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INTRODUCTION

This Congregational Handbook is intended as aftwdhe ongoing work of the Alexanderwohl
congregation. These guidelines and responsilsilgi®uld reflect the policies and procedures
of the current ministry teams.

They are written to help with orienting new membtertheir responsibilities, to be informative
about what a particular position involves, to aidviork between ministry teams, and to give
guidance and continuity. Ministry teams shouldtzare to be led by the Holy Spirit in
determining and carrying out their responsibiliti@his handbook should be reviewed and
updated annually, so that it continues to be udefuhe people that follow in a particular
position.

Revised June 2010
Reviewed October 2013
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CHURCH COUNCIL

Description: (from “Responsibilities” in constiioih)
1. The Church Council is responsible for serving anidligg the congregation through

administration, vision casting, spiritual discermhend empowerment of its ministries.

Membership: (from constitution)

1.

2.

3.

The Church Council shall consist of the congregati@fficers and the chair of each
board. Each individual shall have one vote. Rasthall participate in council meetings
as advisory, non-voting members.

Committees that report first to their board arecesle to bring proposals and concerns
to the Church Council for clarification and decisimaking.

All members of the Church Council shall be memizéthe congregation.

Responsibilities: (from constitution)

1.

ablrwn

7.

The Church Council is responsible for serving aunidligg the congregation through
administration, vision casting, spiritual discermmend empowerment of its ministries.
It shall provide guidance on matters of church@glgovernance, and direction.

It shall call congregational meetings whenever danmecessary.

It shall hold regular monthly meetings and speciaktings as necessary.

In the event a council member will not be abletterad the council meeting, a person
from that board shall be designated by the boaadtémd in the place of the absent
council member.

In the event of a resignation of any board membeoagregational officerhe council
shall make an appointment to fill the vacancy. Tbhencil should seek input from the
Gifts Facilitating Committee for the appointment.

Standing committees, ad hoc committees, or taslkefomay be appointed as necessary.

Meeting Schedule:

1.

The second Monday of each month. No meeting iy Junless deemed necessary.
Special meetings may be called or transacted byl.ema

Appointments:

1.

None specified — only as needed.

Revised June 2010
Reviewed October 2013



CONGREGATIONAL CHAIR

Description: A liaison for policy-making decisiohstween members of the congregation and
the representatives of church governing boardsananittees. Serves as the chair of the
church council and congregational business meetings

Membership: (from the constitution)
1. The chair shall serve for three years and be digckin rotation with the secretary and
treasurer.
2. The chair shall serve no more than two consectivaes. After this there must be a
lapse of one year before serving in this capaggira

Responsibilities: (from the constitution)

1. The chair of the congregation shall serve as afdle Church Council.

2. The chair shall preside over all congregationalr®ss meetings and the church council
meetings.

3. The chair shall encourage the unity of the congregand its boards, organizations,
and committees.

4. In the absence of the congregational chair, the dhighe board of deacons shall
preside.

Responsibilities for Church Council:

1. Set agenda for monthly meetings.

2. Atthe beginning of the year, set a schedulerfeeting dates and times to be adopted
by council.

3. Prepare a schedule for council members to shahe opening and closing of monthly
council meetings.

4. Coordinate with office and custodial staff theygical location of meetings.

5. Contact appointments made by council unlesswike designated.

6. Follow-up on action items passed by the council.

Responsibilities for congregational meetings:

1. Prepare agenda to be approved by the churctcitoun

2. Secure a person for opening and close for eaghing.

3. Coordinate with office and custodial staff theygical location of meeting, sound
system, and setting up chairs.
Appoint a teller's committee for motions requiria ballot vote.
Coordinate with all persons who provide pred@ma at congregational meetings.
Appoint a parliamentarian for each meeting.
Present correspondence of a business natune tmhgregation.

No gahs

Miscellaneous responsibilities:

1. Serve as the representative of the church counailaking special presentations on
behalf of the congregation.

2. Represent the council on various ad hoc committees.

3. Oversee updating of the “Congregational Handbook&wegular basis. Submit
updates for the Congregational Chair and Churcin€ibpages of the Congregational
Handbook annually.

Revised June 2010
Reviewed October 2013



CONGREGATIONAL SECRETARY

Description: Serves as secretary for congregdtamé church council meetings.

Membership: (from the constitution)
1. The secretary shall serve for three years anddsedied in rotation with the chair and

treasurer.

2. The secretary shall serve no more than two conisecigrms. After this there must be a

lapse of one year before serving in this capaggira

Responsibilities: (from the constitution)
1. The secretary of the congregation shall serve @etsey of the council.
2. The secretary shall keep minutes and records cbaljregational and council meetings.

Responsibilities for church council:

1.
2.

o

Record accurate minutes of reports and busitexas discussed at council meetings.
Distribute minutes to council members and chuwftice in a timely manner before the
next council meeting. Distribute copies of handdotmembers that were absent from
a meeting.

Review minutes at the next council meeting, ameénd as needed.

File minutes and handouts in the official Chu@uncil Meeting Minutes book for

permanent keeping.

Responsibilities for congregational meetings:

1.

2.
4,
5

Record accurate minutes of reports and busitexas discussed at congregational
meetings.

Review minutes at the next congregational mgetind amend as needed.

Maintain permanent records in the official Congtemel Meeting Minutes book.
Submit updates for the Congregational Secretarg pathe Congregational Handbook
annually.

Reviewed June 2010
Reviewed October 2013



CONGREGATIONAL TREASURER

Description: To be responsible for the churchriices and provide financial reports to the
congregation, council, and boards as needed.

Membership: (from the constitution)
1. The treasurer shall serve for three years anddmedied in rotation with the chair and
secretary. The treasurer shall be an ex officimber of the board of trustees.
2. The treasurer can serve multiple consecutive terms.

Responsibilities: (from the constitution)
1. The treasurer shall receive, and disburse spermdamgfunds and other treasuries as
mutually agreed.
2. It shall be responsible for all First Fruits offegs and prepare the spending plan in
conjunction with the Board of Trustees and Churchreil.
3. It shall provide a regular report of financial adi to the Church Council, boards, and
congregation as necessary.

Responsibilities with church finances:
1. Maintain the checking, savings, and investmeobants.
2. Invest excess funds in a responsible manneraardance with the guidelines of the
Board of Trustees.
3. Pay bills as necessary and provide the Boaildusgtees with a monthly report of bills
paid and money received as well as account angimesnt balances as needed.
4. Maintain payroll records including employee tasms, government reports, tax
deposits, etc.
5. Work together with the Boards and Church Counaileveloping the annual spending
plan and presenting it to the congregation for aypai
6. Provide the Church Council, Boards, and Congregatith quarterly and annual
reports of financial activity or when needed.
Provide an annual report of giving to each firsits giver.
Maintain an accurate set of records of all finahadivity and other matters related to
the work of the treasurer, church boards, couaaili congregation.
9. Submit updates to the church office for the Congtiegal Treasurer page of the
Congregational Handbook annually.

o ~

Miscellaneous responsibilities:

Provide a petty cash fund for office use.

Provide a credit or debit card to church staff as approved by the trustees.

Manage the credit and debit card purchases.

Collect rent from church property i.e. land,l&#rehouse, church building and facilities.
Collect burial plot purchase money for the Alest@rwohl and Lehigh cemeteries.
Collect cemetery foundation purchase money fnoonument companies.

ok whE

Revised June 2010
Reviewed October 2013



DELEGATES - MENNONITE CHURCH USA

Membership:
1. One delegate for every 100 members or fractioretifedetermined by the membership
as of January 1. No one person may cast moreothawote.
2. This takes place every two years. Delegates geiajgd by the Church Council.
3. Coordination of delegates is done through the dhaoffice.

Responsibilities:

1. Everyone attending any daytime sessions, whetlietirhe or part-time, needs to register.
Registration forms will be available in the chuaffice.

2. Delegates need to personally register for the e¢ente, lodging, meals, and any extras
(transportation, tours, other events). The Chwrithreimburse the registration fee.

3. Delegates need to familiarize themselves as mugossble with the issues that will be
dealt with.

4. The delegates may be asked to report to the coatpagn the various sessions they
participated in.

Revised June, 2010
Reviewed December 2013

DELEGATES - WESTERN DISTRICT CONFERENCE

Membership: One delegate for every 30 membergaction thereof determined by the
membership as of January 1. These are to be apddig the Church Council.

Responsibilities:

1. Delegates need to personally register for the e¢entee, lodging, and meals. The Church
will reimburse the registration fee. Registratiorms will be available in the church
office.

2. Delegates are asked to attend an area meeting vdsalations and budget are available to
familiarize themselves as much as possible withdtges that will be dealt with.

3. Delegates should prepare themselves before thee@mte sessions by studying the
Conference Report Book, which is distributed betbeeconference.

4. The delegates may be asked to report to the coagpegon the various sessions they
participated in.

Revised December 2013
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BOARD OF CHRISTIAN ED

Description:

1. Responsible to plan, administer, resource, andodatyei Christian education programs
of the church for persons of all ages and stagéeof

2. The Board of Education shall be organized to aghits/responsibilities and shall make
appointments of all coordinators, leaders, teaclother support assistants, and
committees as needed. Ideally, such appointméats@ovide program continuity,
innovation, and anticipate the future educatiorads of the church and community.

3. Financial and other resources needed to fulfillrtiles and responsibilities of Christian
Education, including children’s, youth & young ailals well as adult ministries shall
be planned for and requested as part of the chaurelyular resource procurement
processes.

Membership: The Board of Christian Education sbafisist of six members with 3-year
staggered terms. Each board member is eligibdenee a maximum of two 3-year terms
consecutively. One board member serves as the Blouancil representative.

Meeting schedule: Monthly, the third Monday of eacbnth
Representatives to Council: Chair, determined bgnbress of the Board

Appointments: (all terms are renewable)
1. Children’s Ministry Team - four for an indefinitertn
This team initiates appointments for the following:
a. Early Childhood Coordinator - one each yeatviar year term
b. Daily Vacation Bible School Committee - one egehr for three year term
c. Christmas Eve Program Committee - one eachfge#iniree year term
Registrars - two each year for one year term
Church historian and assistant - two each yeaaridndefinite term
Library Ministry Team - two each year fthrree year term
Mennonite College Student Ministry Team — two egedr for three year term
Mentor coordinator - one each three year’s for eonsve terms

o0k wWN

Revised November 2013

11



BOARD OF CHRISTIAN EDUCATION CHAIR

Membership: The chair is a member of the AlexandéhBoard of Christian Education
selected and affirmed by the congregation.

General responsibilities:

1.

Leads in developing the total program of Chrisgducation and is thoroughly
acquainted with the goals, curriculum, teacheratiffeness, mechanics, structure and
lines of communication between the education depant and other ministries within
the church.

Oversees the work of board members, coordinatorsjrattee members and any sub-
committees. Invites representatives from all acddbe congregation to Board of
Education meetings when necessary.

Specific Responsibilities:

1.
2.

HOONOOG AW

Represents the Board on the Church Council

Will be contacted by the congregational chair ih&ay morning services will be
cancelled. Will then contact the Board of Educatisembers to have them continue
calls to appropriate groups.

