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“God does not call the qualified.  He qualifies the called.” 

 

Emmaus Ministry for Grieving Parents 

Training Session Outline 

for 

Retreat Leaders 

Registration Coordinators 

Hospitality Managers 

Diocesan Liaisons 
 

as of 5/3/2023 

 

 

 

REQUIRED before Training Session 

1. Sign EMFGP Retreat Team Agreement 

2. Purchase EMFGP Retreat Team Guidebook/Receive link to digital version 

3. EMFGP Retreat Team Guidebook 

• Read Chapter 4 

• Review App 5 

• Read REV Appendix #11 and REV Appendix #23 (attached) 

• Review Appendices #9, #12, #13a & b, # 18, #19, #20, #21a&b 

4. Printout this Training Session Outline 

5. Have Training Session Outline and EMFGP Retreat Team Guidebook available during training 

 

 

RECOMMENDED before Training Session 

1. Complete Self-Reflection Worksheet (if you are a grieving parent) 

2. Read Sorrow Like No Other booklet 

3. View What We’d Like You to Know video (10 minutes) 

 

 

 

 

https://www.emfgp.org/emmaus-retreat-team-member-self-reflection-worksheet/
https://www.emfgp.org/new-sorrow-like-no-other-booklet/
https://www.youtube.com/watch?v=RSL67tKPyqc
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EMFGP OVERVIEW  

• Current EMFGP Offerings  

• Current EMFGP Diocesan Partnerships  

• Catholic Catechesis (App 21a) 

• Retreat Rules/Guidelines (REV App 12) 

 

UNDERSTANDING OUR PARENTS 

• Sorrow Like No Other booklet overview 

• What We’d Like You to Know video overview 

 

OUR JOB AS RETREAT TEAM MEMBERS 

• Worker Bees of the Holy Spirit 

 

OVERVIEW:  RETREAT TEAM MEMBERS 

1. Retreat Leader 

2. Registration Coordinator  

3. Hospitality Coordinator 

4. Diocesan Liaison (s)  

------------------------------------------------------------ 
Additional Team Members 

o Spiritual Leader [App 6] 

o Parent Witness [App 14] 

o Small Group Facilitators [App 15] 

o Volunteers 

o Facility contact 

o Set-up/clean-up 

o Check-In 

o Hospitality 

o Retreat materials preparation-folders/candles/Parent Directory/ handouts/name 

tags [App 12; App 18; App 19; App 20; App 20a; App 21a &b] 

 

 

https://www.emfgp.org/new-sorrow-like-no-other-booklet/
https://www.youtube.com/watch?reload=9&app=desktop&v=RSL67tKPyqc
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EMMAUS RETREAT TEAM MEMBERS 

1. RETREAT LEADER  
• Leads team 

• Leads retreat (App 5 Script) - Charley’s role  

• Leads completion of REV Appendix 11 and REV Appendix 23  

• Coordinates Prayer Services (App 13a and 13b) 

• Coordinates volunteers 

• Schedules Zoom meeting 4 weeks out with Emmaus Central 

 

 
 

2. REGISTRATION COORDINATOR   
• Communicates with parents 

• Tracks registrations/PQ responses   

• Coordinates retreat materials preparation 

 

COMMUNICATES WITH PARENTS 

• Pastoral Phone Calls [Ch 4, pp 23-26] 

o Challenges 

o Email Messages 

o Pre-call email to all 

o 2 VM messages-need to connect 

o Email assuming not coming 

o PQ via info via phone w/photo texted or emailed 

o Goals of the Call 

o To confirm that they are grieving parents 

o To establish rapport 

o To help them feel comfortable sharing their stories and where they are in their 

spiritual journeys 

o To share what the retreat is and is not 

o To share Emmaus Ministry Guidelines 

o To answer questions about the retreat 



 4 

 

o To give information on the Parent Questionnaire and determine whether or not 

they can complete it online (Alternatively:  complete manually via phone; 

send photo via text or Staples scan and email) 

o To send PQ email with link [See samples in Updated Appendices/Additions] 

• Parent Questionnaire(s) [Ch 4, p 25] 

o PQ email samples  

o Available PQ types (no photo; multiple) 

 

TRACKS REGISTRATIONS/PQ RESPONSES 

• Registration Spreadsheet [App 9] 

• Registration info/PQ info 

 

COORDINATES RETREAT MATERIALS PREPARATION 

• Memorial candles [App18] 

• Orientation folders [App12] 

• Name tags/Parent Directory [App 20, 20a] 

• Handouts 

 

 

 

3. HOSPITALITY MANAGER (See Hospitality Training Summary below) 
• Food and beverage planning/coordination/purchasing/ execution 

o Light breakfast snacks; sandwich/salad lunch/ casserole dinner 

o Ongoing snacks/beverages throughout the day 

• Environment 

o Table clothes; simple centerpieces 

• Coordination with on-site contact 

 

 

 

