
BY JESS SCHLOAD
Planning a retreat? Here is your

chance to be a hero! The more you plan
in advance, the more organized you will
be, and the overall outcome will be
higher quality. 
Most companies, churches and or-

ganizations will not simply hand over
money for you to host a retreat – even
if they asked you to plan it. Your com-
pany will want to know rough budget
estimates and details about your event.
Even if you are in charge of your own
budget, it is still helpful to take the step
of preparing a basic plan to organize
and save your thoughts. So let's get
started!

How to prepare a basic plan
Your plan should include at least four

things: a summary, a goal, the audience,
and the budget.

1. Summarize the event��
Your summary is a basic snapshot of

your retreat in three sentences or less.
With no additional information, anyone
that reads your plan should be able to
understand what the event is from a
high-level perspective. It is appropriate
to include a basic goal in this summary.
For example: 
• This leadership retreat will bring to-

gether the leaders of    (fill in the blank)
company/church/university for pro-
gram and budget planning for the next
year.

2. Determine a timeline
When is this retreat? Are you plan-

ning it in the winter or in the spring? In-
clude the target timeframe of the event,
the promotion period, and any other
important milestones. Make sure you
understand the timing of your partici-
pants. How much lead time do they
need? Tip: start from the end (the retreat
date) and work backwards. For exam-
ple: 
• Retreat planning: Jan.-May
•Website page created: March 1
• Promotion: March-June
• Retreat Date: mid-June

3. Set a goal (or two or three)
All retreats should have at least one

simple goal. Are you planning a retreat
on behalf of a business, university, or
other organization? If so, consider the
mission of the organization and create
a goal that aligns with this mission.
Goals can be high-level, or they can be
very specific. Set enough goals that
someone reading your plan can start to
picture your retreat. For example:
• 3 days 
• 20+ participants
• Overnight accommodations at

  a camp retreat center
• Team-building activities
• Completed program plans and 
  budget for next year 
• Enhance leadership skills
• Promote togetherness and a sense of

community

4. Define your audience 
First, ask yourself these questions:

Who are you inviting to your retreat?
Are they males and females? Adults only,
or are children invited? Next, dig a little
deeper into your audience. What do
your attendees care about? What are
they interested in? This does not dictate
who is allowed to come. Rather, it out-
lines the group for which the retreat is
intended. Doing this small brainstorm
and jotting down a few notes will help
you later as you plan activities and pro-
mote the event. For example:
•Males and females 
• 35-55 years old 
• Doctors, CEOs, administrative
  professionals, team leaders 
•Many have children 
• Volunteers 

• Live in _____________ city/state/
  neighborhood

5. Propose a budget
Money is a big factor for most re-

treats. Research and compile estimates
for the larger cost categories. The costs
should be realistic – not too high, and

not too low. If they are too high, you
might not get approved. Too low? You
might be stuck with a penny-saver
budget. ��Your venue will be one of your
larger expenses. A four-star retreat cen-
ter will require a much higher budget
than a camp retreat center. Be sure to in-
clude an estimate for overnight accom-
modations and meeting space. Other

large budget items to consider include:
travel and transportation; food and bev-
erage; and marketing and promotion.
��Also, be sure to subtract the estimated
cost per person in your budget to show
how costs will be offset. If the goal of the
retreat is to raise money, include esti-
mated earnings from fundraising activ-
ities, which could be a silent auction,
offering, etc. ��

6. Your retreat plan should be
able to fit on 1-2 pages�
Now that you have finished creating

your retreat plan, you have a nice guide
to use moving forward. The items that
you have already identified should help
you get budget approval, provide direc-
tion on event promotion, help you
choose a retreat theme, and overall, or-
ganize your thoughts. Having your plan
ready also helps the retreat center - the
staff can better support the goals of the
retreat.  Often they have ideas about
ways to use the facility that you never
would have known. �
From Retreat Central. www.retreat-

central.com
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Retreat planning: How to create a retreat plan for your church



8 • February 2016 ––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––metrovoicenews.com n facebook.com/metrovoicenews –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––– Metro Voice 

