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Introduction

\")

Introduction

In this manual you will find the procedures for the Justin United Methodist Church. | put
together many policiesinto one place Previously the policies were in one folder inside of the file
cabinet in the church office. Eadh of the polices were in their own format with no cohesiveness
to them. My goal is for members of the dhurch to have one placeto go and find all the policies
together. | aso wanted the same format for ead of the policies that would make the reading of
them easier and time-saving.

What is in this Manual?

You will find first of al the building policy for the Justin United Methodist Church. In that
policy will be an explanation of what is expeded when the building is used. An individual
oversedang an event should find what they nead regarding the building use. In the gpendix
seaion you will find forms. For the building, the person in charge should sign the form stating
that they agreeto abide by the policy.

Following the Building Policy is the Wedding Policy, the Funeral Policy, and the Nursery and
Child care Policy. Any time awedding occurs at the dhurch the person in charge should look at
the policy for arefresher of what is expeded at the time of the wedding. In the gpendix you will
find forms assciated with the Wedding Policy.

Also in the Appendix is aform for the Funeral Policy.

How to Use this Manual?

The manual isintended for as many eyes as neaded, for example, the person in charge of an
event, the pastor, church seaetary, and person locking upthe building. The Policies and
Procedures manual should also be read by all the Trustees to help make them aware of all
policies. The trustees exped the person in charge of an event at the building to sign the formsin

the gopendix.

If you are in charge of an event you should read the sedion of the manual pertaining to you. For
example, if you are the Funeral Coordinator you will be interested in the Funeral Policy. This
will give you the guidance needed to complete the event with ease.
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Building Use Policy

At JUMC we believe in serving the coommunity by opening our fadlities for use by many
organization or individuals. In fulfilli ng our goals to serve God in this way we find the need to
set some guidelines for all to follow while using the fadlities. In this dion you will find the
proceduresin placefor the use of the building.

In the gopendix you will find forms that need to be signed by the individuals in charge of the
adivity which will take placeon the dhurch grounds.

Any organization or individual using the building will trea al the building with resped. The
Sanctuary use extends from regular church service, weddings, funerals, scout honor ceremonies,
or community cdebrations of faith.

Sanctuary

The Sanctuary is a placeof worship. Activities $ould be limited to those that can be conducted
with appropriate reverence. For example: worship services, weddings, funerals, scout honor
ceremonies, community ceebration of faith. Sanctuary furnishing such as crosses, candles,
baptismal font have saaed significanceto the congregation and should be handled with care and
reverence Photography is permitted only with the Pastor’s approval.

Christian Learning Center
Thisis aplaceof leaning and meding. Activities $rould be conducted with attention to others
who meding the fadlity and should be confined to the rooms sheduled.

Kitchen

Although thisis a placefor food preparation, sincethe fadlities are limited this preparation
should be held to a minimum. Cleanlinessis of utmost importance 4 all times. All spills sould
be deaned upimmediately. Use of kitchen appliances, utensils and other materials sould be
approved by the Trustees prior to use and returned to where they were found. Disposable
products are reserved for church-related adivities. Organizations must furnish their own
suppies. No food should be left in the refrigerator after ead huilding use. Drinks with red dye
shall not be prepared in the kitchen or served.

Fellowship Hall

Thisis a placeof fellowship and reaeaion. When using the Fellowship Hall, adivities sould

be mnducted with consideration of other adivities. For example, loud noises are not appropriate
at al times. Tables and chairs and all other items $ould be returned to the placewhere found.

Playground and Basketball court

These ae places for outside adivities. Aswith all areas, children should not be left without adult
supervision at any time. Much of the playground equipment is age-spedfic; therefore dnildren
should not be dlowed to play on equipment for which they are too large.
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General

Priority of events:

All church adivities will have priority use of church fadlities. All events dall be scheduled on
the Church Calendar in the Church office however, even regularly scheduled events are subjed
to changes in the Church Calendar of events.

Approval/Reservations: First through the Trustees regarding the nature of the function and the
event’s appropriatenessand, secondly, through the Pastor who coordinates the dwrch cdendar.

Responsibilities:

Proper approval must be obtained. Only one time gprova nead be obtained annually for
standing adivities unlessthere ae dangesintime or place A responsible alult is expeded to be
at eat event. The Church office should be notified of the name of this person.