4. DIOCESAN LIAISON(S) 
GOAL:  2 retreats per year in each Catholic U.S. Diocese 

• Coordinate diocesan EMFGP retreat scheduling 

• Heavily promote all EMFGP retreats 

• Support your diocesan EMFGP retreat teams in any other ways possible 

• Coordinate an EMFGP retreat once/year at your pastoral center? (IDEAL) 

 

HEAVILY PROMOTE RETREATS 

• Identify parish interest in adopting the Emmaus Ministry 

• Offer diocesan “Come and See Information Sessions”  

• Add Emmaus Ministry to diocesan website under both “Upcoming Events” and 

“Resources” for families and bereavement. 
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• Aggressively promote ministry and upcoming retreats [Ch 5; App 24] in… 

Meetings 

o Regional EMFGP Come and See Information Session 

o Deanery meetings 

o Pastoral Associate meetings 

o Other 

Media 

o Diocesan newspaper article (s) 

o Diocesan brochure [App 24] 

o Bulletin ads 

o Social media 

o Flocknotes 

o Cards/brochures to local hospitals/funeral homes 

o Catholic TV station interviews  

o Other 
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EMMAUS MINISTRY ONE-DAY RETREAT 

HOSPITALITY TRAINING SUMMARY 
 

Once the site is identified, request an onsite liaison or church operations staff to review the kitchen 

and serving facility.  It is optimal to visit the site to personally assess but, if not an option, then by 

Zoom or phone review with the staff the following. 

 

KITCHEN EQUIPMENT 
• Freezer 

• Refrigerator 

• Usable oven 

• Utensils for serving 

• Silverware 

• Plates 

• Coffee cups 

• Glasses 

• Serving bowls 

• Creamers 

• Sugars/sweeteners 

• Salt and Pepper 

• Coffee Urn or Keurig Coffee maker 

• Electric Teapot 

• Water- can the water in the church be used for drinking/cooking 

• Water cooler 

• Hot plates 

• Kitchen towels, washcloths 

• Paper towels 

• Napkins 

• Coffee stirrers 

• ICE and large container- needed to keep water bottles cold and available 

After assessing available materials, decide what needs to be purchased the week before the retreat. 

 

SUPPLIES 
If plates and coffee cups are not available, you will need (based on 20 people): 

• 50 coffee cups  

• 50 dinner paper plates (lunch and dinner) 

• 40 small paper plates (breakfast muffins/dessert) 

• Utensils: 50 forks, knives and spoons 

• 60 napkins 

• 25 soup bowls if chowder is served at lunch. 
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• 50 water cups if water cooler is available. 

• Case of water bottles- at least 40 small bottles 

• Plastic tablecloths ( depends on the number of tables required) 

• Serving Utensils 

• Centerpieces (?) 

 

Organizing the delivery of the hospitality is so important.  Identify at least two people who can assist you with the 

stocking of the supplies, preparation and serving of the food and the cleanup.  A quiet, coordinated team will make 

the service of the meals a nurturing gift to the grieving parents. 

 

MENU CONSIDERATIONS 
It is nice to do a menu and display it.   Gives people the feeling of a special venue. 

 

Breakfast:   

It is a late arrival at 9:30 so only small snacks are necessary.   

Most people like a grab and go option such as small muffins, small yogurt containers and granola bars etc.   

Juice is most welcome.   

Since Covid people do not like open food or juice so it should be containers.    

 

Lunch:  

It is a short time before the lunch break and breakfast so lunch should be light.  It is also a short lunch time so dessert 

that can be taken to the next session is great. 

Depending on the season of year dictates the best options. 

Winter a chowder is very popular. 

Summer pasta salad is popular. 

Sandwiches: small finger sandwiches of two varieties work best.  Chicken salad, egg salad or ham and cheese with a 

vegan option such as veggie wraps. 

Dessert: cookies or bars such as brownies.   

 

Snacks:  

It is helpful to have snacks on the general session tables and available all day in the dining area.  Leave the cookies or 

brownies out after lunch. 

Candy on the general session tables is welcome. 

Salty snacks are often requested such as pretzels or peanuts (some people don’t want the sweets). 

 

Dinner: 

 

There is a long interlude between lunch and dinner.   

A hot meal is preferable. 

Pasta such as lasagna, stuffed shells etc. is easy to serve, economical and generally liked by most people. 

Pasta meals are also best for those kitchens that don’t have cooking options as they keep warm or rewarm easily. 

Salad is generally also well accepted and necessary for those who have aversion to cheese etc. 

Bread or rolls depending on the meal 

Butter 

Dessert any option is great as everyone is drained and in need of a treat. 

 

 

Drinks for lunch and dinner are a challenge. Coffee and tea should always be available with cream, milk and 

sweeteners/sugar.  Lemonade, iced tea, flavored waters or sparkling drinks are options.  Water should always be 
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available. Small water bottles are preferred since the retreat moves from large to small groups and large bottles are 

unfinished and left behind.  

 

 

Clean Up 

Inquire during your site review about garbage disposal, dishwashing etc.  Leave the site as clean as you found it.  

Leftovers usually are removed unless the staff indicates they will be welcome. 

 

 

  

 

 

 

 


