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Introduction To St. Luke’s 
St. Luke’s Mission Statement

Guided by the spirit of God, St. Luke’s is an inclusive community of faith, seeking to meet people where they are, growing together toward full humanity, through living the teachings of Christ:  Love, Acceptance, Justice, and Hope.

About St. Luke’s 

St. Luke’s is a vibrant and growing suburban church located in Highlands Ranch, Colorado.  It has a clearly defined mission and purpose in the community.  It recently completed the last of three phases of construction and is now ready to grow its programs and mission. 

Its membership extends over 1200 members (adding approximately 175 a year).  With constituents our congregation increases to approximately 1,800.  There are over 600 children and youth.  We currently hold three worship services on Sunday (Easter attendance was over 2300).  

Approximately one-third of the congregation has a Catholic background; one-third Protestant heritage; and one-third have no religious tradition.  In addition there are those with Jewish and Muslim traditions.  Increasingly diverse, the mean age of members is mid-thirties.  There are fourteen full-time or part-time staff members, in addition to numerous active lay leaders and volunteers.

Core Values

Our vision has developed an effective, organic structure which emphasizes ministry teams organized around the core values of being:
Invitational, Relational and Missional

We believe that all people are part of the family of God, thus one invitation is “Whoever you are, wherever you are in your life, there is a place for you here”. We are meant to meet each person where they are. The second invitation is to growth. Being Invitational means taking seriously faith development and encouraging one another to embrace life with all its joys and difficulties. This invitation to authentic discipleship also means critical reflection on whatever life issues may confront a person. 

We believe that we were made for relationship with God, with ourselves and with others. Relational means our lives are not merely lived but are to be shared. We express this at St. Luke’s by connecting one another through Christian education, support, fellowship, recreation and in small groups. Our connectedness encompasses the “neighbor” next to us, across town and around the world.  A central part of the relational commitment is “small groups” and ministry teams.  The relational spirit animates everything else.  
We believe that our faith helps us move beyond “me” and centers us on giving back to life, and working together for something greater than ourselves. This is an unavoidable commitment to all people. Being Missional means a radical hope for God’s people and addressing issues of justice at all levels. The missional dimension means a commitment to all people.  It is more than giving a turkey at Thanksgiving, but pushing our boundaries of experience, working together and addressing issues of justice at a social-structural as well as personal level.  St. Luke’s is involved locally as well as being personally involved areas around the country and across the world as far away as Zimbabwe and Cambodia.  
Being Invitational, Relational and Missional is central for us to grow in our vision. These values do not stand-alone. If lived authentically, each one contains all the others
An Invitation to St. Luke’s 

St. Luke's United Methodist Church invites you to find new life through Jesus Christ. Engage your heart and mind within a community of faith that seeks to integrate scripture, tradition, reason and experience. Wherever you are in your life, you will be accepted and encouraged to grow spiritually, live relationally and walk in mission as you discover the connections between your daily life and your faith. Join us in growing together toward full humanity through living the teachings of Christ: Love, Acceptance, Justice and Hope. 

St. Luke’s Organization
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Organizational Role Decriptions

Description of Executive Board
Composed of: 

Chairperson selected by Nominations Committee

2 Pastors

1 Staff Member

3 Leaders of Finance, Trustees & SPRC

2 Lay Leaders

1 Vision Team Member

3 Members of Ministry Council

Executive Board Charter:
· Responsible for overall fiscal management of church budgets and expenditures

· Oversees the non-profit organizational administration

· Responsible for church level policy management

· Maintains and coordinates conference communications and relations

· Oversees staffing and other responsibilities that are required to “keep the doors open” in cooperation with staff and SPRC.

· Promotes core values of I.R.M.