Chair monthly meetings of the Board — prepare astlidute agenda

Assists Board of Education in budget preparation

Works with the Board in filling all appointed pasits

Initiates the planning along with pastor(s) of TreacDedication Sunday
Initiates planning for an annual Teacher Appreciattvent or events

Works with the Board of Education to distribute Stias treats

Oversight of fulfillment of provisions of the Sa&anctuary program

. Submits a written report of the education prograrthe congregation as part of the

annual report

Revised November 2013

12



ADULT EDUCATION COORDINATOR

Membership: The Adult S.S. superintendent is @i#id by the congregation for a three-year
term, and is a member of the Board of Christiandatian.

General responsibilities:
1. Leads in developing philosophy and policies fortla#l adult educational work of the
church
2. Gathers inputs, information and opinions from Egpants to ensure that participating
groups’ needs are met and that congregational msnaloe equipped as needed

Specific responsibilities:
1. Reports as needed to the Board of Christian Edurcati
2. Assists Board of Education in budget preparation
3. Is responsible for the ordering and distribution of
* Adult curriculum (including alternative and optidmiesired materials)
» Devotional resources
» Other resources for teachers and leaders
Designates meeting places for adult Sunday Schasées
Communicates with adult teachers, keeping thenriméal of resources, events, etc
Initiates training events for adult teachers
Submits an annual report to the congregation

No oA

Revised September 2013
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ELEMENTARY SUNDAY SCHOOL COORDINATOR

Membership: The Elementary Sunday School Coordinataffirmed by the congregation for a
3-year term and is a member of the Board of ClansEducation and the Children’s Ministry
Team.

General responsibilities:
1. Be responsible for making and carrying into eft@e policies and program of the
whole elementary education department.
2. Be familiar with the curriculum material, upcamgirevisions, and other related
materials.
3. Initiate the development of new educational paogs and approaches for elementary
children and teachers, in and outside of the regal@day School time.

Specific responsibilities:
1. Attend monthly meetings of the Board of ChristiaduEation.
2. Attend Children’s Ministry Team meetings as schedul
3. Order and distribute elementary curriculum and hethes to teachers.
4. Appoint SS teachers/helpers at the beginning ofathguarter.
a. Assign classrooms
b. Provide each teacher with list of students, DOBep&s name, address and
phone number.
c. Make available materials and supplies for classsy@uch as construction
paper, glue, markers, etc. Replenish these adeed
5. Support and encourage teachers.
a. Provide assistants or substitutes as needed.
b. Be present on Sunday mornings to see that alledeam® taken care of. Help
keep record of attendance/offerings.
c. Plan quarterly offering projects and implement.
d. Initiate and plan teacher meetings/training sessasneeded. This would
include the Safe Sanctuary training.
e. Communicate with teachers quarterly and as neeo@at apcoming events and
offering projects, etc.
f. Encourage teachers to attend workshops/conferences.
6. Other Responsibilities:
a. Prepare bulletin boards in elementary SS departhradhtay.
b. Organize camp promotion and distribute camp schbips.
c. Coordinate the Bibles and Bible Bags for the F8stde students. These are
given out on Teacher Appreciation Sunday.
d. Purchase, prepare and distribute Christmas Eves sdokg with the rest of BOE.
7. Be responsible for the Education Office/Supply nabalong with the Adult SS
Coordinator.
a. Organize elementary materials such as paper, pifitas, borders, and supplies.
Replenish as needed.
b. Recycle obsolete materials.
8. Submit Annual Report to the congregation. Submpdaies for the congregational
Handbook as needed.

Revised October 2013
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EARLY CHILDHOOD COORDINATOR and ASSISTANT COORDINAT OR

Description: Responsible for the nurture of tharyg children in the congregation.

Membership: Two members, each serving a two-yeran.t One is appointed annually by the
Children’s Ministry Team. The first year is senasiAssistant Coordinator and the second as
Early Childhood Coordinator.

Meeting schedule: as needed.
Responsibilities of the Early Childhood Coordin@ZC) and Assistant Coordinator:

1. Early Childhood Coordinator and Assistant Coorttinaghall divide responsibilities as
necessary.

2. Make the assignments for the yearly schedule fotabddler nursery and Children’s Church,
including Sunday worship services and Wednesdagirganidweek.

3. Periodically wash bedding in infant nursery.

4. Rosebud and Family Prayer of Blessing for a Newloora Sunday morning

» Arrange for a rosebud on the Sunday when the Fdpndyer of Blessing occurs. Give
it to the family after the service.

» Prepare the Prayer Bootie that is put in the Nyrser

* A welcome letter will be given to the family by thastor. The letter will be on file in
the church office.

» A book calledGrowing Together will also be given with the welcome letter to the
family by the pastor. A church gift label will ligserted inside the book, saying “A Gift
to the family of (name of family) by Alexanderwadllennonite Church, Goessel, KS”
with the month and year included on it. This baogiven to a family only once for the
firstborn. If a family with children begins attend regularly at our church and has a
baby--- aGrowing Together book could be given to them, as well. The boolishe
kept in the church office and the Administrativesissant will order more books when
needed.

* Cradle Roll enrollment card — The church Admin. tAssll make a card for each
newborn and give it to the ECC. This is used leyEKCC to keep record of the various
things we do for each newborn until two yrs. of.addis card is kept by the ECC until
a child turns two and then it is discarded.

» Record the birth of the new baby in the notebookursery.

» Maintain the Cradle Roll Poster in nursery withy@raBooties.

5. When a Child turns Two

* About 1 month before the child turns 2, ask therchiAdmin. Asst. to prepare the letter
of invitation to the parents of a two-year-old tmte to Sunday School

e« The ECC will receive a copy of this letter.

» The teachers of the 2-year old class will also selatter of invitation to these families.

6. Parent/Child Dedication

» Aletter is sent by the Pastor to families appane month before child dedication,
which occurs annually on Mother’s Day. The leisean invitation to participate in the
child dedication and is sent to those families w@horegularly attending the church
and/or living in the community.

» Church Admin. Asst. will make the certificates that given on this Sunday.

» A Faith Marker Book and Memory Box will be givengach family. Consult with
Children’s Ministry Team to ensure that Memory Bexee made and the Faith Marker
Books are available for Child Dedication Sundayhegear.

15



10.

11.

12
13

14.

15.

16.
17.

» The ECC gives the Faith Marker Book and the MenBwy to the families after the
children have been dedicated during the servidelather’s Day.
Periodically rotate and clean toys/books in thesaty. Suggested schedule for disinfecting and
cleaning of washable toys is monthly, more ofterirdyucold/flu season.
Purchase toys/books/supplies/hygiene items/snackeeded for nursery.
Maintain bulletin board in the nursery. Updatelasired.
Children’s Church
» Early Childhood Coordinator and Assistant will colisvith Children’s Ministry Team
when choosing curriculum for Children’s Church.
Send thank you notes of appreciation to nurseryGinttiren’s Church volunteers at the end of
the year.

. Attend meetings of Children’s Ministry Team as resbd
. Work with church leadership in providing child ca® needed for church activities and

meetings.

Adherence to the Safe Sanctuaries Policy of thecthis expected by all adults working with

the children. Those who have not attended a cenfersponsored workshop are asked to watch
a video, read and sign the form, and turn it ineo¢hurch office. Admin. Asst. has complete
record of those turned in.

Funds for this ministry are provided by the Boaf@Education. When expenses are incurred,
submit request for reimbursement using the formbkénSunday School Office.

Submit an annual report to the congregation.

Submit updates as needed to the church officentoChildren’s Ministry Team Early

Childhood Coordinator page of tlimngregational Handbook.

Revised October 2013
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CHILDREN’S MIDWEEK COORDINATOR

Membership: The Children’s Midweek Coordinator gsras a member of the Board of
Christian Education and the Children’s Ministry Treand is affirmed by the congregation for a
three-year term.

General responsibilities:

1. Serves on the Board of Christian Education anddgdril’'s Ministry Team

2. Works with the Children’s Ministry Team to find assistant who will help with the
responsibilities of carrying out this ministry. dhssistant will serve on the Children’s
Ministry team as well.

3. Is responsible for making and carrying into effibe policies and programs of the
children’s midweek education sessions.

4. Plans the yearly schedule for the Midweek seasamctade a variety of learning
experiences--class sessions, special fun-nightteyveervice projects, and field trips.

5. Selects curriculum materials.

6. Initiates the development of new educational progrand approaches for children and
teachers.

Specific responsibilities:

Attend monthly meetings of the Board of ChristiaduEation.

Attend meetings of the Children’s Ministry Teamsabeduled.

Annually plan the children’s midweek portion of thedget.

Plan the midweek calendar year by establishingl#tte when midweek will begin and

end (generally October through the end of March)yell as certain dates or times

when midweek will not be held.

Coordinate plans with other groups involved on Wesdiay nights--midweek meals

committee, choirs, youth department, adult classed the church office.

Coordinate the evening schedule for the differgesé&groups of children.

Publicize midweek program opportunities in the chuand throughout the community

Plan and order curriculum.

Appoint children’s midweek teachers, helpers, anuksstutes.

10 Assign classroom spaces for all groups.

11.Plan an orientation meeting for all staff in thentioprior to the beginning of the
midweek season.

12. Assign classroom spaces for all groups.

13.Provide teachers with a list of resource materglpplies, equipment, and names of
students.

14.Be present on Wednesday evenings to see thanalied are taken care of.

15. Support and encourage teachers throughout the raldsesason with verbal and written
communication.

16.Keep all children’s records/files up-to-date, irdihg Safe Sanctuaries covenants for
staff.

17.Submit an annual report to the congregation.

18. Submit updates to the church office for the ChildseMidweek Coordinator page of the
Congregational Handbook as needed.

PwnE
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Revised October 2013
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CHILDREN’S MINISTRY TEAM

Description: This team shall set the vision, guéahd care for the Christian faith formation of
children, ages birth throug"grade. This will be done through the coordinatibrarious
ministries including, Sunday School, midweek progr8ible School, Nursery, and special
events such as, Children’s Day and Christmas Evgram.

Membership: The team shall consist of at least faople, including the coordinators of
children’s Sunday School and midweek., whom alseesas members of the Board of Christian
Education. The other members are appointed bdaed of Christian Education and may
renew their commitment on an annual basis. Cenaitbn is given to appointing persons who
will serve as assistants to the S. S. and midweekdmators. If these persons are willing, they
could be considered for the coordinator positiohgmvthese positions need to be filled on the
board.

Responsibilities:
1. This team will meet monthly or as decided by tsat.
2. Coordinate the Sunday School ministry for children
3. Coordinate midweek program for children.
4. Work with Bd. of Christian Education to coordinéite leadership and planning for the
Christmas Eve Program as well as the schedulimpgaattices.
Work with Bd. of Christian Education to appoint gens to the Bible School committee.
Work with Bd. of Christian Education to appoint gems to the positions of Early
Childhood Coordinator and Assistant.
7. Plan and Coordinate the Children’s Day worship gppetial activities together with the
Bible School committee.
8. Provide training for teachers, leaders, and helpers
9. Ensure that Safe Sanctuary policies are upheldetutds/files kept up-to-date.
10. Submit budget requests to the Bd. of Christian Btiao.
11.Give leadership to curriculum needs for all the istires for children.
12.Review and evaluate the ministries for childreraarannual basis.
13. Set vision and direction, being attentive to tharaing culture and needs of children
and families.
14.Submit an annual report to the congregation.
15. Submit updates as needed to the church officeheoChildren’s Ministry Team page of
the Congregational Handbook.

o g

Revised November 2013
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VACATION BIBLE SCHOOL COMMITTEE

Membership: The VBS committég appointed by the Children's Ministry Team. Three
members each serve a 3-year rotating term. Thempers his/her third year shall act as
chairperson.

