
“The Making of a Chaplain” training is a discipleship program for the first 27 lessons and is meant 
to be an immensely intense period in a Christian’s life. The rules and their purpose are to build into 
their lifestyle a foundation, a responsibility, a discipline so that they will be able to fellowship with the 
Father and serve Him with a heart full of love. "LOVE NEVER FAILS"

“The Making of a Chaplain” is about helping those who want to serve their community as a 
Chaplain especially those lacking time and or resources to pursue a four year degree.  It provides 
the  instruction,  interaction,  accountability  and  relationships  that  are  not  available  through 
correspondence or internet courses.

It gives those who have a calling on their lives a way to serve God with the gifts He has given 
them. Community Chaplains will  be an “Army of Compassion” to serve in your community. “The 
Making of a Chaplain” is a complete Chaplain Curriculum which is Biblically based, Christ centered 
and Holy Spirit empowered.
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Complete Curriculum
Biblically based, Christ  centered and Holy Spirit  empowered.  20 textbooks in iBook 
format.   An Operating  Procedures  Manual,  Student  Manual,  Student  Year  Books,  News 
letters in PDF format. 44 First Year lessons and slides with slide print images & 15 compete 
Internship lessons and slides in Keynote format.          
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FLASH DRIVE CONTENT
Chaplain Candidate Lessons

14  iBook (Apple) Format files (43 Lessons)  Containing: Lessons:  Info, 1 - 5
6-8, 9 - 11, 12-14, 15 - 17,18-20, 21- 23,  24 - 27,  28 - 30,   
31 - 33, 34 - 36, 37 - 39, 40 - 44.

44 Lessons Keynote (Apple) Format Presentation Slides with Videos

Chaplain Internship Lessons
1  iBook (Apple) Format Internship Reference  Manual

3  iBook (Apple) Format Internship Lessons:  1-3, 4-6, 7-10, 11-12, 13-15

14 Lessons Keynote (Apple) Format Presentation Slides with Videos

Chaplain CCE Lessons
4  iBook (Apple) Format files (21 lessons) Lessons: see 2020 CCE Manual

21 Lessons Keynote (Apple) Format Presentation Slides with Video

Chaplain Student Year Books
10  PDF Format Student Year Books 2009 to 2019

Student Manuals, Brochures, & Schedules
8  PDF Format Items as follows:  2021 Candidate Student Manual, 2021 Internship Student 
Manual, 2021 CCE Student Manual, 2021 Chaplain Information Booklet, 2016 Standard 
Operating Procedures (SOP), 2021 Teachers Manual, 2021 Training Interns, Chaplain 
information TriFold Brochure, 2012 Print Only Chaplain Candidate & Internship Text Books 
Volumes 1 to 4 with Work Book (this is the last year we printed textbooks).
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Theme Scripture 
What is Your Theme Scripture for 

Week 32? 

Key Lessons 
What are Your 5 Key Lessons for 

Week 32?
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PHONE SKILLS

* Give concise answers to questions: 
         Long rambling answers are unprofessional, dull and confusing. 
* If you don't know an answer, say so: 
      If someone relies on you when you are guessing, and you guess wrong, then they will  

 never trust you again. If you do not know something, say you will get back to them with a 
firm answer. 

* At the end of a call, summarize the points made: 
  This ensures that both people agree on what has been said, and know what action will be  
       taken. 

* Don't talk to anyone else when on the phone: 
      This makes your organization look small. Put the other person on hold, then talk. 

* Have an aim: 
      When making an outgoing call, always know what you want to discuss. Always ensure that  

you have all the documentation you need to achieve your aim. This saves both your time 
and the time of the person you are talking to. 

* Tailor your style to that of the person you are talking to: 
    Busy people often prefer a clean cut, direct approach with a bare minimum of social chat. 
    Others may prefer a more sociable approach. Tailor your approach to their style (unless  
    they are miserable or rude!) 

* Limit social conversation: 
      Social chat may be pleasant, but taken to extremes it wastes time. It can be intensely 
          frustrating if you have a lot of work to do.
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* If you get an answering machine, ring off and ring back: 
      If you are not prepared for an answering machine, you can sound stilted and off-
balance talking into one. It is much better to hang up, prepare a message, and then 
deliver it smoothly. 