Description of Ministry Council
Composed of: 
· Chairperson selected by Nominations Committee

· 6 Ministry Team Advocates

· 1 Lay Leader

· 1+ Staff as needed to support the agenda

· Appoints 3 members to attend Executive Board Meetings

Ministry Council Charter:
· Plans church conference

· Communicates small group activities to the Executive Board with focus on new programs

· Shares lessons learned, and success stories

· Assists Ministry Teams with their concerns, resources, requests for sponsorship, and guidance

· Facilitates direct communication between Ministry Teams and Small Groups

· Encourages and facilitates collaboration between Ministry Teams and Small Groups especially in event and program planning

· Assists with budget process

Vision Team
Composed of: 
· Members are recommended by the pastors, staff, & congregation 

· Selected by Senior Pastor and Nominations Committee

Vision Team Charter:

· The Vision Team is responsible for strategic planning 

· Cooperative effort with Pastors, Staff and Members

· Guided by Mission, Vision and Core Values

· Sends representative to Executive Board meetings

Ministry Teams


Advocate Description and Duties
· Coordinates Ministry Team meetings in their area of responsibility

· Communicates Ministry Team Level issues, topics and agendas to the small group leaders

· Coordinates staff involvement with Small Group Leaders

· Recommended, but not required, that the Advocate not be a member of Small Group Leader

· Attends (or selects representative to) Ministry Council meetings

· Promotes Vision, Mission and Core Values within the Ministry Team

· Communicates leadership training opportunities to Small Group Leaders

· Nominated by the Nominations Committee


Ministry Team Member Description and Duties

· The members of the Standing Team (core team) will each be responsible for groups of the small groups.

· They will coordinate communications among all team members.

· They will coordinate and be responsible for follow-up with budgeting within their small groups.

· They will coordinate planning with the other team members.

· They will facilitate support to their small group leaders.

· They will coach the small group leaders to start looking for another leader to begin mentoring.

· Assigned once a year with coordination from Advocates and the small group leaders on their team.

· Responsible to small group leaders and Advocates.

Small Group Team Leaders

· Leads the group in determining their purpose, priorities and group values and making sure the group upholds church values.

· Leads in finding ways for group members to stay connected and support each other, with follow up phone calls if someone is absent or any other appropriate ways.
· Coordinates the ministry of their small group.
· Facilitates communication between small group team members.
· Develops budget for the team.
· Coordinates programs, projects and other ministry ideas with other Small Groups via the Ministry Council and Staff.
· Meet with members as often as the group feels is necessary.

· Prepare for meetings by:

· Arranging for a place to meet.
· Preparing a written agenda.
· Planning a time for spiritual connection at the beginning and end of each group.  For example, a group prayer, reading of a bible passage or sharing current concerns or joys of group members.

· Arranging for any special circumstances needed by the group—special rooms. Kitchen trained people, fundraising logistics etc.

· Arranging for any special curriculum

· Communicating to group members meeting times and agenda in advance.
· Additional suggestions to assist Leaders:

· Responsible for always placing an "open chair" in their groups, literally, for each meeting. This is for any potential new participants to use and to remind the group to encourage others to join. If the group needs to be closed to new participants because it is a time limited class and others wish to join, a new group should be established.

· Remain alert for signs that a group is getting too large and an apprentice might need to start a new group, or advise their Ministry Team that they need help in starting a new group.

· Identify and train a person to be an apprentice in case he or she must step down, move or is unable to fulfill their duties for a short period of time.

· Encouraged to participate in the Leadership Training Classes to be held several times during the year, in order to learn new skills or sharpen existing skills.

Ministry Development Team

Composed of: 

· Advocate

· Representative(s) to the Ministry Council

· Facilitator 

· Leaders from each of the small groups

Ministry Development Team Charter:
· Provides support to other ministry teams and small groups

· Assists in launching of new small groups in conjunction with the Ministry Council
· Nominations Committee*
· Leadership Development Team

· Conducts Discernment Workshops

· Helps coordinate “Next Step” new members classes

· Communicates new small group activities and successes to the congregation

· Stewardship (time & talent)
· New Ideas Incubation and Sponsorship
· Develop a system and process for keeping people connected to the church, reconnecting those who drifted away, and a system to keep people connected to the small groups.
· Support to Ministry Teams
* The Nominations Committee is elected by and reports to the Church Conference with day-to-day operations coordinated within the Ministry Development Team.  Develop leadership rotation guidelines for the Ministry Teams and Ministry Council to change their leadership periodically.