1. Pray and define the purpose
Have you ever heard the saying, “If

you don’t know where you’re going,
you’ll probably get there?” The first and
most important step in planning a
meaningful youth retreat is to set the vi-
sion by defining the purpose.
Questions to Answer:
• Are you hoping to build deeper rela-

tionships within the youth group?
• Is the goal to provide concentrated

time away from busy schedules so youth
can connect with God and grow?
•Would you like to create a “green-

house environment” for spiritual growth
that will spur future development?
• Are you hoping to create a fun expe-

rience so students will want to continue
being involved in youth group once they
return?
•Would you like to focus on an oppor-

tunity for those in your group to serve
others in need?

2. Recruit assistance
The retreat will be as strong as the

team that plans it. Use online sign-up
sites to coordinate youth group parents
and volunteers, so each person can use
their gifts and skills to help in small ways
that will pay big dividends.
Questions to Answer:
•Who are parents, volunteers, or

church staff with strong administrative
and organizational skills?
• Can you send out a sign-up to fami-

lies who are interested in the retreat which
outlines all of the possible ways to volun-
teer to help with the planning?
• Do you have a point person who will

be willing to coordinate all of the volun-
teers, leaving you open to focus on the big-
ger vision for the retreat?

3. Select your location
Since you’ve already defined the pur-

pose of the retreat, this step should be
easier. Make sure to visit your top
choices or talk to several people who’ve
taken youth groups there before to see
if your vision for the weekend can be
met.
Questions to Answer:
•What type of accommodations will

fulfill your mission best?
•What is your budget?
• Do you want to cook or have meals

provided?
•How many people will attend?
•What types of meeting rooms and

spaces do you need?
•What recreational activities do you

hope to engage in?
•Have you been to the retreat center

before, or do you have a lot of good rec-
ommendations from others?

4. Count the costs
Make sure that the cost of the retreat

won’t prohibit any of the youth from at-
tending. If you lose interest from par-
ents at the beginning with high fees, you
won’t get it back.
Questions to Answer:
• Have you taken a survey or learned

from past years what a reasonable cost for
the retreat would be so that participants
in your group can afford to go?
•Will you need to do fundraising?
• If you need to do fundraising, how

can you prevent the fundraising process
from becoming all consuming?
• Is the church or individual donors

willing to offer scholarships for students
who would like to attend but can’t afford
the cost?

5. Invite the youth
First impressions are critical. So put

some pizazz into your introduction of
the retreat to the youth group. Then
don’t let up. Continue to be creative as
you invite and release information
about the trip to students.
Questions to Answer:
• Do you want to focus on deepening

the faith of your core group or open the
invitation to friends outside the church as
an outreach?
•What skits, games, or videos could

you use to launch the concept and details
of the retreat in the months before you go?
•How will you build excitement for the

retreat over time while releasing details in
stages?

6. Make a packing list
This one needs to be a group effort.

If you’re a guy, it’s going to be hard to
envision what the teen girls in your
group are going to “need” once they ar-
rive and vice versa. Work with parents
and volunteers who have gone on past
retreats to compile a list of must have’s.
Questions to Answer:
• Can you divide your list into must

bring and optional items?
• Do you have a limit on how many

bags/items each student can bring?
• Is it possible that clothing will get ru-

ined on the trip, or will they need specific
types of outfits for different activities?

7. Give parents and students 
proper expectations
You’ll save yourself a whole mess of

headaches if you’re proactive in this
area. Recruit a detail oriented person to
help compile information about the re-
treat and plan out how you’ll release it
at the right times, so parents and stu-
dents have information right before
they realize they need it.
Questions to Answer:
• How much sleep can parents expect

their children to get while on the retreat?
•What will the meals and accommo-

dations be like?
•What will be the schedule and the

theme, and who will be the speaker for the
weekend?