* Don't harass people: 
      If someone is doing a job for you, don't ring them every few hours to find out 
how it is going. This is irritating and stressful, and slows achievement of the job. 

Making phone calls 
* Take the initiative in making calls: 
      Where a call has to be made, make it. Leaving it waiting just builds stress if it 
is unpleasant or difficult. 

* Don't make a call very early or very late: 
      Give the person you are talking to a chance to get a coffee and settle in before 
you ring them. Don't take up peoples time when they want to leave the office. 

* If calls are administrative, delegate them: 
      It may be possible to delegate calls arranging times for meetings, finding out 
addresses, etc. to assistants. You should, however, be careful not to give the 
impression that you are playing power games.
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   5. Listen carefully to find out the reason the person is calling and respond 
appropriately. Don't ever answer an unknown person unless you need to know 
some more information on why they were calling. Act with caution.    
  6. End the call politely. When the conversation is over, politely say "Goodbye." 
  7. Follow etiquette. Traditional etiquette dictates that a person who initiates a 
call should hang up first. If your phone was the one that rang, you should hang 
up last. If you dialed, you should hang up first.

How to Answer the Phone Politely 
    
1. Prepare to focus on the conversation. Stop whatever you  
may have been doing and get ready. Try to smile before picking  
up the phone - it will make a difference in how you sound. 
   2. Talk appropiately when you pick up. Try not to speak too  
informally until you know who it is. 
   3. Let the speaker know who he/she is talking to. Even if the  
caller is wanting to speak to someone else, briefly let them know who you are. 
   4. Do not delve into gossiping or personal conversations.  
If you talk too soon, it might baffle the speaker, or you may even leak out some 
personal details to the speaker which you did not intend to share with 
strangers.
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SPECIAL LETTERS TO THE GRIEVING

• Recall some incident you experienced with the deceased.  
Something funny, thoughtful, or profound. Reminisce about a 
moment or a day. Recount a memory, or tell how you first met the 
deceased. 

• Don't worry about your notes making grievers cry. Its too late to 
avoid that. They are already crying. Let them. Tears often bring 
about a much needed emotional release by rinsing out some of the 
stress and tension during the grief process.

• Keep your notes and actions simple. 

• Keep in mind that we are comforted by the love and   
genuineness of these few words: "I'm sorry about  
your loss." 

• Always write out the name of the deceased. It's   
comforting to know others still remember Bob's or  
Susan's name.
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Writing a note to the grieving is throwing a life 
preserver called comfort and sanity to a person who 
feels as if he or she is all alone, drowning, and going 
down for the third time. 

Is there anything more honorable or right than 
throwing out a life preserver to a grieving soul and 
bringing him or her back to the safety of the shore? 

I doubt it.

Now a few words of caution. 
Try to stay away from old and tired phrases, clichés, 
advice, solutions, and out of context, overworked 
spiritual platitudes. I'm not saying these things are 
never to be used, but use them sparingly to make a 
stronger message of comfort. Those in grief have 
probably heard it all before anyway. 

And last, but perhaps most important, we must not 
minimize another's losses or fears, and we dare not 
judge another's state of mind and heart.

8

Questions 
Phone Skills 

1. List the 7 points to be effective on  

the Phone. 

Special Letters to the Grieving 

2. List the 5 points when writing to the 

 grieving. 
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Time Management 
 Maximizing Your Minutes
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 This wisdom is poetically expressed in the 
balanced cadence of Ecclesiastes chapter 3, 
encouraging you to live in harmony with God's 
movement... to go with God's flow.  
 "He has made everything beautiful in its time. He 
has also set eternity in the hearts of men; yet they 
cannot fathom what God has done from beginning to 
end." Ecclesiastes 3:1

"Making the most of time" can be a greatly 
misunderstood motto! Good time management 
is not marching to the beat of some rigorous, 
strict regimen on the road to productivity. It is 
finding the freedom to be all God created you to 
be by being balanced in your life and becoming a 
wise steward of time.
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  "Teach me to do your will, for you are my God; 
may your good Spirit lead me on level ground." 
Psalm 143:10

Time Management... Achieving God's 
Purposes for Your Life through Establishing 
and Completing Specific Goals 