General responsibilities:
1. Isresponsible to plan and direct the annual VB®j@m (ages 4, before Sept. 1
through sixth grade) in the Goessel community.
2. Plan curriculum and any new programs that may neée developed, including that of
the 6th graders.

Specific responsibilities:
1. Keep congregation informed about the Bible Schoogmam and its needs.
2. Submit an annual report to the congregation.
a. Report to the Children’s Ministry Teaas needed.
3. Attend monthly meetings of the CMT and report tis tjroup as needed.
4. In January reserve dates for VBS (usually the fubtweek of June) with church
secretary.
5. In February call a meeting of the VBS committe&égin planning for Bible School.
The committee:
Sets the date.
Fills all teaching positions.
Contacts parents of community children.
Decides on mission project.
Keeps craft supplies, etc. replenished.
Assists the chairperson in whatever way is agrecabdll.
6. In early April send home an enrollment letter wdbessel Grade School students, The
Kinder Haus, any local babysitting homes, any heoi®ol students in Goessel and the
6th grade students at the Goessel Jr. High tothenesd to the school secretary or
Alexanderwohl church secretary a week later.
Contact city office to place VBS enrollment formdgommunity newsletter.
Order curriculum.
In late April hold a meeting for all VBS staff.
a. Teachers receive a tentative list of studentsctingculum, and materials.
b. Teachers receive a sheet of information regardiB§ dates, the time schedule,
and the Mission project.
c. Ensure that all staff have received Safe Sanctuwaiying and that covenant
forms are signed and returned to the church office
10. Purchase any supplies needed, and see that qopftes) etc. are made available to
staff.
11. Early in May, post posters around the communityudBS and write an article with
VBS information for the church newsletter, “Connéct
12. Send informational letter to families 1 week befuieS.
13. Two weeks before VBS, information is printed in ttreirch bulletin in which is listed:
a. VBS staff.
b. The Mission project.
14. During VBS, be available to teachers.
15. The first day send home a letter of informatioth® parents of each child attending.

~poooTw
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16. Keep record of mission project money.

17. Keep record of finances and give the summary taAteganderwohl church treasurer.

18. Plan VBS closing program/service for Sunday mortioligwing the week of VBS.
Children's Ministry team plans the noon lunch afteraoon activities.

19. Annually submit updates to the church office fag Wacation Bible School Committee
page of the Congregational Handbook.

Revised November 2013

20



MENTOR COORDINATOR

Description: Work with the adult mentors and yoniténtee's. Provide support for both groups
of people.

Membership: One individual appointed by the Baair@hristian Education for a three-year
term. The mentor coordinator can serve multiplesecative terms.

Responsibilities:

1.

© N

To find an adult mentor for an individual youth.h@nh the youth is ready to enter the
program, they contact the coordinator. The youinkgseveral names of adults that
he/she would like to be paired with.

The coordinator then contacts the adults.

When an adult agrees to be a mentor, the coordinatdgacts the youth to inform them
a match has been made.

The coordinator provides support to the mentorspair

Provides helpful information to the participantsotigh reading, discussions, and
workshops.

Organizes “whole group get-togethers” approximaésigry four months, or as
schedules allow.

Works with youth pastor and youth ministry teamyonth-related issues.

The coordinator is responsible to see that all oresrgo through the Safe Sanctuaries
training.

Revised November 2013
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JUNIOR HIGH SPONSORS

Junior high sponsor roles include three separa@saSunday School teachers, Midweek
teachers, and Activities sponsors. Sunday Schaohers will teach one or two Sundays per
month and will work with the Youth Pastor to choaggropriate curriculum. Midweek
teachers will plan and organize Wednesday everppgrunities for youth including service
projects. Teachers are encouraged to make this@mactive time and to bring others in to
assist in teaching as needed. Activities sponsdrplan and organize a minimum of six events
per year (every other month). This includes plagrior food and transportation,
communicating with parents and the wider congregategarding events, and participating in
all events. Every other year Activities sponsort edordinate participation in Know Jesus. All
junior high sponsors and teachers are expectec &t amce per year with the Youth Pastor with
additional meetings and communication as needéattiitate planning and communication.

Revised November 2013
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SENIOR HIGH SPONSORS

Senior high sponsor responsibilities fall into gaveategories including Sunday School
teachers, Midweek helpers, Activities sponsorgy $gonsors, and Fundraising sponsors.
Sunday School teachers will teach one Sunday pathmesing materials/curriculum provided
by Youth Pastor. Midweek helpers will be preserdassigned Midweek sessions and will assist
the Youth Pastor as needed. Activities sponsolsagdiist the Youth Pastor in planning off-
campus activities 2-4 times per year and will hedprdinate transportation, food, and other
items required for events. Trip sponsors will atteip to three overnight events per year
including but not limited to service trips, MennenChurch USA Conventions, retreats, Snow
Camp, and visits with our Sister Church. Fundrgsiponsors are responsible for planning and
organizing two fundraisers per year, the Chili Lumgeal with the Annual Meeting and the
Superbowl Dessert Sale, including communicatindpwhe congregation and requesting items
for donation with the help of the youth.

Revised November 2013
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CAMP WASHUNGA FUNDRAISING SPONSORS

Camp WaShunGa Fundraising Sponsors are respoif@gitgianning necessary fundraisers for
Camp WaShunGa. These sponsors will work closelly thi¢ Youth Pastor, Camp Director and
fundraising sponsors from Tabor and Goessel Char@havailable). In general duties include
planning one fall Midweek fundraiser meal at Aledarwohl and assisting with a meal at Tabor
Church. In addition if funding is still needed, sgors will work with others to plan a spring
community fundraiser meal. Planning will includeroounicating with parents of youth,
churches and wider community, organizing and piagahe meal, contacting local food
suppliers and schools as needed to obtain sugpigarrange to use space as needed.
Additional information about planning will be pralad by Youth Pastor or Camp Director.

Revised November 2013
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YOUNG ADULT SPONSORS

Description: This ministry is designed to meetrnleeds and interests of young adults as they
transition to adult life. Support for this mimigis given by the Assoc . Pastor for Christian
Formation or Youth Pastor.

Membership: At least two persons appointed byBibard of Education for an indefinite term.

Responsibilities:

1.
2.

3.

Aid, guide, and support the young adults of ourrchu

Know who the young adults are---each year makepalated list of who our young
adults are, where they are going to college, etc.

Communicate with them through notes, email, fack&petz. to stay in touch.

Provide activities at various times throughoutykar to provide opportunity for
connection, care, and fellowship.

Sunday School for college age young adults, (18¥83 may or may not be a role that
sponsors carry out in this ministry, dependinglmneeds and desires of this age group.
Gifts are given to college seniors every year iryMd his is done together with the
Assoc. Pastor or Youth Pastor.

Dialogue with parents of this age group to getrtiigas of what the needs of their
young adult children are at this age.

Revised August, 2010
Reviewed December 2013
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REGISTRARS

Membership: Two, appointed annually by Board ofi§ttan Education.

Responsibilities:

Start S.S. hour by ringing opening bell at %a30.

Pick up offering envelopes.

Count money and record totals separate for amaljunior classes.

Put money collected from women's organizatioseparate envelopes.

Give offering totals to church administrativeiatant.

Ring first closing bell at a period in advan¢¢h® close of the S.S. period and then
again a second closing bell at the end of thet®&.

oghkwhE

Revised November 2013
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CHURCH HISTORIANS

Description: Archivists and historians of churelcords and artifacts.

Membership: Historian and assistant historian agpd by the Board of Christian Education
for an indefinite length of time.

Responsibilities:

File materials of historical value as they beeawailable.

Preserve and protect existing files, recordsaatithcts as they become available.
Assist in presenting our history to inquiringgps or individuals.

Provide genealogy data.

Be available for research on specific subjects.

Submit an annual report to the congregation.

Annually submit updates to the church officetfer Church Historians page of the
Congregational Handbook.

NogAWNE

Revised November 2013
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LIBRARY MINISTRY TEAM

Membership: Six members each serving a threetgear with two appointed each year

by the Board of Christian Education.

Purpose: The purpose of the Library Ministry Tdaro select and maintain materials

in the church library that support the educatigmragrams of the church. They will inspire
members to study God's word, stimulate Christiawgn, entertain from a Christian
perspective, and encourage members to fulfill bwurch purpose--to love and encourage one
another, to invite new people, teach scripture,serde others.

Meeting schedule: as needed, at least two timesatg select books.

Responsibilities of Chair(s):

1.
2.
3.

4.

No

Make Sunday morning duty schedule.

Order supplies as needed and give bills to chuedstrer.

Call meetings of LMT as needed for organizatiotec®n of materials and work
times.

Assist in selection of books for library and pragieg of books and materials and
weeding as needed.

As liaison to Board of Christian Education recesuggestions concerning possible
books to purchase to support the current educatiograms and communicate to the
Board of Christian Education the needs and conaartiee Library Ministry Team.
Prepare annual report.

Annually submit updates for the Library Ministrydra page of the Congregational
Handbook, if there are changes.

Responsibilities of the Library Ministry Team:

1.

o

Now

Be available in library as scheduled to:

» Assist church members as needed.

* Process cards and returned books/materials

» Straighten books and shelves.

Assist in selection of books and materials fordityr

Assist in processing of materials into library

One team member each to process worship videoasseite tapes for storage and
check out and maintain the respective check owdtshe

Maintain magazine shelves, keep current and dispbsetdated material.
Assist with weeding of library when required.

Communicate needs, requests and suggestions tg$hai
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LIBRARY POLICIES

Book Selection:

The Library Ministry Team will purchase resourtesupport the Christian Education
programs of the church as allowed by budget andesp@he Library is not an archive for
outdated materials, leftover bulletins and Sundetyo8l material.

Book and material selection by the Library Minisstyould be based on the following:
Supports the ongoing ministries of the congregation

Has contemporary or permanent value

Quality of writing, design illustrations

Reputation of publisher or producer or significan€author
Relevance to interests and needs of congregation

Potential or known demand for the material

Balance--fills a gap in the collection, complimeasgsting resources
Availability of material elsewhere

Suitability of subject, style and reading level iistended audience
10 Recommendations of pastoral staff and church |shger

11. Space limitations and cost

CoNoGAWNME

Criteria for works of fiction, poetry and drama:
Supports Christian values

Represents a significant trend, genre or culture
Vitality and originality

Artistic merit and literary value

Authenticity of historical or social setting
Effective characterization

A

Gifts:

If gifts of books or other materials are made,tMET reserves the right to accept or reject
materials based on our selection criteria. Doaoesasked to indicate how they wish their
donation handled if it is not accepted into therchuibrary and to include their name for
contact if there are questions. If the donor wssteeremain anonymous, this is acceptable, but
they should let the team know whom to contact \gitestions.

