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Work and Witness Guidelines
April 2009
Note: All forms referenced in this section are available online www.workandwitness.org in the “Resource” section.

Work & Witness is a ministry of the Church of the Nazarene that provides volunteer opportunities up to 21 days for a church, district or individual group.  The goal of Work & Witness (W&W) is to assist local churches, districts and institutions of the Church of the Nazarene with their church growth needs. Basic maintenance or upkeep should be the local entity’s responsibility.
The Work & Witness Guidelines are for the general direction of W&W for the international church. However, each of the six world regions and USA/Canada are encouraged to maintain a regional policy and procedure for W&W that is in harmony with the W&W Guidelines.  
W&W sites are divided in four categories:  

1. Construction

2. Evangelism

3. Compassionate Ministries 

4. Other (i.e. technical, sports etc.) 

Logistically, teams are placed in two main categories:  Project and Ministry Sites. 
Project Sites typically consist of construction and the purchase of land or materials that physically improve the facilities of the Church of the Nazarene.

Guidelines for Project Site Approval include the following:
1. All Project Sites should be submitted for approval prior to communicating with a potential team.  The W&W Project/Ministry Site Approval Form should be used. (www.workandwitness.org) 
2. The District Advisory Board and District Superintendent should approve project sites within their district. 

3. Each project must have both the Field Strategy Coordinator and the Regional Director approvals prior to being sent to the International W&W office.

4. The local entity (church) should:

a. Be a growing congregation with clear potential for future growth.

b. Be faithful in sending offerings for World Evangelism Fund and full payment of District obligations.

c. Have the land properly registered in the name of the Church of the Nazarene and legal authorization or permits for construction have been obtained.  In cases where it is not possible to title the property in the name of the Church of the Nazarene, written approval from the Field Strategy Coordinator and Regional Director are needed. 
d. Furnish a minimum of 50% of the building costs or its equivalent through materials, labor, and/or land.  Adjustments can be made for institutional, district, field, or regional projects.
e. Commit to being responsible for the project and collaborate with the W&W Coordinator and team.
Ministry Sites typically consist of any outreach-focused service project that promotes church growth through established ministries of the Church of the Nazarene.  (i.e. Compassionate Ministries, Jesus Film, etc…)
Guidelines for Ministry Site Approval include the following:
1. All Ministry Sites should be submitted for approval prior to communicating with a potential team

2. The District Superintendent should approve ministry sites within the district. 

3. Each Ministry Site must have both the Field Strategy Coordinator and the Regional Director approvals prior to being sent to the International W&W office.

4. The focus of the ministry to be performed needs to fit within the Field and Regional strategies for church growth and development.

5. Requests for Ministry Site funds should include a clear description of their intended use.  
(i.e. VBS materials, community service, sports equipment, bibles, medicines etc.)
The Approval Process
1. A Local church, district or entity expresses a need for W&W assistance through local district. 

2. The district priority list is given to the W&W Site Coordinator.  

3. The W&W Project/Ministry Site Approval request is completed online.
4. An e-mail is sent to the Field Strategy Coordinator and Regional office for approval.
Upon final approval, the e-mail notification is forwarded via email to the International W&W office, wmww@nazarene.org, 17001 Prairie Star Parkway, Lenexa, KS 66220, 913-577-0500 ext. 2963.
5. Once approved, the site is posted to the website for promotion. 
The Registration Process
All teams must be registered with the International W&W office to an approved site.  The W&W Site Coordinator should ensure that the Team Coordinator has registered with the International W&W office. 
Each month, the Regional office, Field Strategy Coordinators, W&W Site Coordinators, and personnel designated by the region to work with W&W teams, receive a report listing all registered teams. If a scheduled team is not listed, it is the W&W Site Coordinator’s responsibility to contact the W&W International Office at wmww@nazarene.org to register the team. 
The following information is needed to register a team:

1. Sponsoring church name or entity

2. District (if applicable)

3. Approved site name and country

4. Dates of travel

5. Amount of project funds committed
6. Number of team members

7. World Evangelism Fund amounts paid for previous assembly year*
8. Team Coordinator contact information (address, phone #, e-mail address)

9. Whether a Resource Packet is needed

*Districts having paid a minimum of 90% of their World Evangelism Fund are eligible to participate in Work & Witness.  Local churches having paid 100% of their WEF for the past assembly year are eligible to participate in Work & Witness.
Work & Witness Insurance
According to General Board guidelines, each W&W team must be adequately insured.  This is for the protection of the individual, the team, the field, the region and the General Church of the Nazarene.  Insurance is available through the W&W International Office and on-line at www.workandwitness.org. 
Work & Witness Funds
Project Funds

1. Teams are instructed to send their Project/Ministry Funds to the Global Treasury Services office at least three months prior to their departure.
2. Any funds received on or before the 25th of each month are sent in the following month’s allocations.  i.e. Funds received by June 25 are sent in the July allocation.
3. W&W teams should not carry Project/Ministry site funds to the field without special written permission from the appropriate Regional Director and the International W&W Coordinator.
4. It is understood that the Field can function with the Project/Ministry site funds arriving through the normal allocation process, even if the team is late in sending in their funds. If a problem is foreseen, please contact your Regional office first, and then International W&W office to find a solution.
5. If there are questions regarding the arrival of funds, please contact the Regional Office and then the International W&W Office.  The W&W Site Coordinator should check with these two offices prior to communication with the team.
6. All project funds are to be used on the designated site, and can include expense related to the development of that site.  Developmental and administrative expenses should not exceed 5% of the total project funds.