Time management should not be just a method by 
which to accomplish more, but a means of establishing 
God's priorities. It is knowing how to weed out those 
things that God wants you to eliminate from your life in 
order to have time to do His will. More importantly, it 
is living in intimate communion with the Lord as He 
enables you to choose wisely between that which is 
good and that which is better.
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GOD’S  WAY’S

 "Be wise in the way you act toward 
outsiders; make the most of every 
opportunity." Colossians 4:5

"All hard work brings a profit, but mere 
talk leads only to poverty." Proverbs 14:23

 "He will die for lack of 
discipline, led astray by his own 
great folly." Proverbs 5:23

 "Am I now trying to win the approval 
of men, or of God? Or am I trying to 
please men? If I were still trying to 
please men, I would not be a servant 
of Christ." Galatians 1:10
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Jesus ministered as He went from one place of prayer 
and rest to another. He never seemed in a hurry, never 
seemed stressed out (until the Garden of 
Gethsemane). There is no mention of a 24-hour-a-day 
ministry. Was He lazy? Was He callous? The fact is: He 
didn't heal everyone—it wasn't His assignment. He 
simply knew what it meant to have human limitations.

Key Passage to Read and Reread 
 "Be very careful, then, how you live—not 
as unwise but as wise, making the most 
of every opportunity, because the days 
are evil. Therefore do not be foolish, but 
understand what the Lord's will is." 
Ephesians 5:15-17
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If God's priorities are to become a living reality 
in your life, you need to develop some practical 
habits that will encourage self-discipline. The 
spiritual life is not to be found in merely 
preferring God to sin, but in preferring God to 
even a good thing.

Practical Promises  
 "Whoever obeys his command will 
come to no harm, and the wise 
heart will know the proper time 
and procedure." Ecclesiastes 8:5
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Picture God's priorities for you 
 "Test and approve what 
God's will is...." Romans 12:2

Pray about your use of time 
 "For this reason, since the day we heard 
about you, we have not stopped praying 
for you and asking God to fill you with the 
knowledge of his will through all spiritual 
wisdom and understanding." Colossians 1:9

Prepare your life purpose.  
"But as for me and my household, we will serve the Lord." 
Joshua 24:15

Plan your goals... six-months to one-year goals.  
"An upright man gives thought to his ways." Proverbs 21:29

Prioritize action steps to achieve your goals.  
 "The desires of the diligent are fully satisfied." Proverbs 13:4

 Prune the tree of time-wasters.  
 "Let us throw off everything that hinders and the sin that so easily 
entangles...." Hebrews 12:1
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This YEAR BOOK is about the people that our Father has taken out of a life of self and 
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The last one or two years, the Father has set each of you on a foundation formed by 
 JESUS - THE HOLY SPIRIT - THE HOLY BIBLE - and LOVE. This is an eternal foundation. 
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TEN FOUNDATIONAL TEACHINGS
Because of God’s grace to me, I have laid the foundation like an expert builder. 
Now others are building on it. But whoever is building on this foundation must 
be very careful. For no one can lay any foundation other than the one we 
already have—Jesus Christ. Anyone who builds on that foundation may use a 
variety of materials—gold, silver, jewels, wood, hay, or straw. But on the 
judgment day, fire will reveal what kind of work each builder has done. The fire 
will show if a person’s work has any value. If the work survives, that builder will 
receive a reward. But if the work is burned up, the builder will suffer great loss. 
The builder will be saved, but like someone barely escaping through a wall of 
flames.  
Don’t you realize that all of you together are the temple of God and that the 
Spirit of God lives in you? God will destroy anyone who destroys this temple. 
For God’s temple is holy, and you are that temple.      	  
1 Corinthians 3:10-17 NLT  

THE GOD OF CREATION  Lesson 1

THE FALL  Lesson 2 
THE KINGDOM  Lessons 3 to 4

HEAVEN   Lesson 5

JESUS  Lessons  6 to 8

HOLY SPIRIT  Lessons  9 to11

HOLY BIBLE  Lessons  12 to14

LOVE  Lessons  15 to 17

WORSHIP   Lesson  18

PRAYER  Lessons 19 & 20
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