Cleanup

The fadlity should be deaned upafter ead use. Furnishings and other items dhould be
returned to the placewhere found. A deposit of $50will be required and refunded if fadlity is
left adequately cleaned. Trustees can waive this deposit.

The expense of repairing damages to the faali ties will be the responsibili ty of the use
organizaion. Such damages should be immediately reported to the Trustees in order for there to
be afair and timely identificaion of the extent of the damages.

Hea and Air Conditioning: should be returned to the setting where found.

Use of equipment off the premises. Approval of the Trustees (not the Pastor) isrequired. The
kitchen posts a sign out/sign in shed on the bulletin board. Prompt return isimportant to
continue the ongoing adivities of the durch. Damage, as determined by the Trustees, or loss
shall be the responsibili ty of the borrower.

Alcoholic beverages and tobacm are not allowed on the premises. Liquids with red dye, such as;
koadl aid, Gatorade, or Fruit punch should be kept off the capeted areas of the church.

Safety:

Safety when the fadlities are being used is a very important concern of the Church. Common
sense should dctate standard of behavior to ensure minimal risk.

First Aid Kit is available in the kitchen by the door. Fire extinguishers are locaed in the kitchen,
hallway of the Sanctuary and Christian Leaning Center. The location of these safety devices
shall be known before the building is used.
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Marriage Policy

Justin United Methodist Church shares in the happinessof your wedding pledge and cdebration.
The Wedding Service held in God's church is saaed. The vows you make to ead other, as Bride
and Groom, are made before God and are not to be broken by man. Holy Matrimony is God's
permanent blessng. That commitment is why you have dosen to be married in the durch
instead of elsewhere.

Justin United Methodist Church wishes to expressour Christian love by sharing our sanctuary
for this saared worship service Inreturn, we ak that you care of it with honor and dignity, as if
unto the Lord.

In this policy, pastor refers to the pastor of Justin United Methodist Church. Minister refersto
anyone who islicensed by the State of Texas to perform awedding ceremony. Please read the
following gudelines carefully before signing in the designated areas. 1f you have any question,
please ek the pastor for assstance

Guidelines for the Building

The Christian wedding ceremony is a saaed worship service and shall be held under the
diredion and gudance of the pastor, who must approve everything pertaining to the service The
pastor may ask for assstance from a member of the durch to help coordinate the wedding. If
there is an assstant to help, you will work the assstant as well.

Before the wedding

If you need microphones, music stands, piano, organ, or other music and sound equipment,
please request this at least 30 days prior to the wedding. All music (vocd and instrumental) will
kego in manner of aworship service You nedd to let the pastor know if you will be having any
speaa music in your wedding service

To proted the walls and furniture we ak that all flowers and candelabrawill be placel on plastic
covers. All items on walls will remain on the walls during the service We strongly discourage
the use of nails or tadks on any walls. Decorations and furniture in the sanctuary or other rooms
must be returned to its proper place

The pastor will bein charge of the reheasal and the wedding. If a private wedding consultant is
employed for the purpose of planning the wedding, that consultant may make suggestions, but
has no authority on the anduction of the wedding at Justin United Methodist Church.

During the Wedding

The photographer should limit any flash photography to a few times during the service Anyone
videotaping the service needs to stay stationary while the serviceis occurring. The pastor wants
the wedding perty to keep the saaednessof the wedding in mind while asking people to archive
the service
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If the minister is smeone other than the Justin United Methodist Church pastor, then
arrangements will need to be made with that minister. Remember, however, the guest minister
and all wedding plans must be gproved by the pastor.

By state law the marriage license must be purchased a minimum of 72 hours before the wedding.
A valid Texas marriage license must be given to the pastor before the reheasal is conducted. The
pastor may be responsible for maili ng the license, if agreedle.

After the Wedding

When the bride and groom leave the dhurch huilding, bird seed may be thrown in the stred area
and parking lot outside of the building. No bird seed may be thrown inside the building or by the
entrances to the building. Rice may not used at any time.

Alcohol and tobacm is not permitted on the premises of Justin United Methodist Church. No
beverages of red color may be used in the dhurch. Absolutely no food or drink will be permitted
in the sanctuary.

All decorations and personal items must be removed immediately following the service A
person will be designated during the planning processfor this responsibili ty. Justin United
Methodist Church is not responsible for lost, stolen, or damaged decorations or personal items.
If the reception is held in the Fellowship Hall, the wedding party must furnish their own suppies
(i.e. dishes, cups, punch bowl, kitchen towels, etc.).Children under the age of 13 require adult
supervision at all times.