Books or money for books, to be designated as matepare gratefully accepted. Donors
may suggest titles or the LMT will make suggestjamish final approval given by the donors.

Weeding:

A careful evaluation and weeding of the libraryiwake place every six years. Materials
which are inaccurate, physically unattractive, atéd, or have not been checked out in six
years will be withdrawn from the collection. Itemesnoved from the library may be offered to
members of the congregation in a book sale fam#dd time, after which they will be disposed
of at the LMT's discretion. Direction may be respeel of other ministries of the church or the
pastors in the removal/disposal of materials.

Revised September 2013
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MENNONITE COLLEGE STUDENT MINISTRY TEAM

Membership: Six members, each serving three yéanm are appointed annually by the
Board of Christian Education.

Officers: Chair, secretary and/or treasurer.

Meeting schedule: Quarterly, or as needed. Twibefneetings should be held shortly
before the beginning of the spring and fall seersst

Responsibilities:

1.
2.
3.
4

5.

Promote the interest of Christian educatiort psritains to Mennonite Colleges and
sponsor the publicity and financial campaigns ohhtanite Colleges.

Work with the pastor in planning of Mennoniteugdtion Sunday.

Maintain a relationship with students who att&fehnonite Colleges.

Offer financial assistance to those studenendihg Mennonite Colleges. Money for
the scholarship fund is collected from Sunday muagrafferings, special fundraising
events, and interest from the endowment fund (sém).

Serve as Delegates to Bethel College Corporatieeting.

Responsibilities of the chair:

PwnhE

Call meetings and set agendas.

Serve as, or appoint a, liaison with Mennonite &ydls as need arises, if applicable.
Write annual report for the Church annual repodkbet.

Annually submit an update to the church office my ahange to the MCSMT page in
the Congregational Handbook.

Responsibilities of the secretary and/or treasurer:

GahobpE

Gather offering and fund-raising monies.

Disburse scholarship monies.

Handle transactions of the endowment fund.

Keep minutes of meetings and write necessatgret
Submit treasurer's report for annual meeting.

Revised November 2013

3C



POLICIES

Scholarship policy (partially directed by congregaal action):

A student scholarship grant program has been eddgt the Alexanderwohl Mennonite
Church for students attending Mennonite collegasnds are made available to member
students of our congregation from an official ctubody in the form of an offering or special
contributions.

Scholarships will be awarded to members of theyoegation who are full-time students.
Academic standing or availability of other grargsholarships, etc. is not to affect the
availability of this grant. This is a year-to-yeaant and is to be given, as funds are available.
The disbursement of the funds is at the discresidhe MCSMT. The offering and
contribution funds shall be divided equally among students. Students who desire
scholarships must apply to the committee at thénbétp of the school year to be eligible.
Changes in student's status should be reportdge: toadmmittee.

In recognition of the fact that private churchated colleges have higher tuition than state
institutions, we ask for a broad base congregaltisumaport of the scholarship fund, realizing
that church leaders come from our church schools.

Endowment fund:

It was approved by the committee in 1992 to ehlain endowment fund so that the
interest from the fund could go to supplement thdent scholarships. Such an endowment
would be able to help present and future studenite offerings may be divided in a 90%/10%
manner into checking and endowment, respectfully.

Money collected from special fund—raising projemtsld go either directly to the student
scholarships or to the endowment, decided on &g@rbjy project basis.

Revised June 2010
Reviewed November 2013

BETHEL COLLEGE CORPORATION DELEGATES

Membership: One vote for every ten members ottrgregation or fraction thereof
determined by the membership as of January 1, af ttelegates. The pastor or leading
minister is automatically a delegate with one voide Mennonite College Student Ministry
Team members are automatically delegates.

Responsibilities:
1. Represent the congregation at the Corporatiagtinge(one delegate may cast more
than one vote).

Revised June 2010
Reviewed November 2013
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BOARD OF DEACONS

Membership: The pastor(s) and six or more membéhng deacons shall be affirmed by the
congregation for a term of three years and mayesdctthemselves for one term. After the
second term there must be a lapse of one yearebkéing re-elected. At least two
positions shall be filled each year.

Officers: Chair and secretary.

Meeting schedule: Monthly meetings scheduled ginméng of the calendar year.

Responsibilities:

1.
2.

o0k w

Roles:

To be attuned to the spiritual health of the coggtien.

To be attuned to the vitality of the congregatido\ge and care for each other and for
those not yet in church.

To be attuned to the pastors’ welfare, and theopalstongregation relationships.

To initiate proposals for improvement in items as3needed.

To help prepare and serve communion.

To assist the pastors in other sacraments or ssnés needed.

Prayer is a fundamental role of the deacons, wiiqvay for the church, the pastors,
the church members, and other deacons.

The deacon recognizes the importance of carinthiBocongregation, especially when a
congregation member is ill, isolated, or bereaved.

Friendship evangelism is embraced by the deacan affective mechanism for church
growth.

The deacon recognizes the significance of thesqral actions, and is careful in what is
said in public especially on issues where all thactns are not in agreement.

The deacon respects conversations made in conédand will avoid triangulation by
encouraging direct conversation.

The deacon will participate in discussions and gmepersonal opinions, but support
majority decisions.

If there are scheduling issues that prevent theatetom attending deacon board
meeting, the deacon will inform the chair before theeting.

The deacon will support the pastors, provide hooeshsel during disagreements and
provide affirmation of needed actions that are \delie.

The deacon will search for God’s leading in theislens and directions made by the
board of deacons.

Caregiving: (no one deacon is expected to hav# m@ll seven functional areas, but the
deacons together may provide all functions.)

1.

2.

3.

Serving: meet the physical and material needseottmgregation through hospitality as
well as sharing with those in need.

Nurturing: meet the emotional and spiritual neefd$he congregation through visitation
and calls, walking beside the brother or sisteingiencouragement and offering help.
Healing: pray for the sick and suffering memberthefcongregation, participate in
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anointing when requested, meeting the brotherstersin their pain and enabling them
to experience wholeness.

Worshipping: function as a worship leader, prayeading scripture, sharing personal
experiences, or preparing and presenting the messag

Discipling: helping congregation members to evaube authenticity of their faith,
sponsoring new members following their baptismemeption in to the church body.
Advocating: pleading another’s cause by speakingriding in support of each other.
Advocate the values and programs of the congregédithe wider community.
Presence: the value of just being there for someuah as being a good listener when
someone lonely or bereaved feels that no one caoese hears, no one takes the time
to be with that person.

Responsibilities of the chair:

PwnE

2

9.

Responsible to call or schedule meetings.

Preside at all deacon meetings or arrange a sutiesfiiom the deacon board.

Preside at council or congregational meetings énatsence of the church chair.
Review the agenda with the lead pastor and prdundé agenda to deacons and pastors
prior to deacon meeting.

Make assignments within the board for specificekiis it becomes necessary.

Make schedules for devotions and prayer for meeipen and close, and closing prayer
for Sunday morning prayer meeting.

Attend seminars sponsored by the conference fareoff when possible.

Submit updates to the church office for the BodrBeacon page of théongregational
Handbook annually.

Establish plan for and initiate Pastor/Congregatioaviews, annual pastor reviews, and
exit interviews.

10.Request funds from deacon caring fund to addresedgipon financial need requests

and provide copies of appropriate bills and paysémthe Everence (MMA) advocate.

11.Make appointments of Advocate for Disabilities, Earece advocate, and

Congregational Care Commission.

12. Submit a written report to the congregation pretite annual meeting outlining the

work accomplished by the deacons during that year.

Responsibilities of the secretary:

1.
2.

3.

Record minutes at all regular deacon meetings.

Make available to each deacon and pastor thatasrof the previous meeting. (This
should be in time that everyone can review therreetoming to the meeting.)
Send approved minutes to the church secretasanh only format for congregation’s
use.

Revised June 2010
Reviewed October 2013
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PASTORAL LEAVE POLICY

Approved by Deacons on October 4, 1990
Approved by Church Council on October 8, 1990
Passed by the Congregation November 18, 1990

Reviewed and accepted by Deacons on March 22, 2010

. Upon approval of the church deacon board oftalsle leave proposal, a full-time pastor is
eligible for a three month leave at full salary dmhefits after completion of four years of
service. Less than full time pastors are eligibldeave based on the amount of time they
are employed.

. The leave should be a specifically approved plash as the pursuit of study, renewal,
reading, in-service training, or the like, relatedhe pastor’'s work and from which the
congregation and the programs of the church aedylilo benefit.

. The leave shall be arranged in such a mannerassure for the smooth operation of the
church program.

. Itis expected that the leave be taken in lhigeks (preferably all at once), and not in small
portions.

. It would be expected that the pastor will seheechurch for at least one year following the
pastoral leave.

Revised June 2010
Reviewed October 2013
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CONGREGATIONAL CARE-GIVING MINISTRY

Description: Congregational Care-Givers will asiie deacons in providing for the care-
giving needs in our congregation through a minisfryisitation, encouragement and prayer.
These persons are “commissioned” and given a “Ggagional Care-giver’ name tag to
identify them as serving in Christ’'s name on bebéthe church.

Membership: This ministry shall consist of thtedive persons, appointed by the deacons and
accountable to the pastor responsible for pastara. These persons are encouraged to use
their gifts for care-giving in ways they feel aldled comfortable and according to their interest
and availability. It is a one-year commitment,wipportunity to renew on an annual basis.

Responsibilities of this group may include thedualing:

* Make visits to people in nursing homes and those are homebound.

* Make hospital visits as they feel able and comfdetén doing this.

* Make visits to people in their homes who may b@vedng from surgery or treatments
of various kinds.

* Communicate regularly (bi-weekly, at least) by dmaiih the pastor responsible for
pastoral care regarding the work they are doing.

» Coordinate the provision for meals when peoplerretitome from the hospital or there
is a death in the family, if this is not providegldny other group within the
congregation.

» Coordinate a plan to provide transportation forgtedo doctor visits, the hospital, or
other places, when needed.

* Make phone calls to check-in on people.

» Write and send notes/cards of encouragement aed car

» Care for those who are grieving using the Jourrgethnough Grief books. These books
are a four-part series to be given during the fiestr after a loved one has died.

» Meet with the pastor responsible for pastoral earaeeded for planning and education
to meet the care-giving needs of the congregat{@pprox. three times a year)

* Meet with the deacons once or twice a year.

* Submit an annual report to the congregation.

» Submit updates to the church office for the “Coggteonal Care-giving Ministry” page
of the Congregational Handbook.

Revised June, 2010
Reviewed October 2013
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DISABILITIES ADVOCATE

Membership: One person, appointed for an indefitatm by the Board of Deacons.

Responsibilities:

1. Make congregation aware of possible accommaoadsfiar the disabled when they are
making decisions about the facility or transpoaiati

2. Make personal contact with individuals or familiglso are experiencing a new
disabling condition to let them know of our concand connections with possible
resources if they are needed.

3. When people have interest in particular resoudesesearch and gather information
about conditions, assistive devices or fundingiars with the family.

