Sample planning timeline
For best results, begin planning your trip 18-

24 months ahead.
16–18 months ahead
With your companion, discuss and discern:

o 
the purpose of the trip;

o 
mutual hopes for the visit;

o 
possible target group;

o 
logistics such as transportation and housing; and

o 
companion liaisons and contacts who can work together to develop plans.

Once your invitation to visit has been confirmed:

o 
form a planning committee or leadership team and name a chairperson;

o 
define responsibilities of trip leaders;

o 
determine number of participants and criteria for selection; and

o 
begin to gather cost estimates from travel experts.

12–15 months ahead
o 
Begin to discuss itinerary with your companion.

o 
Establish budget and per-participant cost.

o 
Develop publicity.

o 
Identify funding sources for scholarships or fund-raising activities.
11 months ahead
o 
Prepare application forms.

o 
Prepare medical information, release and waivers (download from http://archive.elca.org/globalmission/wel comeforward/forms.html).

o 
Research visa requirements.

o 
Review and select pre-trip reading materials.
o 
Plan and develop the five orientation sessions.
6–10 months ahead
o 
Recruit and select participants.
o 
Mail or give (at the initial information session) first packet of materials to participants, including country and companion information; estimated costs; passport, visa, and health information, including inoculations or medications.

o 
Distribute medical information form to participants.
· Hold an initial information session for potential participants.

4–-6 months ahead
o 
Request copies of passports from participants (must be valid for 6 months beyond return date).

o 
Ensure visa applications are made.

o 
Conduct the first cross-cultural orientation session.

o 
Ask your companion to conduct a local orientation that will introduce your group to church history, ministries and staff at the beginning of the visit.
o 
Hire an interpreter, with help from your companion. Do not rely on missionaries for translation needs.

3 months ahead
o 
Send list of participants to travel agent with deposits for tickets.

o 
Prepare participant address, phone and e-mail lists for participants, family, travel agents and staff.
o 
Conduct the second cross-cultural orientation session.

1–2 months ahead
o 
Agree on final itinerary with your companion.

o 
Confirm specific appointments with your companion.

o 
Prepare list of destination addresses, phone numbers and e-mail for participants and their families.

o 
Prepare telephone and/or e-mail tree for contacting families in case of emergency.
o 
Gather participants for orientation to companion, its context, ministries and culture.

o 
Contact participants about final details and potential roles.

o 
Plan a commissioning service for the delegation.

1 month ahead
o 
Collect medical information forms and prepare an emergency information file.

o 
Host the final pre-trip orientation.

o 
Hold final leadership team meeting to review plans and handle last-minute details.

o 
Confirm your companion’s plans for the onsite orientation.

o 
Schedule and plan post-trip debriefing.

1 month after
o 
Hold post-trip debriefing.

o 
Write thank you letters to hosts, 

o 
Encourage participants to share trip 

Orientations ensure a smooth, positive experience
Everyone who participates in an international visit can benefit from thoughtful, well-designed orientations. Travelers are happier when they know what to expect, and exploring the cultural norms

that we carry within us—often without recognizing them!—makes it possible to approach a new culture with an open mind.

In-depth preparation will equip participants to get the most out of the experience, to represent your synod and the ELCA in a responsible manner, and to share positive memories when they return. Through preparation, they will also get to know one another, form a community, and develop smooth interpersonal dynamics that can withstand long, challenging hours of cross- cultural travel.

For best results, plan and offer five orientation sessions for trip participants. This handbook includes outlines for these sessions:

1. an introductory information session on the Companion Synod Program, the companion country, and likely traveling conditions, to help potential participants discern whether they want to commit;

2. a cross-cultural orientation that equips participants to identify and set aside “typical” American values that may color their encounter;

3.   a second cross-cultural orientation helps participants begin learning how to

“cross” cultures;

3. an orientation to the companion, its ministries, members and context, including its history, current situation and country conditions; and

5.   a pre-departure orientation focusing on trip details.