Team Funds

1. Team funds are used to cover all expenses of the team while on the field.

2. The W&W Site Coordinator should provide a budget for the team to plan for expenses that will cover their food, lodging, ground transportation, entrance/exit fees and sightseeing while in the country.

3. The budget can include any expenses directly related to the cost to have that team in country, but should be clearly explained before set plans are made by that team to come.

4. Team funds should not be confused with project funds in their purpose and use.

5. Team funds should be brought in with the team unless instructed otherwise from the field with the Field Strategy Coordinator’s approval.  How the funds are to be brought in should be specified also.
Upon their return, the team can submit their trip expenditures for 10% Giving Recognition on the Trip Expenditure Form (excluding sightseeing costs). All W&W project and team funds are eligible for 10% Giving Recognition when the project and team have been properly registered.

The W&W Site Coordinator should provide a report to the team and give an accounting of how their project/ministry funds and their team funds were spent.  If any Project/Ministry funds remain, they are to be used on the designated site.  If the site no longer needs the remaining funds, the donors (the team, team leader and/or sending church) should be given the option of how the funds will be used on the field.  Note:  Due to US tax code, charitable gifts from US citizens cannot be returned.  The donor should approve any alternate use of funds.  Maintaining openness and integrity with our donors/churches is a high priority.
Communication
Communication between the W&W Site Coordinator, the International W&W office, as well as the Team Coordinator is key to a successful W&W experience.   This begins with the W&W Site Coordinator ensuring that a site/project is not discussed with a potential team until Project/Ministry Site Approval has been obtained.

A Team Coordinator should communicate directly with the W&W Site Coordinator to determine the site/project they will assist with and the dates they will travel.   Once these are determined the Team Coordinator registers using the online registration link provided by the Site Coordinator.

The International W&W Office will send a registration notice to all parties upon confirmation of dates and location.
The W&W Site Coordinator should send a completed Project Information Form (PIF) or a general information sheet with details about the site/project to the team.  This information can be relayed through a pamphlet, email or website. The PIF can serve as a guide to the type of information most teams request.  

Written information and/or website content for sensitive and creative access areas should be carefully reviewed by the Field Strategy Coordinator and have approval of the Regional Office before publication.
W&W Trip Evaluations
After each team returns to their home country, the Team Coordinator will be asked to fill in and submit a W&W Trip Evaluation Form. This form will ask about all aspects of the trip, including the team’s experience with the site coordinator.  Copies of the evaluations received in the International W&W Office are forwarded to the following individuals:
Regional Director

Field Strategy Coordinator

Regional W&W Coordinator (when applicable)

W&W Site Project/Ministry Coordinator

When an address for a W&W Site Coordinator is not available or current, the Field Strategy Coordinator should forward a copy of the evaluation. 

If you have any questions about an evaluation response, please contact the International W&W Office:

David Cooper

International Work & Witness Coordinator
913-577-0500 ext. 2959
Classifications for Work & Witness Teams

Work and Witness happens on many levels within the church structure.  The following definitions provide the foundation for effective ministry at each of these levels.  

Local W&W is any team from within a local district that is involved with a ministry/project site on their own district.  These teams do not need to register through the field, region or International W&W Office.  Accidental injury and liability insurance is the responsibility of the local church, district or site.  The local district should keep a record of the teams and projects on the district.

Country/Field W&W is any team that is involved with a ministry/project site within their own country or field and outside their own district.  These teams should register with the W&W Coordinator for the country/field where the project is located.  These teams should be insured either through a local policy or with the policy available through the International W&W Office.  Teams in the United States need to purchase the US insurance policy available through the International W&W Office.

A list of the teams should be sent to the respective Field Office, Regional Office and the International W&W Office by the W&W Site Coordinator.

Regional W&W is any team that is involved with a ministry/project site that travels from one country in a world region to another country.  These teams should register with the W&W Coordinator of their respective field.  These teams should be insured either through a local policy that covers international travel or through the policy available from the International W&W Office.  A local insurance policy needs to match or exceed the W&W Global Policy benefit limits.
A list of the teams should be sent to the respective Regional Office and the International W&W Office by the W&W Site/Field Coordinator.

International W&W is any team that is involved in a ministry/project site outside of their respective region.  This includes any team from the United States or Canada that travels outside of their respective country.  These teams need to register with the International W&W Office.  These teams must be insured through the International W&W Office unless prior approval has been given through their respective Regional Office or from the International W&W Office.

A list of the registered teams is maintained at the International W&W Office.  Confirmation of each registration is reported to the Regional Office, Field Office, W&W Site Coordinator and the designated personnel for that site.  The Team Coordinator also receives a copy of the confirmation.

W&W Statistics that are reported by the International W&W Office include all international, regional, field and country teams that have been registered or reported to the International W&W Office.
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