8. Follow up with everyone
This is one of the last steps to ensure

a wildly successful trip. Even if you’re
tempted to believe everything will go
well, make sure your volunteers are
double and triple checking all of the de-
tails well in advance of go time.
Questions to Answer:
• In the weeks leading up to the retreat,

are you checking in with all of your vol-

unteers to make sure their roles are being
fulfilled?
•Have the details and dates of your

stay been confirmed with the retreat cen-
ter multiple times before your group hits
the road?
• Is the retreat speaker equipped with

all of the information needed for the trip,
and are all of his/her travel arrangements
confirmed?
•Do the youth and parents have all of

the details they need to be ready to go with
the right expectations?

It’s time to hit the road. You started
the process by praying, and you’ve
hopefully continued in that spirit
throughout the planning. Trust that
God is in control and cares more about
His purposes for the retreat being ac-
complished than you do.
And, finally, have fun!

SPECIAL CONSIDERATIONS WHEN PLANNING A CHURCH YOUTH RETREAT
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“Come to me, all who labor and are
heavy laden, and I will give you rest,”
(Matthew 11:28). 
Rest is a theme that is easily found in the

Bible. Not only is it something that scripture
is saturated in, but it is something that we
believe is absolutely necessary in life. 
  When life becomes heavy, it is often the

case that the only medication to cure such
stress comes when one retreats to find peace
and quiet. Through this escape, time can be
spent contemplating goals, planning the
next steps to take in life, finding some quiet,
or maybe even coming closer to Christ; but
how can something as simple as getting
away save a life? Is this rest really something
that vital? 
  At Sky Ranch Cave Springs, we whole-

heartedly believe that it is. It is often in those
times when people encounter Christ, the
only thing that can truly save a life; and we
focus on that life change so heavily that our
whole mission at our camp is centered on
creating a space for that encounter to take
place. It is in this encounter that people are
truly transformed for the better, and that is

something that is both necessary and price-
less. 
  So often we hear stories of people who

were ready to throw in the towel before they
came for a retreat here with us, and it is sto-
ries like these that remind us of the true
power that getting away from the hustle and
bustle of life can carry. 
So whether you are looking to find peace

and rest, you need some time to get away
and refocus, or you need that life change,
our team at Sky Ranch Cave Springs would
love to partner with you and your group so
that you can discover the rest and life-
change that a retreat can provide.

–Tim Finch, Retreat Coordinator. 

THE ABBEY GUEST CENTER, 
CONCEPTION ABBEY
PO Box 501, Conception, Missouri, 64433
Group Contact: Fr. Peter, 660-944-2809
guests@conception.edu
www.conceptionabbey.org/guests

CAMP PALESTINE
396 SW 730 Rd., Chilhowee, MO 64733
Group Contact:  Brenda Strozier, 816-
921-6009
info@pmbcjc,  www.camppalestine.net

CORNERSTONE SUITES
104 South Center Street
Lake City, Iowa 51449
Group Contact: Paul or Judy Iverson,
712-464-3082
stay@thecornerstonesuites.com
www.thecornerstonesuites.com

FOREST PARK CONFERENCE AND 
RETREAT
3158 SE 10th    Topeka, KS   66607 
785-234-8024     
info@forestparkretreat.com
www.forestparktretreat.com

LAKE DONIPHAN CONFERENCE AND
RETREAT CENTER
12856 Doniphan Lake Road, Excelsior
Springs, MO 64024
Group Contact: Jim Wheaton, 
816-630-1523
info@lakedoniphan.com 
www.lakedoniphan.com

MYER HOTELS
3601A Shepherd of the Hills Expressway,
Branson, M0 65616
Group Contact: Kathy Smith, 888-837-
2537
Kathy@myerhotels.com
www.myerhotels.com

SHALOM RETREAT CENTER 
15609 East 1300 Road, Mound City, KS
66056
Group Contact: Chris Shillito, 
620-224-6815
cshillito@gmail.com
www.shalomretreatcenter.org

SKY RANCH CAVE SPRINGS
7750 S 655 Rd, Quapaw, OK 74363
Group Contact:  Sarah Wright, 
918-542-1547
cavesprings@skyranch.org
www.skyranchcavesprings.org