When you arrive, a local orientation given by your host in the destination country will prepare participants for what they will experience. Work with your hosts to ensure that this orientation introduces your companion’s ministry and leaders, offers basic country information and gives an overview of the destination schedule. This orientation will establish your companion as the host of the visit.
Welcome Forward book and Web 
Consider purchasing a copy of Welcome Forward: A Field Guide for Global Travelers for each participant. This 144-page paperback will help participants experience travel that will forever change their ways of seeing, eating, “helping” and conversing. It provides individual and group process for travel preparation, engagement and follow- up; guides and tips for the journey; and re- entry assistance. Copies are $8 each and are available from Augsburg Fortress at

800-328-4648 or www.augsburgfor tress.com. Ask for ISBN 6-0002-0186-9.
The Web site http://archive.elca.org/global mission/welcomeforward contains a leader’s guide for the book as well as many useful forms you can download for free to use in

the orientation sessions that follow. The site also offers links to the Center for Disease Control, travel agencies, vendors of travel

insurance, information on passports and visas, providers of group study tours, and much more.

Words about Welcome Forward
I’ve traveled internationally, and found some pages where I thought, “Yes! that’s a great thing to include! and others where I said, “Wow, that’s something I hadn’t thought about before!”

I liked how the book was laid out, with a pre- trip section, an on-the-road section, and a re-entry-to-the-zany-U.S.-culture section.

Recently, a friend who’d been on a global trip called somewhat distressed by her melancholy upon return and her seeming inability to communicate what she’d experienced and how it had so profoundly changed her. I was able to reassure and encourage her and to welcome her to the re- entry club, but I also realized that Welcome Forward could have prepared and guided her through this phase of global travel.

If I were a group leader, I‘d use this small volume for pre-travel discussion, for devotions during the trip (particularly Bible passages, which could be easily translated into any languages spoken by fellow travelers or host country speakers); and for reflective moments on the trip or to guide travelers as they wrestle with hard things while traveling. I think it’s really helpful for seasoned travelers as well as for first-timers to always have the theological-gospel- spiritual reasons for the trip constantly and easily at hand. Welcome Forward does that! My recommendation to our global mission committee was to make Welcome Forward available to at least the leaders—and preferably all participants—of any future global trips!


–Ann Kleman
Southeast Michigan Synod
Orientation Five: Pre- trip Planning Session
Objectives
•
To review the trip itinerary and other final details; and

•
To draft a trip covenant.

Materials
o 
Flip chart and markers; write these three questions on the chart:

o 
What is your greatest anxiety or fear as you begin this trip?

o 
What are you most excited about?

o 
For you, what would be the most satisfactory result of this trip?

o 
These activities from Welcome Forward:

o 
“Great Expectations,” pp. 22–23

o 
“Family Matters,” pp. 30–31

o 
“Fear Not,” pp. 32–33

o 
“Covenant Making,” pp. 36–37

o 
“Packing Light,” pp. 52–53

o 
“I’m Overwhelmed,” pp. 78–79

o 
Download and copy the Packing Checklist and “The Power of Language” from http://archive.elca.org/global mission/welcomeforward/forms.html. Visit http://archive.elca.org/global mission/welcomeforward/communicate. html for tips on taking photos. Download and distribute or encourage travelers to visit the site themselves.

o 
Handout E, “A Code of Ethics for

Tourists”

o 
Handout F, “Team Member Roles”

o 
Handout G, “Journaling Worksheet”

Before the session
Is an experienced writer or journal keeper participating in this trip? Consider asking him/her to lead the journal exercise. Give him/her the session planning materials and the journaling handout so he/she can prepare.


Time
90 minutes

Overview of session
10 minutes

Welcome everyone. Have them practice greeting each other in the companion’s language. Open with prayer.