4. Be aware of individuals struggling with a disalilih the congregation and make sure
they are aware of the accommodations that we dect@loffer.

5. Stay connected to Mennonite Church USA DisabiliReblications and share those
with individuals or families when appropriate.

Revised March 2010
Reviewed October 2013
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EVERENCE ADVOCATE

Description: To help people who relate to Alexamashl Mennonite Church connect to the
programs and services of Everence.

Membership: One person appointed to an indefteite by the Deacon Board.

Responsibilities:

1.

2.

To know about financial hardships and needberncongregation and how Everence's
programs and services can help meet these needs.

To share information with the congregation alioxgrence products, financial services,
Sharing Fund grants, educational materials and gifoggrams. Facilitate using these
products and programs to help people in the cordicy

To refer people who are interested in Everemodyzts to financial advisors or the
Goshen office.

Qualifications:

1.

o

A personal commitment to mutual aid and shawitgin the community of faith in
times of need.

Supportive of Everence's mission and committdoktoming knowledgeable about
programs and products.

Willingness to volunteer several hours a month.

Active church involvement that includes churocbnibership, the respect of the
congregation and integrity in communication.

Submit an annual report to the congregation.

Revised October 2013
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BD OF MISSION/SERVICE

Membership: The Board of Mission and Service statfisist of six members with 3-year
staggered terms. One board member serves as tliehdQbouncil representative.

Meeting schedule:
Representative to Council: Chair of the board

Responsibilities: (from the constitution)

1. The Board of Missions and Service is responsibjgroonote and encourage our
congregation to become involved in service andiomsson a local, regional, and global
level.

2. The Board of Missions and Service is responsible@¥ersight and communication with
committees and contact persons under their appeiitin the areas of community
outreach, home ministries, hospitality, peace astige, and service opportunities.

Responsibilities: (specific/other)
1. Stay in communication and dialog with our Sistemidenite Church, Luz delEvangelio,
in Dallas, Texas. Try to encourage members td @sd share their experiences with
our congregation.

Appointments:

Wednesday night meal committee
Friendship Register committee
Reception Committee

Peace and Social Concerns Committee
EtCetera representative

MCC Relief Sale Committee

Relief Committee

Noohr~wbdpRE

Revised June, 2010
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MIDWEEK MEALS

Description: To reach out to those in our commuaitd in our local congregation by
providing Wednesday night meals during the monthididweek activities.

Responsibilities: Meals are coordinated by onevorcongregational members. Meal
preparation is generally done by a two-person teédwo of these teams divide the midweek
meals and take responsibility for them. Other nt#ers help with serving and clean-up.
Several times during the midweek months food piepar and serving is done by various
church and community groups.

Guidelines:

1.

2.

7.

The meal schedule is coordinated with the midwebledule. Meals are served only on
the evenings of midweek programming.

The menu is provided to the church office a weetdmance and is printed in the church
bulletin. A form in the bulletin allows differeptions of signing up for meals. This
helps determine the number of people to be served.

The person in charge of preparing meals is respten&r purchasing the supplies and
preparing the meal. Other individuals help seheerheal and clean up after the meal.
Someone is designated to make a list of persoadsarge of preparing the meals.
Someone is designated to purchase the plastic oapkins, bread, peanut butter and
jelly, coffee and hot chocolate that is used.h# meal is being used for a fundraiser, the
group providing the meal supplies these items. Nlenac plates have generally been
used to cut down on styrofoam usage.

As much as possible, the shopping is done at KeRbods. Items bought at Keith’s are
charged and paid for from the church treasury. Mitesns are purchased by
individuals elsewhere, they are reimbursed. A tionaf $3.00 per person is suggested
to help with expenses. The money is collecteceh eneal. The custodial staff sets up
tables and chairs. If the space is needed for eattvelasses after the meal, volunteers
help the custodian take down tables and chairgraibe, they are left up.

A notebook of past meals is kept in the kitchen iaradzailable for reference.

Revised 2013
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DAUGHTERS OF GRACE MINISTRY

Description: An organization which provides fellsivip and spiritual growth opportunities for
women and girls attending Alexanderwohl; providingals at funerals and other church
events as requested; serving as a liaison betweewestern District Women in Mission
and the women of Alexanderwonhl.

Membership: Any women attending Alexanderwohl.
Meeting Schedule: at least two large group meeteys/ear.

Leadership: Daughters of Grace Ministry Team »fasimore women, serving a three-year
term, with two affirmed by the women of the congatgn in the fall for the following year..

Responsibilities of Leadership Team:
1. Discern new leadership team members and submibioen of the congregation for

affirmation.

Appoint a chairperson and treasurer from the lesdperteam.

Organize large group meetings.

Contact persons for events women are asked tovoévad in.

Coordinate kitchen facility needs with the trustees

Arrange for yearly cleaning of the kitchen

Keep a current inventory of utensils, dishes andpmggent.

Purchase any needed equipment and supplies

. Oversee use of kitchen when rented for activitetsaffiliated with the church.

10. Appoint Bethel College Women's Association Represeres.

11. Appoint Funeral Meal Coordinators.

12.Submit an annual report to the congregation.

13. Annually submit updates to the church office fae aughters of Grace Ministry page
of the Congregational Handbook.

14.Provide leadership for special interest groups.

15. Produce a bi-annual newsletter.

©CoNoORWN

Responsibilities of chairperson:
1. Atwo-year term. Alternates the new term withasurer.
2. Document plans and statistics for programs dsagessist in the planning.
3. Assistin finding women to fill the needed officand committee positions.

Responsibilities of treasurer:

A two-year term. Alternates the new term willaicperson.

Maintain and manage funds owned by the orgabpizat

Assist in the planning process.

Assist in finding women to fill the needed o#firand committee positions.
Provide an annual financial report to the coggtien.

aghnNE

Bethel College Women's Association Representative:
1. Two members, two-year term. One new member gaah
2. Coordinate needs of Bethel College Fall Festiti Alexanderwohl.

4C



Funeral Meals:
1. Two to three members, unspecified term.
2. Solicit food and helpers to serve meals at faiser

Revised June 2010
Reviewed October 2013
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BETHEL COLLEGE WOMEN'S ASSOCIATION REPRESENTATIVE

Description: Serves as the representative frontburch to the Bethel College Women's
Association.

Responsibilities: Coordinates our church's resipdites at Bethel College's annual Fall

Festival, which is primarily selling the New YeaCsokies.
1. Attend meetings held at Bethel College. An aigaional meeting is usually held in

late summer. Attend any other meetings as needed.
2. Contact volunteers to work at Fall Festivallisglthe New Year's Cookies.

3. Train the person who will take your place thiofging year.

Revised 2013
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MENNONITE MEN'S ORGANIZATION

Description: An organization which promotes felkwp and Christian growth of the
Alexanderwohl brotherhood.

Membership: Men and boys of the Alexanderwohl Merite Church.

Officers: President, Vice President, Secretary@$uoeer (Vice president becomes president the
second year.)

Committees: Project/Service, Disaster (Two memiper committee, two-year terms,
serving as chair the second year.)

Responsibilities of officers and committee chairs:
1. Organize programs, projects, and socials fobtbéherhood, which the men and boys
from the church can participate in.
2. Promote Christian growth and fellowship.
3. Organize physical and financial help for the rhers of our congregation who have
experienced adversity through natural disasteisabding injury or iliness.
4. Appoint the MDS Contact person (one person foindefinite term).

Responsibilities of the president:

Call executive officer meetings to take care ofibess.

Arrange for tables and chairs to be put up andtakevn for funerals and other events.
Write report for annual report book.

Annually submit updates to the church office fax Mennonite Men's Organization
page of theCongregational Handbook.

5. Coordinate and facilitate the annual Pancake & &giSupper with the other officers.

PwnhE

Responsibilities of vice-president:
1. Assist the president.
2. Election or discernment of new officers.
3. Assist with Pancake & Sausage Supper.

Responsibilities of Secretary/Treasurer:
1. Collect and disperse monies: checking accounjeprraccount, and MDS account.
2. Write treasurer's report for annual meeting.
3. Take minutes of executive and officer meetings.
4. Assist with Pancake & Sausage Supper.

Responsibilities of committee chairs:
1. Select new members for each committee.
2. Assist in projects as needed.

Revised June, 2010
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MDS CONTACT PERSON

Description: To serve as a contact person fromdhurch. This person's telephone number is
listed with the state MDS coordinator.

Membership: One person, appointed by the Boaidisg§ion and Service for an undefined
term.

Responsibilities:
1. After being contacted by the MDS coordinatofoim the congregation of needs
following a disaster.
2.  Submit updates to the church office for'td®S Contact Person” page of the
Congregational Handbook.

Revised October 2013
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RECEPTION COMMITTEE

Description: The committee shall facilitate thevesg of fellowship meals when called on.

Membership: Up to 12 members, each serving theaesy Two couples are appointed
annually by the Board of Missions and Service.coiple can consist of two single people.

Meeting schedule: As needed.

Officers: Chair and co-chair are selected withia committee. The co-chair becomes chair
the following year.

Responsibilities
1. Plan and serve church fellowship meals when calied
2. Submit an annual report to the congregation.
3. Annually submit updates to the church office fae Reception Committee page of the
Congregational Handbook.

Reviewed June, 2010
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PEACE MINISTRY TEAM

Membership: Six members, each member serving a-year term. Two are appointed
annually by the Board of Mission and Service.

Peace mission based on teaching and the life a§Chr

Meetings: monthly

Responsibilities:

1.

2.

3.

N

Keep the congregation informed of issues as #éheyelevant to the doctrine of non-
violent resistance and peacemaking.

Keep the congregation and the individuals infdron changes of conscription laws as
they become available through various publications.

Give encouragement and assistance to individoaldng a peace witness.

Work together with Peace and Social Concernswittees of the Western District and

Mennonite Church USA where deemed appropriate.

Disperse funds made available to the commitieedanizations with the doctrine of
non-violence, non-resistance and peacemaking sitoitdat of the church.

Submit an annual report to the congregation.

Annually submit updates to the church office fag feace Ministry Team page of the

Congregational Handbook.

Revised June, 2010

46



Et Cetera Shop
Newton, Kansas

The Board of Directors upholds and promotes thesimnisof each store. The board secures and
protects The Et Cetera Shop by monitoring the firedrviability of the shop and sets strategic
direction for its future health.

Membership The board is composed of fourteen members--ame &ach of the supporting
churches. The Board of Mission and Service agp@mmember to represent the
Alexanderwohl Mennonite Church.

Officers Chair and secretary
Meeting scheduteThe Board of Directors meets the second Tuesdapd month.

Description
The Et Cetera Shopis a retail store established for the purposesoigating income to be
contributed to MCC for the purpose of supportingefeand development work programs and is
committed to the US Thrift Shops Principles of Gytiem. We commit ourselves to Christian
Faith in action by:

» Offering a friendly, caring presence in the comnyni

* Volunteering our time and talents

» Receiving and reselling donated items

* Informing the churches and community of the Mente@lentral Committee mission

» Supporting the mission of Mennonite Central Comeaitby generating income

Revised June 2010
Reviewed October 2013
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KANSAS MENNONITE RELIEF SALE CONTACT PERSONS

Membership: Three positions (usually couples).e ©ouple appointed each year by the Board
of Mission and Service for a term of three yeafhe newly appointed couple should be
notified by the first week in September, and repditb the KMRS Secretary, who will send the
information and dates of meetings by the middi©ctober.