YMCA TROUT LODGE AND CAMP
LAKEWOOD
13528 Highway AA, Potosi, MO  63664
Group Contact: Group Reservations,
888-FUN-YMCA ext. 207
groupreservations@ymcastlouis.org
www.ymcaoftheozarks.org

RETREAT 
DIRECTORY

Why retreats are so important to our faith!
Forest Park Con-

ference and Retreat
Center, is conve-
niently located near
Topeka. Is your busi-
ness, office, church,
activity group,
friends or family
looking for a great
place to hold a spe-
cial event, training
day, meeting, concert
or retreat?  We are
open year round,
week days and week-
ends.  We offer handicap accessible meeting areas of various
sizes, both indoor and out, for groups of 3 to 260.  We are nes-
tled in a wooded valley of old growth forest and provide a
peaceful and secluded setting on 40 acres for learning, renewal,
rest, relaxation and recreation. Experienced staff are available
to help meet your programming needs.  Forest Park’s mission
is to serve God’s people through Christian hospitality in a na-
ture setting.  Please call or email us for more information or to
schedule a tour.  We would love the opportunity to serve you.
      Forest Park Conference and Retreat is located at 3158 SE
10th St., Topeka, KS  66607. Call us at 785-234-8024 or email
info@forestparkretreat.com, www.forestparktretreat.com.

A peaceful and secluded setting
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Let's have a retreat! Sounds like a
good idea.
Why?
A retreat is a chance for encounter

with self, with God, with other people,
with creation, with issues. A retreat is,
literally, a "strategic withdrawal."
When we retreat, it is not for the pur-
pose of just getting away and staying
away. Everything involved in getting
away, and all that is done while away,
involves coming back. We go to the
mountains not to see mountains, but
to see the valleys in new perspective. 
On a retreat we hope to deepen our

relationship with God, to look at our
lives — deliberately focusing on issues
and questions through reflection and
meditation, and discussion and dia-
logue with others — in order to come
back with a renewed sense of direc-
tion for living. 
Jesus modeled this pattern of en-

gagement and withdrawal, and it is in-
structive for contemporary disciples
as well. 
Retreats deepen the fellowship of a

community through shared experi-
ences and can helpfully focus the en-
ergy of a group, whether your
purpose is to do planning, problem
solving, or team-building, or to tackle
a topic of interest or concern.

Who is the retreat for? Are you
planning for:

n Members of the church only? 
n Members of your church and

their invited guests? 

n Members of several churches in
your area? 

n Any interested persons in your
community?
Remember, people attend what

they help to plan, so if you're looking
to reach a larger audience than just
your established group, involve others
. . . invite them to assist in planning for
the retreat as well. Don't just invite
them once all the planning is done!
When can we go? �Make sure to

check school calendars for concerts,
big games, tests, etc., that would affect
the attendance of your particular au-
dience. Look also at times when in-
service days or other days off might
allow for a possible new pattern —
like a Thursday evening through Sat-
urday, for instance, or a Sunday after-
noon through Monday night. Some
adult groups have found that creating
an alternative of interest to some peo-
ple while others are involved in a
major cultural event (the Super Bowl,
Mother's Day, prom, a big tourist
event in your town), is a worthwhile
and much appreciated ministry.
As you plan for your retreat, there

are many things to keep in mind.
You'll find helpful input from your
conference camp/retreat ministry

leaders — don't hesitate to ask for
ideas that work well or considerations
that are especially helpful at the site
you are using. Many people have
asked us for a checklist to guide their
planning. Here is a topical list, then a
timeline, and finally some tips from
experienced leaders — offered to as-
sist you.

Planning checklist 
____ Reasons for having a retreat
____ Goals for this retreat
____ Theme
____ Dates
____ Location
____ Leaders
____ Activities and program 

components
____ Contingency plans
____ Meals
____ Finances
____ Schedule
____ Transportation
____ Snacks
____ Policies
____ Publicity
____ Registration
____ Evaluation
____ Other:
____ Other:

A retreat is an intentional time
apart to experience a new awareness
of the presence of God. It is an oppor-
tunity to get some distance and see
things in perspective. It requires a pace
that is unhurried and conducive to
rest and relaxation in order to come
back with a renewed sense of living as
disciples of Christ.

