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One-on-One Caregiver Instructions 
Once Assigned a Care Receiver 

After your director (or pastor) contacts a potential Care Receiver to understand their situation 
more, explains One-on-One Care, and confirms if they’re still interested, that care need is then 
assigned to an available Caregiver best suited for the situation. To get started, watch the 
training video. 
 

Please use the system to track care related to people assigned to you. It helps you keep organized, your 
leader aware, and in unique situations, another Caregiver able to easily pick up where you left off. 

1. Watch for notification emails from One-on-One Care Ministry. 
2. Go to my.eaglebrookchurch.com and log in the system. 
3. Look in the bottom right for the One-on-One Care Receivers section. 

Names of Care Receivers assigned to you show there. 
4. Click on a name to view or note activities related to caring for the 

individual. Add notes when you attempt or make contact. Your leader 
should have made a note with submission form details. 

 

To Add a Note 

Click the Add Activity button 
(see pic at right). On the next 
screen (see below), select the 
best option from the Activity 
drop list (Called or Left 
Message, Emailed, Met With, 
Other, Texted, the 1:1 Care 
Relationship Ended as Planned), 
type in a note, and click Add 
Activity. Click the back arrow in 
your browser if needed to 
return to the main page. 

What to Note: Key Details 

Example: If you met, include a 
brief recap (3-4 sentences) 
including the relationship’s next 
step (e.g., increase, keep, or 
decrease meeting frequency, 
get counseling, end care), if you 
or care receiver committed to 
do something, and what to lean 
into next time. 
 

 

  
  

eddie.eaglebrook@gmail.com 

https://eaglebrook-my.sharepoint.com/:v:/g/personal/beth_strike_eaglebrookchurch_com/EeOCdMobYNlOoavulNxUWAsB_m1CX6vckQzgs6xasqda-Q?nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIiwicmVmZXJyYWxBcHBQbGF0Zm9ybSI6IldlYiIsInJlZmVycmFsTW9kZSI6InZpZXcifX0%3D&e=1KpEcm
https://my.eaglebrookchurch.com/
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5. What you do in the system at the end of a care relationship depends on whether care ended as 
planned or if the care receiver withdrew or stopped responding. 

Care Ends as Planned 

a. When it’s agreed that it’s time for the care relationship to end, make a note of that in the 
system. Relationships may last up to 6 mo. Use this Activity to note that care ended: 

Activity: The 1:1 Care Relationship Ended as Planned 
Example Notes: Care ended as planned. Had last meeting Mar. 8. Celebrated progress and 
God’s faithfulness, specifically with legal bills. Suggested Financial Peace University or 
women’s small group as next step.  

When you save the note, your leader is automatically notified that care ended and will send 
out a feedback form to you and a different one to the Care Receiver. 

b. Complete that form within a week of receiving it. Your leader will debrief the relationship 
with you, though they may wait until they’ve also received the Care Receiver’s feedback. 

c. Shred or delete any care records you have that were not in my.eaglebrookchurch.com. 
 

Care Receiver Withdraws or Stops Responding 

If the relationship ends early either because the Care Receiver chooses to withdraw from One-on-
One Care or stops responding to your repeated contact attempts over a substantial period of time:  

a. Make applicable notes in the system—don’t select The 1:1 Care Relationship Ended as 
Planned. Examples: 

Activity: Other   Notes: Withdrew from care – too busy to connect.  
Activity: Other   Notes: Stopped responding. See prior contact attempts.  

b. Email your director that the care relationship has ended. They’ll inactivate the care request 
and send out feedback forms. It’s still important that both you and the Care Receiver have 
the opportunity to complete them. These forms help because: 

• Pastors who may interact with the individual 
• The One-on-One Care team in case the person re-applies for care in the future 
• You as a Caregiver learn insights and make future relationships better 

 
 
The Appendix on the subsequent pages includes: 

• An example One-on-One Care Request form attenders complete prior to beginning care 
• System-generated emails your leader sends: 

o Email to Care Receiver at End of Care which includes a Care Receiver Feedback form 
o Email to Caregiver at End of Care which includes a Caregiver End of Care Summary form 
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Appendix 

One-on-One Care Request Form 

This example request below gives you an idea of the questions a potential Care Receiver answers when 
submitting their request. Your leader will add key details in the system’s note area about your Care 
Receiver’s responses for awareness. You are required to treat and handle such information in a secure 
and confidential manner, e.g., avoid leaving your computer open and walking away if others may see 
it, even if they are people you trust.  
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System-Generated Emails the Director/Pastor Sends 

Email to Care Receiver at End of Care 

From: Eagle Brook One-on-One Care Ministry [Note: Replies go to Sender’s email] 
Subj: One-on-One Care, how’d it go? 
 
Hi [First Name], 
 
Hopefully, you were encouraged and supported when facing whatever difficulties led you to find support. While 
caregivers are not intended to be counselors or therapists, our hope is that you were reassured of God's work in your 
life. You matter to us, and as a church, we are curious how it went from your perspective. Would you please let us 
know so we can continue to make One-on-One Care better? 
 
Care Receiver Feedback  
 
Blessings,  
[Director/Pastor’s name] 
Eagle Brook One-on-One Care Ministry 
 
 
Email to Caregiver at End of Care 

From: Eagle Brook One-on-One Care Ministry [Note: Replies go to Sender’s email] 
Subj: Request for End of Care Summary 
 
Hey [First Name], 
 
Hopefully, you were able to encourage and support your care receiver in their difficult situation. While caregivers are 
not intended to be counselors or therapists, our hope is that you were able to reassure the person of God's work in 
their life. With that in mind, please let us know how it went from your perspective.  
 
Caregiver End of Care Summary  
 
 
Blessings,  
[Director/Pastor’s name] 
Eagle Brook One-on-One Care Ministry 
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Rita Olson 
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