Responsibilities:

1.

The incumbent couples need to inform the KMR Sacretary who the newly elected
members are and their address so all informatigarding the sale will be mailed to
them.

Couples should attend all meetings, which ale &tvarious churches in the Mid-
Kansas KMRS sale area. The first meeting is ugtild in November. Then,
beginning in January, monthly meetings are helth wito in March (the first week and
the last week).

Contact persons are responsible for keepinghhbech informed as to the needs of the
Sale and various jobs that have to be filled.

The contact people take all craft and relatexhs made by our church for the sale to
Hutchinson on the Friday of the sale and the bajedis on the day of the sale.

At the first few area meetings bids are takemfrcontact persons to cover various pre-
sale expense items. These bids are made usimgahey allotted in the yearly budget.
Sunday schools or individuals can also contribatiaé pre-sale budget.

Annually submit updates to the church office fae #IMRS Relief Church Liasons
page of theCongregational Handbook.

Revised April 2014
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RELIEF COMMITTEE

Description: To collect material aid and moniesrrthe church community and disburse
them to the proper agencies for MCC relief meahoay and the Crop Canvass.

Membership: Six members or more, each servingegetiiear term. One-third of the
members shall be appointed annually by the BoaMis$ion and Service.

Officers: Chair and secretary.

Meeting schedule: An organizational meeting is Iseldn after the elections. Other
meetings are held to coordinate with the July andust CROP Drive, and the fall Meat
canning.

Responsibilities:

1. CROP Drive: Held in July and August. The chaiemads one or two meetings in
Hillsboro the month before the Crop Drive. Durihgy two members are in the chapel
to accept the envelopes and help fill them ouedded.

2. Meat Canning: An annual meeting is held in Octabddillsboro to determine how
much meat can be bought with the money availabla fihe area churches. The
committee receives a work schedule and prepargmaip sheet for volunteers.

3. CROP Walk: Coordinate this activity with represéints from this community

sponsored event.

Submit an annual report to the congregation.

Annually submit updates to the church office fa ®elief Committee page of the
Congregational Handbook.

S

Revised June, 2010
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ROADSIDE DISPLAY COMMITTEE

Description: Prepares the displays in the histébricadside display case.
Membership: One or two members, appointed as wdegéhe Board of Mission and Service.

Meeting schedule: Annual organizational meetinglém for division of responsibilities and
preparation of displays.

Responsibilities:

1. To design and assemble a factual display in thesida case on the outer church
grounds. The display shall be presented in annizgd, informative and attractive
manner.

2. Information needs to focus on informing touristsl @hurch members about pertinent
information of the Alexanderwohl church. Past tspof a historical nature have
included: Menno Simmons, Czar Alexander I, thexAlederwohl community in Russia,
their immigration to America, Turkey Red Wheatehing, the Alexanderwohl Arch
and church architecture, Alexanderwohl Church &t and mission involvement, and
the current Alexanderwohl brochure.

3. Currently, the roadside display committee is resgaa for the north side of the display
case, and has asked the Mennonite Heritage Museumaittain the south side of the
display case.

4. The displays shall be changed once a year.

5. Annually submit updates to the church office fa toadside Display Committee page
of the Congregational Handbook.

Revised June 2010
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BOARD OF TRUSTEB

Membership:

1.

Five members, each serving three-year terms. @gagjonal treasurer, ex-officio.

2. Two members are affirmed by the congregation atyu&ne member is affirmed in

the year when the congregational treasurer isnadii.

Officers: Chair and secretary, elected at the Déer meeting.

Representative to Council: Chairman of the Trustee

Meeting Schedule: First Wednesday after the fitshday of each month.

Responsibilities: (from the constitution)

1.

No

The Board of Trustees is responsible for the chteeochurch facilities and campus
and the financial resources of the congregatioludticg the development and
implementation of an annual spending plan and educan the area of financial
stewardship.

The chair, secretary, and treasurer shall be a@#tbto sign legal papers for the
congregation.

It shall be in charge of the local spending plad present for consideration and
adoption the spending plan for the ensuing yetreajuarterly business meeting as
designated by the council.

It shall be empowered under the laws of the stasetept and administer legacies and
gifts granted to the Church, to represent the Ghiurall cases of ownership of Church
property, and to hold and convey title to Churcbperty.

It shall provide for the proper cleaning, heatiaggd lighting of the church buildings
and to provide for the proper maintenance and reyaill church property. Where
there are no special resolutions, the board shalsit thinks will be in accordance
with the wishes of the congregation.

It shall be empowered to hire staff as needed tet e needs of the congregation.
The chair and the pastor(s) shall be empoweredaat germission for use of the
church building and equipment according to exispoticies.

The Board of Trustees is responsible for oversagiot communication with committees
and contact persons under their appointment irutbas of personnel, facilities,
finance, and campus. These may include Cemetemn@itee, Landscape Committee,
Transport Maintenance/Scheduler, Audit Committee, Budget Secretary.

Responsibilities of the board:

1.

Budget items. The annual budget will be preseatddle annual meeting or a quarterly
meeting. The timing will be determined by the caun€hroughout the year, any
agenda item requiring congregational approval shbalbrought as a recommendation
to council. If the council agrees, it is broughthe next quarterly business meeting as
new business.

Legal document signatures. The chair and the gref the trustee board and the
congregational treasurer are the legal authoriggthtures. When signatures are
required, any two of the three persons are acckptab
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3. Paid staff positions.

a. When an opening for administrative assistant otoclian occurs, a public
announcement in the bulletin should be publishée. ffustee board shall
determine their compensation.

b. The trustee board will work with the music comnetia determining the salary
of their choir director candidate. If the candidat@pproved by the trustee board,
the trustee board will aid the music committeedawsing the choir director.

c. The trustee board will work with the pastoral seatommittee in determining
the salary of the pastoral candidate. If the caatéits approved by the
congregation, the trustee board will aid the pasteesarch committee in securing
the pastoral candidate.

4. Buildings and grounds.

a. Whenever possible, the trustee board will compdeteeral yard and maintenance
jobs not included in paid staff positions. Chuvdfunteers are solicited for
major tasks. If professional help is needed, therd shall use their judgment in
securing paid help.

b. The trustees oversee the mowing and maintenarnte dfehigh Mennonite
Cemetery.

Responsibilities of the Chair:

Call meetings and set agendas.

Report to council monthly trustee items.

Present trustee agenda items at congregationaingeet

Coordinate the work of volunteer labor.

Sign legal documents for the church in trustee engitt

Submit an annual report to the congregation.

Submit updates to the church office for the Bodrd@irastee page of the
Congregational Handbook annually.

NogArWNME

Responsibilities of the Secretary:
1. Keep minutes of trustee meetings.
2. Assume responsibility for written documents otifan those kept by the church
treasurer regarding finances.
3. Sign legal documents for the church in truste¢ens.

Appointments:
1. Auditing committee - one each year, for a twasyierm
2. Landscape committee - one each year, for a-ffeaeterm
3. Cemetery committee - four each year, for a tearyerm
4. Church van maintenance and scheduler - open term

Trustee policies:
1. Congregation approval is needed on major expenedi or when money from the
surplus fund is needed.
2. Arental agreement on land owned by church thighrenter is required.
3. The chair and the church office staff shall bgewered to grant permission for the use
of the church building and equipment.

Revised March 2010
Reviewed October 2013
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FIRST FRUITS RECORD KEEPER

Membership: Is appointed by the Board of Trusteesfterm of three years.

Responsibilities:

1.

2.

NOo O R

© ®

To receive each first fruits offering from the ushand the offering boxes and deposit
it in the proper bank account after processing.

To record any other first fruits gifts such as #ieaic transfers or other gifts given
directly to the treasurer.

To accurately record each gift by the person(singithe gift.

To accurately record all designated gifts with pheper designation.

To provide the ushers with a receipt for cash twigle an auditable paper trail.
To provide a receipt to the giver for any gift @39 or more.

To send a weekly computer upload of the recordsdahurch treasurer after
processing the offering.

To reconcile the receipts from the treasurer vhthdiving recorded.

To send weekly offering amount to church office.

Revised June 2010
Reviewed October 2013
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AUDITING COMMITTEE

Description: To audit all treasury accounts of ¢bagregation.

Membership: Two members, each serving a two-ygan.t One member is appointed annually
by the Board of Trustees.

Responsibilities of the chair:
1. The 2nd year member will be the chair. The cidlrbe the contact person and
organize the committee.
2. Submit an annual report to the congregation.
3. Annually submit updates to the church offimethe Auditing Committee page of the
Congregational Handbook.

Responsibilities of the committee:
1. Be prepared to audit church financial recordsmhe trustees call for audits. This is

done in November, December and January of eachl fisar.
2. Handle any additional audits required duringytear.

Revised October 2013
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Procedure Guidelines for Auditing the Church Finangal Accounts

Various Committees and Organizations- (around & @aocounts as of this writing) done by one
committee member to each group

Checking Accounts-The beginning of the current yeang audited should start with
the signature or initials in the checkbook of ohéhe last years auditors. Scan the checkbook
reading entries, notations and any memos incluttighom checks were written to and from
where deposits came from. If something seems aelditivestigate further. Check to see that
end of year bank statements match the checkboakdataking into consideration any
outstanding checks or deposits. When everythingsl@mod and matches accordingly initial or
sign the checkbook following the last entry in dmeckbook. This will be the starting point for
next year.

Savings Accounts/Misc. Accounts-Using bank statdgras your main source, check
over the deposits and withdrawals. Feel free tagqasstions as to the sources of deposits and
withdrawals, and encourage all withdrawals to beodéed into the checking account and then
spent accordingly so a paper trail is left, if hetng done this way already.

Annual report-Check over the provided financigda# for the annual report to make
sure the numbers match the balances in the comdsmpaccounts. When accurately recorded
write Audit OK and then sign your name. The secretary then resdiis copy for the annual
report.

The Main Church Books - Usually done with 2 contedtmembers and plan for at least
a 30 minute session with church treasurer. Hawstner explain the process for making
deposits and where they are recorded (how separads are kept in his system) and then have
him/her explain the process for disbursements@htbney. Have treasurer explain the checks
and balances system between the various peopladhdte the money including the head
usher, budget secretary and himself/herself. Askclweck over any other investments or
untypical accounts such as Coop certificates. Whgatisfactory explanation is understood
each committee member should then pick a randora patyvo and go over it in detail as an
additional accountability measure. On the last pEghe statement that is appearing in the
annual report writdudit 0k and have both members sign.

Any questions deemed not answered satisfactoappquestion of action not explained
by any of the treasurers should be reported ttrtistee in charge in a prompt manner and
further explored.

Reviewed October 2013
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CEMETERY COMMITTEE

Membership: eight members, each serving a twodgzar. Four appointed annually by the
Board of Trustees.

Officers: Chair

Responsibilities:

1.

2.