A form in the Appendix sedion is available for all members of the wedding party to sign stating
they agreeto the policy Marriage Policy.

Premarital Counseling

Choosing a marriage partner is one of the most important dedsions a person will ever make.
At. UMC, we ae oommitted to a Christian, faith-centered concept of marriage that is a 3-way
partnership between the mwuple and God. Pre-Martia counseling has been found to be an
excdlent tool for evaluating the cuple’s relationship with eat other and God through written
survey and oral communication of ead partner’s assets and commitment.

The JUMC Pastor requires premarital counseling. The munseling should take six to eight hours.
The wedding party and pestor should med to discuss shedules about six weeks before the
wedding.

The Premarital Counseling Agreament Form is found in the Appendix sedion of this manual.
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Cancellation of Wedding by Pastor

The wedding serviceis a saaed worship servicein the Church of Jesus Christ. All participants
are urged to conduct themselves at the reheasal, wedding and reception acerding to the
saaednessof the event.

Any violation of the wedding policy can result in the cancdlation of the wedding at any time.
Y ou are not renting the fadlity, you are aguest of the dhrch. If you treda the fadlities and

furnishings inappropriately, or for valid reasons, at the discretion of the pastor (related to the
wedding policy), the wedding can be cancdled at any time, including the day of the wedding.

Deposits and Fees

A one hundred dollar deposit isrequired at the time of scheduling the wedding. The appropriate
forms need to be completed before the wedding date is heduled. Confirmation of the date will
be made within two weeks by the pastor.

A one hundred dollar cleaning deposit is also required at the time of scheduling the wedding.
The person who signs this wedding agreement is held personally responsible for any damages or
cleaning neaded. A cost over one hundred dollars will be paid by the person signing this
agreament.

After satisfadory condition of the durch huilding and property has been established, the
deposits will be mailed within two weeks following the wedding.

There ae many costs involved in any wedding. Requests for spedal consideration on any fees
can be submitted to the pastor and may be dtered only at the discretion of the Board of Trustees.
When one or both of those being married, or either parent is an adive member of JUMC, the fees
for member apply.

The austodial feeis mandatory for al weddings. Thisfee ©versthe wedding service
preparatory work, an the restoring of the fadlities for normal use dter the wedding service Itis
asumed that the rehearsal will not require austodial services. Custodian fees do not include
kitchen clean up. The wedding party is expeded to provide necessary dishwashing and kitchen
clean up services for dinner and /or reception.

All fees are due threeweeks prior to the wedding. The deposits are due when the wedding date
is sheduled on the dhurch cdendar. Both deposits are refundable if the dhurch fadlities pass
inspedion for cleanlinessand there ae no damages, and al of the wedding policies have been
followed.
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Funeral Policy

The Funeral Policy will provide guidelines 9 the dwrch can effedively give cmmfort to families
in this time of nee.

Organization
The Charge Conference shall appoint a Funeral Coordinator to fadlitate these guidelines.
The funeral Coordinator should name atelephone cmmitteeto contad the congregation for food

and awork team for the funeral. These two groups can ether be standing or named for eadh
service

Before Funeral

Contad the family about funeral arrangement including number to be served lunch. Under
normal circumstances a med for only family members will be planned. Organize amenu and
contributors % there will be abalance of food. Assgn the following adivities to the work team:
arrange for coffeg teg ice and breal.

Set-up tables and chairs; prepare tables with cloths, napkins, and serving pieces. Record all food
offerings 2 that the family can respond later with notes. Ensure the proper doors are open for
funera diredor, flower-beaers, pall-beaers, etc. Adjust the thermostats in the Fellowship Hall
and Sanctuary.

Gred the family as they enter the Fellowship Hall

During the Funeral
Ensure that the hed/air conditioner is at proper setting through out the service

Make final preparations for the family lunch including flatware and drinks.

After the funeral and family lunch
Send left-over food to the family by having a member of the church takeit.

Organize a tean-up cetail: clea off tables, take out trash, lock all doors, turn thermostats down,
and turn off lights.

Ensure the kitchen is bad in order and dspose of unwanted flowers.
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Conclusion

| would like to say afew things about this manual on a personal note. Although these policies
have been around the dhurch for sometime, | believe having them in one placewill help
members of the dhurch find them and utili ze them much easier. | also believe this manual is not
complete.