Explain the purpose of this session and let participants know that they will review and discuss:

•
the final itinerary;

•
roommates;

•
what to bring;

•
how to capture their trip in film and words;

•
travel etiquette;

•
Code of Ethics for Tourists; and

•
roles and expectations.

Itinerary
20 minutes

Distribute the itinerary and review it carefully, answering questions as they are asked.

Include maps, as town names might not mean anything to participants. Discuss what will happen at each stop, where participants will stay and what will be expected of them. Be sure to explain who will be rooming together and how the decision was made. If daily reflections or devotions are part of the trip, clarify when they will be held and who will lead them. Leave plenty of time for questions—there will be many!

What to bring
10 minutes

Distribute and discuss the Packing Checklist as a group. The most important points for people to grasp are:

•
travel as lightly as possible—very hard for North Americans;

•
dress appropriately (draw on the cultural knowledge the group gained during Session Four);

•
protect documents in a money belt or document pouch, and leave duplicates with family and the group leader;

•
bring comfortable shoes and a brimmed hat for travel to hot climates;

•
keep sharp objects (pocket knife) in checked luggage, not in carry-on; and

•
tie a bright ribbon on each participant’s luggage, to make it easier to identify luggage at the airport.

Trip etiquette and responsibilities
20 minutes

Distribute Handout E, “A Code of Ethics for Tourists.” Discuss good guest behavior, including sharing the local view on tobacco, alcohol and appropriate dress. Refer back to what everyone learned about your companion’s culture in the fourth session. Answer any questions.

As a group, discuss or decide:

•
who will introduce the group at its various visits;

•
what kind of gifts are appropriate for hosts;

•
how to gracefully accept gifts from hosts

(refer to “Grace-full Receiving” on pp.
66–67 of Welcome Forward;

•
how to ask permission to take photos

•
how to handle requests for money.

� See the column at right for ideas.
Take a few minutes to review “appropriate” language using “The Power of Language” handout downloaded from the Welcome Forward Web site. Review basic vocabulary of mission (for example, “companion church,” not “mission field”) and take a few moments to review and practice basic greetings and vocabulary in your companion’s language.

Distribute Handout F, “Team Member Roles,” and assign tasks to willing participants to make the trip easier and more enjoyable for all. You may wish to send this to participants prior to the orientation, so that they can think about what they might be willing and able to do

Seek other ways to use the knowledge of the group. If someone has a bend toward architecture, history, botany, or anthropology, ask that they research some of what will be seen to offer insights. Do not rely completely on members of your group


for information—you will want to get the local interpretation as well, which may be different.

Handling requests for money
Delegation members may be approached by someone who asks for help or a gift. Do not be surprised or offended. In many cultures, asking a new acquaintance for help or for a gift can be an accepted and conventional way of beginning a friendship or showing respect for a new friend. But remember—in all cultures the giving and receiving of gifts follows certain traditions and customs. As guests, you will not be aware of these traditions and will need some guidance.

Urge your delegation to follow these guidelines:

1.   Respond courteously without making any commitment. Don’t promise something you cannot deliver, then or in the future, to get out of what may be for you an embarrassing situation. Do have a short conversation about the circumstances prompting the request, and express your understanding and sympathy regarding the need.

2.   Say that you need to talk to your group leader first. Be very careful about selective generosity. A gift to a

particular person, group or congregation can create difficulties for local church leadership. The group leader can accept requests and discuss them with local companion leaders. The covenant that governs your companion relationship probably clarifies procedures around monetary gifts. If it doesn’t, this issue needs to be discussed by both companions.

3.   No matter how great the need may appear to be, do not let the impulse of the moment prompt you to offer assistance. What you may intend as a spontaneous expression of generosity on your part may be demeaning or cause problems.

4.   Remember, as guests in your companion’s church and country, you are the receiver, not the bearer,
of gifts. Urge travelers to practice accepting the hospitality and friendship of your companion graciously. Be open to the many and various gifts they offer you—their insight into the gospel, their faith, their strength in adversity, their joy in living. Your willingness to receive

what they have to offer you is the highest compliment you can pay.