© N

After the chair of the cemetery committee getslbfican the mortician requesting burial,
approval or disapproval is given according to cemepolicy.

Meet with the family if they desire and designat@at for burial with the assistance of the
cemetery historians. Consideration for placeméptais is determined by cemetery
maintenance needs.

Mow and trim cemetery as needed. It is often dwefere a burial. Thorough mowing and
trimming is done before Memorial Day. Extra volest help is required at this time. Mow
the cemetery as needed.

Chair gives approval and helps line up headstoaeephent with assistance of cemetery
historians.

If repair to a headstone is necessary, a relagiasked to make the repairs if possible. If no
relatives are available, committee must assumensspility for repairs.

Appoint a cemetery historian. One person or cotgla five-year term.

Submit an annual report to the congregation.

Annually submit an update to the church office my ahange to the Cemetery Committee
page in theCongregational Handbook.

Reviewed October 2013
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CEMETERY COMMITTEE POLICIES

1. All members and associate members and childreandlunder, are given burial rights free
of charge.

2. Requests for burial and reservations from outdidemiembership need to be approved, as
this is not a public cemetery. Generally requastshonored from those with ties to
Alexanderwohl. The cost for non-members is $30@&0plot paid to the church.

3. In respect to our church’s peace stance, it isesiga that there be no military style
ceremony as part of the graveside service.

4. Vault: A concrete vault or better is required. Gnave will be backfilled with sand to the
point 18 inches below grade. The balance of theegwall be filled with topsoil in a manner
so that the grave is completely covered with sollegvance for settling. No flat surface
vaults or individual mausoleums are allowed.

5. SpacingThe spacing of the plots is as follows. The easttwpacing of rows is 12 feet.
Spacing between the graves is 60 inches, centanter. Each grave is 8 feet long.

6. Foundations: The church will provide the foundatdri8.5” X 60” (single monument) and
18.5” X 120” (double monument) as long as the Busian the section of the cemetery
where the new continuous foundations are placeet€elis a monument permit fee to cover
the cost of the foundation of $100.00 per single@moment and $200.00 per double
monument. The monument company will pay the chtiighfee before the monument can
be set.

7. Location & Reservations: Unless there is a previeggrvation in a family plot or next to a
deceased family member, the location of the graag be selected from the next available
spot in one of the rows of newly constructed camdurs foundations. Reservations for the
spouse next to a burial plot will be allowed, hoeg\t is discouraged to reserve an
adjacent lot if the surviving spouse is less thawy&ars old.

8. The following proposal was approved by Church Cdudane 11' 2007 & revised on April
9™ 2008. “In an effort to improve the cemetery appeae and reduce ongoing
maintenance of the monuments in the cemetery, Aldssavohl! will provide foundations for
new monuments beginning in the southeast portidghetemetery. There is a monument
permit fee to cover the cost of the foundation thiditbe paid by the monument company
before they can set the monument. Families adjdoghts area will be invited to pay for
the monument foundations to be replaced as panistemetery improvement project and
the church will include this as part of this prajéc

Revised June 2010
Reviewed October 2013
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CEMETERY HISTORIAN

Membership: One person or couple, appointed bygdneetery committee for a five-year term.

Responsibilities:

1. Endeavor to become well informed about the cemggits layout, history, and current
usage.

2. Meet with the family if they desire and the céang committee at the time of a death to
determine burial site. Advise committee on appedprand available sites as
necessary. Advise on requests for burial priviseigem outside our membership.
Process transactions from outside our memberskig. cemetery committee makes the
final decision on the above items.

3. Keep cemetery records.

A. Have the church secretary update the reservisibim the computer yearly and
give each committee member a copy.

B. Have the church secretary type names, datebuannal location in record books at
the end of the year. Historian has one book ardbmok is kept in the church
office. Policy changes and transactions shouldduked to the record books yearly.

C. Update the cemetery maps at least yearly. Tdreréour maps available for
committee members.

4. Assist members and visitors in finding graves.

Revised June 2010
Reviewed October 2013
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LANDSCAPE COMMITTEE

Description: The committee is responsible forlikautification of the church grounds.

Membership: Three members, each serving a thraetgem. One is appointed annually by the
Board of Trustees.

Officers: Chair, usually the third-year member.
Meetings: As needed.

Responsibilities:
1. Maintain the tree, shrubs, and plantings witlhrmning, spraying, fertilizing, and
watering as needed.
2. Use the "master plan of the church yard plastimg a guide when new plantings are
donated or purchased.
3. Annually submit updates to the church officetfoe Landscape Committee page of the
Congregational Handbook.

Revised June 2010
Reviewed October 2013
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VAN MINISTRY

Description: The purpose of the church van isravigle outreach opportunities for our
members for travel needs of all ages to a varieplaxes.

The Board of Trustees appoints one person to an gpm to coordinate the ministry of the
church van.

Responsibilities:

arnNE

Schedule use of van.

Schedule maintenance.

The contact person when repairs are needed.

Wash and vacuum vehicle as needed.

Annually submit updates to the church office far #an Ministry Page of the
Congregational Handbook.

Use Policy:

ogakwnE

The church van is available for use for Alexanddrin@hurch sponsored functions.
Gasoline expenses are the responsibility of the use

The van is to be returned with a full tank of géieraeach use.

Keys may be picked up and returned to the churtbeof

All scheduling for the use of the van needs to dxeecthrough the van scheduler.
The van will be scheduled on a first come, firsted basis.

Revised October 2013
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BOARD OF WORSHIP

Description: The Board of Worship and its subcontemsi include those groups and individuals
who either a) plan worship services, or b) nedoetcommunicated with when worship services
are planned.

Membership: The Board of Worship shall consisté Bastoral staff member and six
members discerned by the congregation who willesmwee-year staggered terms. One board
member serves as the Church Council representative.

Meeting schedule: monthly

Responsibilities: (from the constitution)

1. The Board of Worship is responsible for helping the church draw close to God
through vibrant, life-giving worship.

2. The Board of Worshipvill offer vision and education about worship.

3.  The Board of Worshipvill help plan worship services.

4. The Board of Worship is responsible for oversight and communication with
committees and contact persons under their appointment in the areas of music
and worship arts, worship technology, special worship services, ushers and
greeters. These may include Music Committee, Organists, Pianists, Song Leaders,
Choir Directors and Chancel Choir officers, Worship Team, Visual Arts Committee,
Children's Time, Ushers and Greeters, Audio, Multi-Media and Video committees,
and Photo Documentary Ministry.

To achieve these Responsibilities the Board of Worship will:

1. Serve as a sounding board to provide feedback concerning worship events.

2. Help discern the needs of the congregation for special themes and emphasis in our
corporate worship.

3. Learn and teach about worship and its role in congregational life.

4. Provide input towards creating a worship calendar several months in advance.
Compile and distribute the list to the pastors, church administrative assistant,
musicians, Music Committee, and Visual Arts Committee.

5. Encourage variety in worship--special musical presentations, drama, reader's
theatre, Living Prayer (interpretive dance), etc.

6. Assistin planning special "church year" celebrations--Advent, Christmas,
Epiphany, Lent, Easter, Pentecost, etc.

7. Work at involving people of all ages in worship--children, youth, elderly, families,
singles, etc.

8. Facilitate the scheduling of Children’s Story presenters for worship services and
provide ideas for presenters.

9. Delegate greeting assignments to adult Sunday School classes.

10. Facilitate the scheduling of Friday evening programs/activities at Bethesda.

11. Facilitate the planning of church retreats.

12. Collaborate with the Music Committee.

13. Collaborate with the Visual Arts Ministry.
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14. Collaborate with those who manage technology in worship services.

15. Communicate with ushers.

16. Coordinate Sunday School class decorating schedule. Communicate with Sunday
School classes and Visual Arts Committee about Christmas Decorating early in the
year.

17. Submit an annual report to the congregation.

18. Submit annual updates to the church office for the Board of Worship page of the
Congregational Handbook.

Revised December 2013
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MUSIC COMMITTEE

Membership: Three members, each serving threesy&ane is appointed annually by members
of the existing Music Committee and reported toBloard of Worship. The Music Committee
is joined by its advisory members as needed. @hesary members include choir directors,
scheduler of organists, and scheduler of song fteade

Officers: Chair

Responsibilities of Music Committee:

1. Meet three times per year to plan all aspdatsusic in worship services, including
Gathering Music, Organists, Song Leaders, andi8lddasic. Schedules are made in
advance for the months of February-May; June-Sdptenand October-January. When
finalized, the schedule is submitted to the Bodrd/orship.

2. Appoint choir directors, organists, song leadpranists, etc.

3. If the choir director receives a salary, cooate this with the trustees.

4. Communicate and coordinate with the Childrénisistry Team regarding music
programming for midweek season, as well as folGhestmas Eve program. Planning for both
of these usually begins in July.

5. Arrange for church pianos to be tuned oncevaret per year. The Baldwin grand piano in
the sanctuary is tuned twice per year (Decembedand); the upright pianos in the Chapel and
Fellowship Hall are tuned once per year (DecembRecommended piano tuner is JD
Hershberger. The chair of the Music Committee duales the tuning unless otherwise decided
by the committee.

6. Organ tuning and repair is scheduled by Karerubl.

7. The chair of the Music Committee shall submitanual report to the congregation at the
end of the year.

8. Annually submit updates to the church officetfee Music Committee page of the

Congregational Handbook.
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VISUAL ARTS COMMITTEE

Description: The Visual Arts Ministry will coordite and provide visual media to enhance our
worship together, adding both meaning and beauty.

Membership: The Board of Worship discerns and sgppdour members (or number felt
necessary to accomplish the work.). Each membéserve a two-year term with multiple
terms encouraged. The Visual Arts Committee mayide suggestions for new members.

Responsibilities:

1.
2.

8.
9. Light candles or lamp in displays before the wgosdervice, if requested by the pastors

Coordinate and provide visual media to enhancevauship together.

Work as a committee, in coordination with the Boafd&\Vorship and/or pastors.
Special attention is to be devoted to the Advedtlaant seasons. Be available to take
down and reset displays for funerals and weddi#dso, accommodate dance and
groups using the stage.

Provide a display for two Sundays and Thanksgiiag during Thanksgiving season.
Help with coordination of banners for the sanctuary

Provide a list of which committee member is resgdador which Sunday for the
calendar year to the Board of Worship to be digted to appropriate individuals,
committees and the church administrative assistant.

Help place flowers provided by members of the ceggtion. The church
administrative assistant will let the committeegoer designated for that Sunday know if
church members are providing flowers. When appatgrfamilies may be informed of
the colors that will be in the worship display tisainday.

The Visual Arts Committee is responsible for thev&at wreath or display and for
keeping the candles fresh each Sunday during AdvEmeé committee should work with
the Sunday school class decorating the sanctuafyHostmas to coordinate colors and
theme for this display.

Avoid placing decorations on the Bible, the piand ¢he organ.

to do so.

10.Purchase items to make an appropriate display wweers needed are not on hand. The

Board of Worship will help defray Visual Arts exgas (check with the board of
Worship for the budgeted amount.)

11.Maintain the Visual Arts storage room (located edishe infant nursery). This

committee will also maintain the banner closehia tipstairs northeast Sunday school
room.