To say it is not complete does not mean | have not finished what | started. Many policies need to
be written by new organizationsin the durch. Dueto adealline | had, | kept this manual to a
cetain sizein order to complete it.

Asthe dhurch grows | believe the policies need to be updated regularly. | have experienced asa
member of the dhurch times when there is not the guidance of a policy. In the future other
members might find that there ae more policies that need to be alded. | hopeto have aeded a
manual that is easy for either myself or another person to add to it. | would be happy to help the
flow of communication by updating the manual as needed.

Doug Logan
2007
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Appendix

The following pages include forms for participants of certain adivities to sign. By signing the
document the person in charge is agreang to abide by the policy mentioned in this manual. The
forms are in the Appendix in order for anyone to find them easily. The durch member
oversedng the event should make a opy of the form and leave the original in the manual.
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All partiesinvolved in the acivity where the JUMC building will be used should sign this form
and return to the church leader in charge. A copy should also be placal in the dhurch officefor

reoords.

By signing this form you agreeto the policy stated in the Building Use Policy. The group hosting
the event is responsible for the fees at the time of the event. The trustees st fees and have the
right to waive them upon request.

Fees for non —church activities:

Active Members

Non-Members

Sanctuary

$50

$150

Fellowship Hall

$25

$75

Signature of user:

Address

Date

Pastor
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Marriage Policy Agreement

Thisformsis here for all partiesinvolved in the marriage ceemony to sign. By signing the form
you agreeto the Marriage Policy in this manual. Y ou agreeto the portion of the policy pertaining
to the building, use of the kitchen, music, and flowers in the sanctuary.

Y ou also agreeto furnish your own supgies for the receotion if it will be in the Fellowship Hall.
The wedding party will clean up after the reception. Y ou need to make speaa arrangements if
you need assstance with cleaning. Church organizaion are available to help clean only if
arrangements are made two weeks in advance

Y ou agreeto the fees outlined in the Policy. The fees are due threeweeks prior to the wedding.
The deposit is due when the wedding dete is scheduled. The deposit is refundable if the building
pases inspedion.

Wedding perty Signature

Pastor

Date
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Premarital Counseling Agreement

Choosing a marriage partner is one of the most important dedsions a person will ever make.
At. UMC, we ae oommitted to a Christian, faith-centered concept of marriage that is a 3-way
partnership between the mwuple and God. Pre-Martia counseling has been found to be an
excdlent tool for evaluating the couple’ s relationship with eat other and God through written
survey and oral communication of ead partner’s assets and commitment.

This counseling is required by the JUMC Pastor and usually takes 6-8 hours; it is scheduled to
med the Pastor’s, bride, and groom’s shedules.

Wedding party signature

Pastor

Date
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Cancellation By Pastor

The wedding serviceis asaaed servicein Justin United Methodist Church.. All participants are
urged to conduct themselves at the reheasal, wedding and reception acwrding to the saaredness
of the event.

Any violation of the wedding policy can result in the cancdlation of the wedding at any time.
Even though you are renting the fadlity, you are aguest of the church. You will trea the
fadlitieswith resped at al times. If you tred the fadlities and furnishings inappropriately the
wedding will be cancdled at any time, including the day of the wedding.

The pastor has the discretion to apply this part of the policy when he seesthe need. It is expeded
al events will be mnducted in a professonal manner and that no event will ever need to be
cancdled.

Cancellation by Wedding Party

At JUMC we know plans can change and situations arise that you have no control over.
Therefore, we have alded this portion of the policy to aleviate any concern the wedding party
might need to cancd the wedding or reception.

In the event the wedding is cancdled, the wedding party will receve their building deposit back
aslong as the wedding is more than a week away. If the wedding is lessthan a week away the
deposit will not be returned.

In the event the reception is going to be cancdled, the wedding party will receve half of the
cleaning deposit bad as long as the wedding is more than aweek away. If the wedding isless
than aweek away the deposit will not be returned.

Wedding perty signature

Pastor

Date
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Wedding Option
Sanctuary Rental
Fellowship Hall
Officiating Minister
Custodian

Pianist

Vocalist

Acolyte

Pastoral Counseling
Nursery Rental
Sound Technician

Wedding perty signature

Schedule of fees for Wedding

Members
n/c

$75

Love offering
$90

$90

$60

$15

n/c

$35

$25

Non Members
50
$150
$150
$90
$90
$60
$15
$100
$50
$50

Pastor

Date

27