Steps to take
6-12 months ahead

n Determine the reason for this re-
treat.

n Appoint a coordinator and form
a retreat-planning team.

n Pray for guidance, direction, and
purpose.

Marriage retreats matterKeep all your plans organized with a retreat checklist

See CHECKLIST page 11

BY BRIAN HUGHES, 
SENIOR PASTOR
I recently shared four ‘time quadrants’ that I think about concerning my

marriage:  The Day, the Week, the Quarter, and the Year.
  I won’t rehash it all here, but I want to focus on one part of our routine

for the Quarter.  Every three to four months, my wife Susan and I go away
for 2 nights by ourselves.  I even have a line item in our personal budget
called “BandQ Getaways”.  I want to be sure I’m investing well in my mar-
riage, so when times get tight, this is NOT the area I cut from our expenses!
  One of those Getaways every year is reserved for a guided marriage re-

treat.  What I mean by that is some kind of event or conference where there
is a speaker, teacher or guide who will give us new ways to think, challenge
us, give us tools for evaluation of our marriage and ways to get to the next
level.  We do a marriage retreat every year.
  There are different kinds of marriage retreats.  Sometimes, Susan and I

go to a big conference style retreat, where we’re in a large auditorium with
hundreds or thousands of people. Familylife  does several of these each year.
They are highly structured, highly organized, and highly excellent.
  On the other end of the spectrum are very small, guided retreats with

just a handful of people.  Often a small group or a small church will ask
someone outside their church to lead one of these (I’ve led many of them
for churches).  They’ll go away for a night and have guided exercises and
good teaching.
Susan and I recommend BOTH.  Sometimes we do the larger more fancy

kind.  Other years we’re a part of the smaller more intimate kind.  Both are
important and you should shake up the kind of retreat you attend.
Marriage retreats are an imporant activity for churches to plan. Make

room for them in your church schedule.
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GOALS
Every retreat or getaway should have a

clear purpose, a set of goals, and a plan for
take a ways or follow-up. When you deter-
mine what you’re doing and why you’re
doing it, then you’ll be better able to sort
through ideas and possibilities more easily.
The first question you need to ask is, “What
do we want to accomplish through this
event?” Possible answers include: 
• Help participants grow closer to God
• Promote connection among participants
• Teach how the Bible applies to every day
life
• Nurture spiritual formation or direction
• Equip participants to become more in-
volved in ministry or take on leadership roles
• Launch an upcoming shift or vision within
the ministry, group, or church
• Create a specific space for prayer, silence,
reflection, or discussion about a particular
topic. 

What will determine if your retreat is a
success? Once you know what you’re trying
to accomplish, you can consider the best way
to reach your goals and how to navigate
away from ideas and activities that don’t
help you fulfill them. 

THEMES
The organization team should pray and

ask God to reveal a theme and Scripture. In-
vite each leader to spend time praying and
see if there are any common themes that
emerge. Whatever theme the team selects,
make sure the language is clear and the
main idea is easy to grasp. Also consider
making the theme sound catchy or memo-
rable. Instead of calling a retreat “Sharing
Jesus” or “Evangelism,” consider “Jesus—Too
Good To Keep To Yourself.” Whatever theme
you choose, look for opportunities to weave
it into every part of the event so each par-
ticipant knows the main idea you’re trying to
convey. 

Do not try to weave more than one theme
into a retreat. We’ve been part of retreats
that have tried to combine up to three dif-
ferent themes and ideas. The result is con-
fusion and a lack of cohesion for “Be careful
not to slip into the temptation of choosing a
decorating theme and then trying to find a
verse to go with it. One retreat had a ton of
decorating ideas for a garden theme and
chose a ‘garden’ verse. It felt forced and awk-
ward.”  