How to capture the trip in film and words
15 minutes

Distribute Handout G, “Journaling Worksheet.” Distribute or call participants’ attention to the photo advice on the Welcome Forward Web site.

Remind participants that in a journal you can record and process your experiences. It’s a safe place for first reactions—frustration, discouragement, joy—to experiences that may become clearer later in the trip. The journal is for your benefit, not others! While you may later rewrite sections of a journal to share with others, you’re more likely to be candid about feelings if you write for

yourself.

Ask participants to take a few moments to reflect on the questions shown on the worksheet and make some initial entries now. Answers are private, and can be elaborated on at home.

Direct their attention to the flip chart where you have written the following questions, and ask them to answer them in their journals. Let them know that these answers will be shared, so group members can learn more about each other and better support one another on the journey:

•
What is your greatest anxiety or fear as you begin this trip?

•
What are you most excited about?

•
For you, what would be the most satisfactory result of this trip?

Write participants’ responses to each question on the flip chart, and save the sheets for the Debriefing Your Journey session (below). Answer questions.


Formulate a covenant
15 minutes

Create a group covenant that articulates:

•
the purpose and mission of your trip;

•
expectations of the experience; and

•
agreements around behavior.

Use “Covenant Making” on pp. 36–37 and “The Ugly American” on pp. 38–39 of Welcome Forward (Leader Guide available at http://archive.elca.org/globalmission/wel comeforward) to structure this activity.

When the covenant is complete and written on the flip chart, have everyone sign it. Bring the covenant along on the trip in case participants need encouragement or a

gentle reminder about their behavior!

Questions
Answer any other questions. Leave lots of time for questions.

Conclusion
Practice saying "good-bye" in your companion’s language, and enjoy more music from its country as you have refreshments.

Sample covenant
During our trip, we will be living and learning together as Christians, and participating in the life of our companion. We believe this unique opportunity to travel and learn together will strengthen our individual and

collective witness as Christians. We agree

to:

•
keep our hearts open, so that we may receive all that we are about to experience;

•
learn from our hosts and respect their culture;

•
abstain from profanity, smoking, the use of illegal drugs;

•
strive to communicate honestly and openly;

•
be slow to anger and quick to forgive;

and
•
pray for one another and our hosts.

[All participants sign.]

We were asked to help
During a women’s visit from the ELCA, a woman in the destination country asked whether one of the ELCA visitors could act

as her sponsor to expedite her emigration to

the United States. The visitor had the presence of mind to offer nothing, but pass the request on to the group leader. The group leader talked to the companion leadership, only to find that the companion church was doing everything in its power to help the woman emigrate to America. Had the ELCA visitors intervened, it could have jeopardized her standing in the emigration process and ruined her chances of leaving her country. In proper time, within the correct channels, the ELCA member was able to be her sponsor. But since we never know the whole story by talking to one individual, do not give or promise anything.

Talk to leaders of your travel group, and with your companion. Trying to give little gifts to many may be difficult. A better idea might be to give gifts to a school or church that can later be distributed and shared with many.

–Women of the ELCA trip participant

Daily reflections on the journey
Set aside time each day for travelers to check in on their experiences. Use these ideas and questions to guide discussions that help identify and process emotions, ideas, and experience.

Consider dividing a large delegation into smaller peer groups or “families” to facilitate reflection and sharing. They can check in with one another during the day. Ask them

to discuss:

•
What is going well for you at this point in the trip?

•
What is not going so well for you?

•
What things are going especially well in this trip?

•
What things have not been helpful?

•
What other questions and concerns are surfacing for you?

Many other questions and tools for reflections, for daily prayer and worship, and for processing feelings may be found on

pp. 78–129 of Welcome Forward

•
Reflections:

o 
“I’m Overwhelmed,” pp. 78–79;

o 
“The Tough Stuff,” pp. 80–81;

o 
“Processing for Peace,” pp. 82–83;

and

o 
“More Processing Tools,” pp. 84–85.