12.The Visual Arts Committee asks that other individu@ groups in the church wishing

to use items from the Visual Arts storage room &heith a committee member prior to
removing items for other decorating projects/evamtiie church.
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CHRISTMAS DECORATIONS GUIDELINES

Advent and Christmas is a special season at Atsxaohl. One of the things that
make it extra special is the beautiful way our saawy is decorated year after year. The task of
decorating our sanctuary is assigned to variousl®uschool classes and groups as determined
by the Board of Worship. Every year the decoratibave a different and unique flavor, which
reflects the originality of the group and individsidoing the decorating.

Groups have made this a special time of fellowsimg had fun working together on this
project.

Responsibilities:

1. Decorate the sanctuary and lobbies.

2. Decorate the Christmas tree in the sanctuary.

3. In collaboration with the pastors, add figures edahday to the large Nativity scene
often used on the stage during Advent.

4. If the Visual Arts Committee is not using the commaun table for the Advent
wreath/display, the class may place decoratiorthisrtable. (Check with the Visual
Arts Committee about their plans.)

5. Communicate with the custodians about any lighas tleed to be plugged in.

6. Take down decorations, pack them up, and put theeay.aDiscard broken or
nonfunctioning decorations.

7. Add a brief summary of the decorations used forsdeeson, including photographs if
possible, to the Christmas Decorating Notebook¢wigde an ongoing record. Return
the completed notebook to the Board of Worshigdiaiperson for Visual Arts.

Themes:

Consult with the Board of Worship and the Visuals"Committee regarding decorating
ideas. The Board of Worship may have a themectiratid the group decorating. The Board
of Worship may have special requests concerningdranadvent wreath, etc. to help carry out
a chosen theme in our worship events. It mayla¢sa good idea to check with the Christmas
Eve Program Committee to see if they have any aptgm@mes or ideas that could aid in the
decorations. If there is a special theme or reguésey will be made known to those
decorating in plenty of time to plan for decoraton

Resources:

1. There is a good stock and large variety of decmnatto be used. Various groups and
individuals have added to this collection overybars.

2. The Board of Worship makes available a portiont®budget (typically $100) to the
group doing the decorating. (This is often not egioto cover the expenditures that
classes have made for decorations. Classes araraged to cover the balance through
a special collection in their class.)

Schedule:
The rotation of Sunday school classes assigneddordting and their representatives as
of 2013:
2014: Upper Room (Nafzigers)
2015: Seekers & Sojourners (Brian Burkholder, Jakveens)
2016: Upstairs NE (Kim Voth, Tim Goertzen)
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2017: Friends & Followers
2018: Route 15
2019: Upper Room
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USHERS

Description: The ushers shall see that the woeshipre properly greeted and ushered to their
seats, assist in maintaining a spirit of revereara good order in the house of worship, and
supervise the taking of all offerings of the church

Membership: The ushers and the church councirehate the number of ushers. At present,
there are nineteen serving. One-third is appoiatetially by the usher chair person for a
term of three years.

Officers: Chair and vice-chair. The vice-chairves to chair the following year.

Responsibilities:
1. See that the facilities are adequate. Turngtitd and fans, and open windows as
needed.
Greet worshipers, hand out bulletins, seat wpesk.
Collect and count the offering.
Count the number of people attending the worsaipice.
Help with special elections, as needed, byidisting and collecting ballots, and/or
serving as the tellers committee.

abkwn

Responsibilities of the chair:

Make the rotation schedule for the ushers.

Get substitutes for absent ushers.

Turn offering money over to the Deacon's treasurer.

Give the attendance to the church secretary.

Call an organizational meeting at year's end tote@eice-chair for the coming year.
Annually submit updates to the church office fa thsher Page of tHeéongregational
Handbook.

Find replacements for outgoing ushers for the geat.

Find replacements for outgoing funeral ushersHerrtext year.

ogkrwnE

© N
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FUNERAL USHERS

Membership: There are 6 funeral ushers servirggtyear terms.

Officer: Funeral usher chair
1. The usher chair appoints new funeral ushers t@cephe outgoing ones.

Responsibilities of funeral ushers:
1. Three ushers serve at a funeral. The chaiactsithose available to help as needed.
2. Greet and seat attendees.
3. Facilitate seating for the meal in the fellovshall, reserving places for the family.

Revised June 2010
Reviewed December 2013
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HELPS FOR GREETERS

Thanks for agreeing to serve as a greeter on Sundaying! The purpose for greeting each
other is two-fold: to extend a warm welcome to gsi@sd to enhance the spirit of friendship
and community between members of the Alexandenablich family.

Suggestions for greeters:

1. Reach out or move forward to extend greetings teqms entering the lobby -- rather
than standing still and waiting for them to come&do to be greeted.

2. Be sure to open doors for persons carrying childrdmeavy loads, for small children or
older adults who might have difficulty opening theor, or in weather conditions like
rain or brisk wind.

3. Offer a friendly greeting and a firm handshakeiftglcare not to crush arthritic hands,
however). Greet individuals by name whenever [pbssi

4. Offer assistance to visitors: point out where tloeshkip service will be located, where
coats can be hung, the location of the restrodmesavailability of nursery supervision
and Children's Church as options for parents ofigathildren.

5. Help visitors locate appropriate Sunday schoolsgdady having one greeter take guests
down to the Sunday school office and introduce thethe superintendents who can
assist them in selecting a class and locating éstimg room.

The way in which we are greeted as we enter chigrah important part of how we feel about
our church family. Thanks for giving these suggestiyour consideration.

* * *

Greeters need to be stationed at the North anchSoaiin entrances by 9:00 a.m. and again by
10:10 between Sunday school and worship service.
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AUDIO/TAPE COMMITTEE

Membership: Individuals appointed for an indertiérm by the Board of Worship.
Officers: Chair
Meeting Schedule: As needed.

Responsibilities:

1. To operate the sound system for worship serviaegjrams, weddings, funerals, and
other special events.

2. The person listed is responsible to open the syatahrun sound for the morning. They
are also in charge of the spotlights and raisimggling the screen for power point.

3. To produce a back-up audio copy of Sunday morniagship services, programs,
weddings, and funerals for the church (in the eveaitthe DVD video recording is non-
functional) or individual copies as requested bynbers/community. (Note that these
audiotapes are no longer routinely kept in the chlibrary/archives.)

4. Torecommend sound system maintenance, repaie@ungment needs to the Trustee
Board.

Responsibilities of the Chair:
1. To develop the staffing schedule for Sunday moriing the following week.

2. Annually submit updates to the church office fax #hudio/Tape Committee page of the
Congregational Handbook.

Revised December 2013
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VIDEO COMMITTEE

Membership: Individuals appointed for an indertiérm by the Board of Worship.
Officers: Chair
Meeting Schedule: As needed.

Responsibilities:

1. To operate the video system for worship servicesgnams, weddings, funerals, and
other special events as requested.

2. The person listed is responsible to set up theesysind videotape the service, etc.

3. To produce video copies of Sunday morning worshipises, programs, weddings, and
funerals for the church library/archives and indual copies as requested by
members/community.

4. Only current and previous committee members shauidhe system.

Responsibilities of the Chair:
1. To develop the staffing schedule for Sunday moriing the following week.

2. Annually submit updates to the church office fax #hudio/Tape Committee page of the
Congregational Handbook.
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MULTI-MEDIA COMMITTEE

Membership: Individuals appointed for an indefirtéem by the Board of Worship.
Officers: Chair
Meeting Schedule: As needed.

Responsibilities:

1. To operate the multi-media equipment for worshiwises, programs, weddings,
funerals, and other special events.

2. Check with the office prior to the above occasitmanticipate multi-media needs.

3. The technician listed is responsible for settingand disassembling the multi-media
system and operate the system for the Sunday savvievent. They are responsible for
other events during the remainder of the week qsasted by the office or pastoral
staff.

4. Work with the Audio/Tape Committee to coordinateliauneeds for the multi-media
presentation.

5. To recommend system maintenance, repair and eqotpmeds to the Board of
Trustees.

Responsibilities of the Chair:
1. To develop a staffing schedule for Sunday morniogsiwip and the remainder of the
week.
2. Annually submit updates to the church office fag Multi-Media Committee page of
the Congregational Handbook.
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PHOTO DOCUMENTARY COMMITTEE

Description: To maintain photo documentary recarfdactivities related to Alexanderwohl
Mennonite Church.

Membership: Three members, each serving three yappointed by the Board of Worship. A
new member is appointed annually.

Meeting schedule: As needed.

Responsibilities: To provide pictures in a digiaimat. These pictures will be organized into
files for each church board, with folders in eadd fior the various committees that are a part of
each board. Photo documentary committee membersngdnize and upload the photos to
SkyDrive, an online cloud service. Photos are tofleaded in a timely manner (every 1-2
weeks) in an effort to keep our church website @thér publications current. The church office
will retrieve photos from SkyDrive to place on ttteurch website, to use on Sunday mornings,
and for church publication purposes. The admirtisgaassistant will also save the photos to a
hard drive on a periodic basis. The pictures atgetof church activities and events of church
interest. Only submit high quality photos. Be selecand careful to authentically and
respectfully represent the people of Alexanderwohl.
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GIFTS FACILITATING

Membership:

1. Committee shall consist of five members, witle ontwo selected annually by the
congregation, through the gift discernment prockssa three-year term.

2. Committee members shall choose their own cmaivally. They shall only make
decisions at meetings with no less than threeefitte members in attendance.

3. Members are not eligible to serve for more thvam consecutive terms.

Responsibilities:

1. To lead and coordinate the Gifts Discernment protest will discern the spiritual
gifts, abilities and talents of the Alexanderwobhgregation.

2. Actively work with boards/committees to seek andemage individuals from the
congregation to use their gifts in the various stimes of the Church.

3. Maintain current confidential informational data ke spiritual gifts, abilities,
interests, and talents of the congregation.

4. Work with the Pastors/Boards/Committees:

. to arrange for preaching on spiritual gifts peroadly.

. to suggest materials to be used in studying spirgifts.

. in facilitating the discernment process .

5. Prepare the affirmation slate for positions on Bisaand Gift Discernment Committee.

6. Affirm and encourage individuals to use their gpail gifts, abilities and talents for the
church.

7. Annually submit updates to the church office fag Gifts Discernment page of the
Congregational Handbook.

8. Recommended meeting as needed. See attachednéme |
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GIFT DISCERNMENT PROCESS
Timeline of Process
Annual Discernment Cycle

January through May

* Encourage congregation to explore emphasis on Bpiyt or spiritual gifts.
* May be an emphasis with special speakers or Sudagol class studies.
» Gather information on the gifts of individuals lmetcongregation and compile information.

By end of August

* Meet with Boards and determine vacancies for tHeviitng year Discern list of persons
from Boards for Board vacancies.

September

» Congregation discerns list of persons for Boarchnaies.

October

* Meet with Boards to combine list and Congregatidisal Discern with Board those
individuals to contact for their willingness to geron Boards.

» Support Boards as they contact called individuaigteir willingness to serve on Boards.

November

» Committee compiles slate of called people willingérve on Boards.
» Congregation affirms called individuals to Boardpions.

January 1

» All newly affirmed members take offices.
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