers to be quiet (and sit between misbehaving or 

talkative clubbers if necessary).  
● Don’t sit or stand in the back of the room.  

During Game Time:  
● During game time, pick a color line and be a cheerleader for the clubbers on that line.  
● Don’t stand off to the side and talk to other leaders. Be involved in the games.  
● Help escort clubbers to the bathroom.  

Additional Responsibilities:  
● Contact each of your clubbers at least once each month. You can call, email, text, or write a postcard or 

letter. Talk to and get to know the parents too. 
● From 6:00-6:15, listen to verses and help with crowd control in the check-in room.  
● From 6:15-6:35, participate with the clubbers during the opening and worship time. Stay with your small 

group.  
● Before and after every transition, take a count of the clubbers in your group. We don’t want to lose any 

clubbers in the transitions. Clubbers’ nametags will identify to which group they belong.  
● Send birthday postcards to each of your clubbers on their birthday.  

  



Game Leader Responsibilities  
● Pray regularly for club, clubbers, and leadership.  
● Assist with setting up and tearing down the game square.  
● Read the games rules ahead of time so you can know and understand the rules to the games being played 

that night.  
● Be prepared to demonstrate how each game is played.  
● Lead the clubbers in playing the game. 

 

Secretary Responsibilities  
Check-in (6:00-6:20)  

● Check-in the clubbers in your assigned rooms.  
● Leaders can check their children in before 6:00, all others need to wait until 6:00.  
● Rooms 101-104 will accept leaders’ children before 6:15, but all other parents must wait in the hallway 

until 6:15.  
● The parent keeps their pick- up tag and the secretary puts the third nametag in the check-in book.  
● For Sparks and T&T: 

o Put a red, blue, green, or yellow mark on the clubber nametag keeping the teams balanced for 
boys and girls. 

o Ask the clubber if they brought their Bible, their Handbook, and if they attended church and 
check if they are wearing their uniform. Record their color and all these items on their nametag 
in the check-in book. Then enter this information into the computer (after check-in). 

● Guests must check-in in the lobby. If a guest comes directly to your room, please send them back to the 
lobby to get a nametag. Once they arrive in your room, send the guest to the club director who will as- 
sign them to a small group.  

● A guest can visit as many times as they want without registering.  
● After check-in, make sure to give the Club Director the check-in book to keep as an emergency roster.  

For Sparks and T&T Secretaries Only  
● Guests will receive entrance booklets. They only get a book bag and uniform once they have registered in 

the lobby at the registration table.  
● Once a registered clubber has completed their entrance booklet, give them their handbook.  
● When a clubber comes up to you 

o They will show you their completed book and you will enter the completed sections into 
Approved Workman.  

o All awards should be put on the clubbers uniform at that time. 
● Make sure that the treasure box is filled and refill it from the treasure box in the basement.  

For Cubbies Secretaries Only  
● Guests will receive entrance booklets. They only get a book bag and uniform once they have registered in 

the lobby at the registration table.  
● Once a registered clubber has completed their entrance booklet, give them their handbook Help the 

director prepare the craft and set out the snack.  
● Have the patches ready to present to the clubber on patch award night.  

  



Club Director Responsibilities  

The club director oversees their assigned club for the night.  

● Arrives at 5:45 to make sure everything is ready and stays until 8:30 when all the clubbers are picked up 
(choir clubbers are dropped off in the nursery).  

● Makes sure that all the clubbers and Small Group Leaders get to where they need to be at the right time 
throughout the night—acts as the timekeeper for their club.  

● If a Small Group Leader is missing, shifts clubbers or Small Group Leaders around to make sure groups are 
covered.  

● Answers parent questions.  
● Handles any discipline problems.  
● Trains any Small Group Leaders that are not quite doing what they need to.  
● Contact your Small Group Leaders once or twice a month to encourage them and pray for them.  
● Assigns new clubbers to a small group.  
● Is the up-front person for your assigned club. 
● At the end of the night: 

o Makes announcements. 
o Recognizes those who received awards that night (as recorded on Approved Workman) having 

them select an award from the treasure box. 
o Announces the winning team (as recorded by points entered by secretary on Approved 

Workman).  
● Attends the 4 quarterly director’s meetings.  

Club Discipline  
5 Count  

● Group leader starts counting to 5.  
● All leaders and clubbers must be quiet before 5 is reached.  

3 Count  
● Given if a particular child is being a discipline problem.  
● 1 count—clubber is being warned that he is being a discipline problem and needs to behave.  
● 2 count—clubber is taken aside and talked to by the club director.  
● 3 count—clubber is taken aside and talked to by the commander and parents are called.  

  



Passing a Section  
 
 

● All parts of a section must be recited without looking at the book-including all verses, their references, 
and answers for oral questions. This includes all verses in a review section. 

● All writing must be completed before the section can be signed off.  
● No more than two helps per section. Each help should be no more than three or four words.  
● Cubbies, T&T, Trek, and Journey clubbers should always complete the current night's sections first and 

then catch up any missed sections.  
● Sparks must do sections in sequence except for the Bring-a-friend and Missionary sections.  
● Extra credit and Sparks review sections can be completed any time.  

  

2. Then sign and date the 
section   1. This tells what needs to be completed 

for the section to be signed off  
 

For Sparks, the review bubble is only initialed when the 
clubber reviews the verse after the book has been 
completed.  
 



Opening Ceremonies  
Pledge to the Awana Flag  

I pledge allegiance to the Awana Flag  
Which stands for the Awana clubs  
Whose goal is to reach boys and girls  
With the gospel of Christ  
And train them to serve him.  

 
Cubbies Theme Song Lyrics  

We are Awana Cubbies, we’re happy all day long. 
We know that Jesus loves us! That’s why we sing this song.  
We hop because we’re happy and we jump and shout for joy.  
For Jesus is a friend to us. He loves each girl and boy.  

 
Sparks Theme Song Lyrics  

We are “Sparks” for Jesus, “Sparks” to light the world,  
We will shine for Jesus as we tell each boy and girl!  
We will hide God’s Word in our hearts;  
We will serve Him right from the start;  
From His love we never can part for we are  
“Sparks!” “Sparks!” “Sparks!” “Sparks!” “Sparks” to light the world 
  



Using Approved Workman  

 

Contact Eric at awana@shadowmountain.org to have an account created for you. 

To login to Approved Workman  

● URL: https://app.approvedworkman.com  
● Customer Number: 915  
● Username: first initial + last name, e.g., jsmith  
● Password instructions will be sent to you when your account is created. 

  

mailto:awana@shadowmountain.org


 

  

 

  

 

 

 

 

  

1. Select a Wednesday club date (for a Wednesday 
club). Sunday dates may show other clubbers. 
 

2. Click Members to view the Clubbers 

3. Click on the funnel to change the filter options and 
the gear to change the sort and display options 

4. Click on the clubber you want to view  
 

5. Then click on Personal to view their 
contact info  
 



 

 
  

6. Click on Book to show and update book 
progress 

7. You may need to change the 
book to view the progress on a 
different book 



Online Training 
Create an Account 

1. Go to my.awana.org and click Sign-in or Create an Account. 
2. After signing-in or creating your account, in the upper right corner, click Profile then My Profile. 
3. Under the My Church section, select Add Church and add Shadow Mountain as your church and select your 

Awana Role and your Church Role. 

 

Training Link 

1. Go to https://awanabasics.awana.org/ 
2. Sign in with the account you created above. 
3. Select the training appropriate for your role. Each training module takes about 2 hours and can be paused and 

restarted as needed. 

 

https://awanabasics.awana.org/