•
Devotions:

o 
“Hopelessly Devoted to God,”

pp. 90–91;

o 
“Spiritual Practices,” pp. 92–93; and

o 
“More Spiritual Practices,” pp. 94–95.

•
Processing emotions: Welcome Forward

also helps travelers process their emotions on returning to the United States (the Leader Guide at http://archive.elca.org/globalmission/wel comeforward offers tips for deepening and extending these activities):

o 
“Prepare for Reentry,” pp. 96–97;

o 
“Talking Your Way Home,” pp. 98–

99; and

o 
all of the entries in the “Living the

Questions” section, pp. 102–129.

Before you return to the U.S., help participants be able to talk about the trip by


preparing three or four main points that they would want people to know about following their journey.

Debriefing your journey
After arriving in Antioch, they [Paul and Barnabas] called the church together. They told the people what God had helped them do and how he had made it possible for the Gentiles to believe. Then they stayed there with the followers for a long time.

–Acts 14:27-28 (CEV)

Orientations help participants get the most out of the trip; debriefings help them process their experiences. Travel can often be intense, and without guided reflection it is easy for participants to get swept up in their daily lives and lose sight of what they

learned or experienced.

Schedule the debriefing for a week or two after your return. If the distances within the synod make this difficult, hold the debriefing immediately after the trip, at the airport if necessary.

Objectives
•
To process the experiences of the trip in a safe environment; and

•
To provide feedback for futureactivities and visits.

Materials
o 
White board or flip chart to record group process

Time
2–3 hours

Before the session
Ask participants to bring their photos and travel journals so they can make notes or share from entries they wrote during the trip. Ask them to read the “Living the Questions” section of Welcome Forward (pp. 102–129) before they attend the session.

Welcome
Welcome everyone with prayers of thanksgiving for a safe trip and prayers of support for everyone you met along the way.

Debrief your experience
1 hour

Divide participants into groups of 4–5 and ask them to reflect on these questions.

•
What were the highlights?

•
What things were disturbing?

•
What was most surprising about the companion?

•
How did the experience shape your view of God?

•
How has the trip influenced you?

•
What concerns do you have?

•
What would you like to share with the rest of the synod?

Have each group quickly summarize its responses for the whole delegation. Leave time for group processing and discussion.

Invite participants to revisit the fears they articulated in Orientation Five, Pre-Trip Planning Session.

•
What is your greatest anxiety or fear as you begin this trip?

•
What are you most excited about?

•
For you, what would be the most satisfactory result of this trip?

Did those fears materialize? How do they feel about the trip now? Take time to probe this.

Identify photos
15 minutes

Encourage participants to bring photos to

the debriefing. Use the group to help identify and label any “mystery” photos.


Discuss presentation responsibilities
20 minutes

Remind participants that as part of a companion synod delegation, they need to share their experiences with others— through congregational presentations, articles in synod newsletters, videos or PowerPoint® presentations, or music.

Have participants share their plans for presentations, especially any ideas they have about organizing the material.

Encourage participants to use these tips for effective presentations:

•
Use photos, slides, PowerPoint® presentations, objects, or other visual aids.

•
Focus on highlights or special moments of the trip, especially faith-changing

moments, rather than giving a day-by-

day account.

•
Present a balanced view of positive and negative experiences. Focusing on the story of the stolen suitcase may give the impression that the people of that country are dishonest.

•
Incorporate music from your companion.

•
Open and close with prayer.

Close the debriefing with a song you learned on your journey and with prayers of thanksgiving!

Complete an evaluation
What does your committee need to know about this trip in order to plan more mutually supportive activities and trips in the future? Design and distribute an evaluation form to solicit feedback.

� See Appendix 6 for a sample evaluation

form.