-A retreat planner

Pick a goal and weave your theme

n Write down the objectives for the
group sponsoring the retreat.

n Choose a theme based upon the
purpose of retreat.

n Write down the specific objec-
tives for the actual retreat.

n Write down the major blocks of
time and activities.

n Include food preparation, if
needed.

n Check these against objectives.
n Look at your church calendar for

when a retreat could best be held;
choose the best time considering
other schedules as well.

n Choose the best facility for your
purpose; make sure deposit is paid;
confirm reservations.

n Choose leader(s) or resource
person(s) for your theme.
OR
n You can let a specific person

choose topics, based on your objec-
tives.

n Decide honorarium based on
fees and expenses if a visiting leader is
chosen.

n Begin promotion — communi-
cate excitement about objectives,
dates, schedule as known.

2-3 months ahead
n Saturate all aspects of planning

with prayer!
n Keep promoting via bulletins,

news, mailings, handouts, and word
of mouth.

n You will need to communicate
the following:
1. specific information, including

objectives;
2. registration fees and deadlines

(consider collecting registration with
a deposit so participants will commit
to the time away and you'll have funds
to pay facility deposit or program
supplies ahead of time);
3. itinerary with the time schedule.
nVisit the site, if possible, to famil-

iarize yourself, particularly if you
haven't been there before.

1 month ahead
nKeep praying.
n Keep publicizing through bul-

letins, news, mailings, handouts, and
word of mouth.

nAssign specific tasks to teams.
nOrient, train, and motivate lead-

ers/teams.
n Give clear job expectations to

leaders.
n Be clear with leaders about time

commitments.
n Follow up with individuals re-

garding their progress on tasks as-
signed.

nFamiliarize your leaders with the
facility use agreement and relevant
policies.

2-3 weeks ahead
nContinue to pray.
n Keep publicizing, ESPECIALLY

by word of mouth.
n If cooking food, plan meals

based on registrations.
nHand out itinerary and things to

bring.
n Check in with leaders about

progress with their areas.

1 week ahead
n Pray some more!
n If you need to, meet with plan-

ning committee once more to finalize.

Retreat
n Enjoy!
n Have a time for reflection and

feedback with participants.
n Hand out evaluations before

closing program.

Post-retreat
n Meet with planning committee

to go over evaluations.
n Make note of what worked and

what didn't for the next time.
n Follow up with individuals to

continue meeting your objectives.
n Note: The Christian Camping

International publication "Seven
Steps for Effective Retreats" (part of
their Focus series) is quite good. I rec-
ommend it highly. You can reach CCI
at www.cciusa.org.

Tips from experienced 
retreat leaders

n Personal contact via word of
mouth is the BEST promotion! 

n Choose at least three people to
invite people individually. 

nWhen deciding price, give schol-
arships instead of lowering price. 

n Budget for a positive balance
(i.e., charge $5 extra to cover unex-
pected expenses). 

nUsually 24-48 hours is typical for
length of retreat — but it can be more
or less. 

n Be sure to allow for flexibility,
spontaneity. Be open to the Spirit! 

n Over-plan (plan for more than
you'll actually include in any one
event) so there are no lapses, but allow
for flexibility. 

nAllow time for worship, unstruc-
tured time, input, reflection, and re-
action. 

n Individual sessions should be 90
minutes maximum. 

nAlways plan optional strategies in
case of a change of circumstances (i.e.,
weather factors). 

n Choose a site that is not too far
away and not too close — it's good to
have a sense of being apart from your
usual setting. 

n The site should match your ob-
jectives for gathering. 

n Be able to specify what kind of
space you need (spaces for gathering
the whole group together, as well as
breakout spaces for small group activ-
ities, for example). 

n Consider the number of people
desirable for your particular objec-
tives. Bigger is not necessarily better. 

n Touch base with your planning
committee at least once during the re-
treat to review schedule and process,
and make any adjustments required. 

If appropriate, offer classes or
groups for follow-up after the retreat.

–Provided by the The United
Methodist Church, Discipleship Min-
istries

n CHECKLIST
continued from page  10


