Garner United Methodist Church

Procedures and Guidelines for 2003

Welcome!

We celebrate your willingness to lead in the ministries of Garner United Methodist Church.  By your election at Charge Conference, we have expressed our faith in god’s guidance and our confidence in your personal gifts and graces.  We hope that you feel both honored and humble as you assume your important role.

Our Mission

Garner UMC understands its mission to be “sharing God’s love through Christian action.”  As we concentrate on these well-thought words, we see many key concepts emerging.  First, we are sharing; this characterizes our identity as a community.  Second, our gift of God’s love; our message emphasizes grace and salvation through Jesus Christ over political or social issues.  Finally, our medium is Christian action, which encompasses three specific functions*:

1. Introducing all persons to Jesus Christ.

2. Developing believers as disciples of Jesus Christ.

3. Relieving human suffering in response to Jesus Christ.

We earnestly desire that all ministries and functions of the church, even in their great diversity, should connect with our mission.

Office Hours

Our office is open Monday – Thursday, 9:00 A.M. – 3:00 P.M., and Friday 9:00 A.M. -12:00 P.M.  Friday is the pastors’ regular day off as many ministries occur on Saturdays and Sundays.  The pastors share weekend call alternatively, although both are always accessible at their homes (Tom: 773-1059; Susan: 859-4754).  Whenever possible, voice mail messages left for the pastors will be checked daily.

Reserving Space

We seek to be serving Christ seven days a week.  Due to the heavy usage of the church facility, rooms for meeting and fellowship groups must be reserved in advance.  Office Manager Kathy Roth keeps the master calendar.  Please contact Kathy by phone or e-mail (Kathy@garnerumc.org) to reserve your space.  If you wish for your meeting to appear in the newsletter calendar, please reserve well in advance.

Reserving a Vehicle

The church bus and van may be checked out for your group function.  Reservation forms are available from Kathy during office hours and must accompany your request (a sample form is attached).  Our insurance requires records of our drivers to be on file.  The van may be driven by a licensed adult.  The church bus requires a Commercial Drivers License (CDL) to operate.

Building Use 

Building access:  Spare keys are available for checkout to members, but must be obtained through the office during business hours.  Keys may be needed to enter the building at times when other activities are not taking place.  

Building Lockup:  Members are requested to turn off lights and secure the church building whenever their group is the last one to leave.  If you are leaving an empty building, please make a check of all doors to make sure the church is locked

Acts of theft and burglary are on the rise in our area in relationship to churches, attempts should be made on our part to ensure that if a break-in occurs at the church that we have not aided in our own theft.

When your group comes into the church, please be aware that other groups may be meeting as well.  Laughing, loud talking, etc. may be disruptive to another group already meeting.

Room Setup and Cleanup

All rooms are maintained in their standard arrangement.  If your group needs to move furniture or equipment around, please be considerate and return everything to its original placement before leaving.   Sexton Al Sutton is pleased to assist you with furniture setup, cleanup and moving if notified in advance (preferably 1 week or more) and the request does not interfere with other scheduled work.  For major furniture manipulation, meeting organizers should plan for a volunteer team for setup and cleanup.  If you are having an event at the church and you are not familiar with the area you are going to be using, or, you will need something special (i.e. overhead projector, screen, tables, etc.) please request this in advance as well.

Please put rooms back as they were found i.e., if you have moved or set up tables and chairs, please remove or return them.  Also, be sure that trash is properly disposed of.  Please remember that another group may be scheduled for that space very soon, and our sexton cannot monitor all rooms for all events on the calendar.  

Please make a “look see” inspection of the area that you have used at the church.  Some children from your group may have used the toys in the preschool downstairs or the nursery rooms upstairs.  Please just make a cursory pass through these areas to ensure that these areas have been returned to their proper order as well.  

Communications

Newsletters:  The Methodist Messenger is mailed out weekly on Wednesdays.  Most households in the church will receive them by Saturday. We welcome notices and news submitted by members and church workers.  Articles should be presented to Kathy Roth fully written, either in hard copy or e-mail, by noon on Monday for inclusion in the weekly publication.

Congregational mailings:   The Office Manager is happy to assist you with mailings and notices to your committees and the congregation.  Kathy will send out postcards and e-mail notices to your group members with two days lead time.  Please make sure that she has the list of recipients and their addresses.  Where a letter must be produced, printed, collated, stuffed and labeled for mailing, Kathy requests at least one week notice in advance of the mailing to complete the work.    

Church Chat:  E-mail news updates come through Church Chat.   Al Sutton performs this vital service as a gift to the church.  It follows no set schedule.  If you have an announcement to make between newsletters, you may forward an electronic file to Al at al@garnerumc.org.  Please understand that Al composes Church Chat as his work schedule allows.

Credit Card Use

A Garner UMC business credit card may be checked out from the Office Manager during business hours for purchases related to official church programs, services and ministries.  Credit cards should be returned promptly with original receipts and clear designation of the event and budget item from which purchase should be funded.  

Financial Reimbursements

Reimbursements for personal expenses related to official programs, services or ministries of the church will be issued.  Please fill out a check requisition (see attached) with all appropriate information. Your request must be cosigned with an authorized pastor or staff member.  Turn around time for reimbursement checks may be up to two weeks.