Missions Ministry Team

Composed of: 

· Advocate

· Representative(s) to the Ministry Council

· Facilitator 

· Staff member

· Leaders from each of the small groups

Missions Ministry Team Charter:
· Responsible for mission initiatives and projects at the church

· Creates and administers Missions Team budget

· Assists staff and Finance Team in administering Benevolence Fund

· Caring Connection

· UMW Missions Projects

· Benevolence Fund

· Adult Mission Projects

· Youth Mission Projects

· Family Mission Projects

· Children’s Mission Projects

· Pumpkin Patch

Education Ministry Team

Composed of: 

· Advocate

· Representative to the Ministry Council

· Facilitator

· Staff members as needed

· Leaders from each small group

Education Ministry Team Charter:
· Assists staff and small group leaders in creating and implementing teaching methods, curriculum and procedures that support the church’s Mission, Vision, Core Values and other spiritual principles

· Resolves conflicts, promotes collaboration and receives input from the congregation and staff regarding education, class content and curriculum issues

· Cooperates with staff and other members of the congregation in creating and implementing teacher training

· Assists in recruiting Sunday School Teachers

· Coordinates the selection and use of educational resources, supplies and the resource library

· Sunday School Oversight Staff
· Children’s Sunday School

· Little School

· Youth Sunday School

· Adult Sunday School

· Adult Education Committee

· Nursery Leaders

· Confirmation Leaders

· Disciple Class Leaders

· Methodism Class

· Baptism Class Leaders

· Bible Study Class Leaders

· Curriculum Library

· Teacher & Class Leader Training

· Communicate all education activities and stories to the St. Luke’s congregation.

Worship Ministry Team

Composed of: 

· Advocate

· Representative to the Ministry Council

· Facilitator

· Staff members as needed

· Leaders from each small group

· 2 At-Large Members from congregation
Worship Ministry Team Charter:

· Coordination of worship activities

· Makes recommendations for improving the worship experience

· Creates and manages process for receiving feedback from the congregation regarding the worship experiences at St. Luke’s

	· Adult Choirs

· Youth Choirs

· Children’s Choirs

· Sonrise Band

· Big Band

· Woodwinds

· Orchestra

· Bell Choirs

· Drama Ministry


	· Children’s Musical

· Media

· Acolytes

· Alter Guild

· Greeters

· Ushers

· Bread Bakers

· Worship Planning Team




Operations Ministry Team

Composed of: 

· Advocate

· Representative to the Ministry Council

· Facilitator

· Staff members as needed

· Leaders from each small group

Operations Ministry Team Charter:
· Responsible for overall support of day-to-day activities at the church

· Provides oversight of church resources

· Promotes communication within the church and with the surrounding community

· Communications Team

· Chronicle Newsletter

· Web Page

· Grocery Certificate Program

· Wedding Team

· Funeral Team

· Hospitality Team

· Kitchen Team

· Trustees

· Building Use and room booking

· Wednesday Night Live Program

Fellowship & Support Ministry Team

Composed of: 

· Advocate

· Representative to the Ministry Council

· Facilitator

· Staff members as needed

· Leaders from each small group

Fellowship & Support Ministry Team Charter:

· Resource scheduling, fund-raising and calendar coordination between small groups

· Encourage fellowship and support programs that encourage congregation to get connected and stay connected with the church 
· Communicate all Fellowship & Support activities and stories to the St. Luke’s congregation.
	· UMW Board

· UMW Circles

· UMM Board

· UMM Groups

· SLY & Youth Council

· Church Wide Ministries

· Socials and Dinners


	· Parents of Teens group

· Special Needs small group

· Home Improvement group

· Current Issues group

· Bowling

· Bridge

· Family Camp




St. Luke’s Staff Structure
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Staff Positions and Responsibilities

Senior Pastor

· Primary responsibility for worship, preaching and teaching

· Enhances spiritual life of the congregation

· Pastoral care and counseling to the congregation

· Provides strategic leadership in alignment with St. Luke’s Vision, Mission and Core Values

· Supervises ordained staff
· Reports To District Superintendent
· Full-time position
Associate Pastor(s)
· Participates in  worship, preaching and teaching

· Enhances spiritual life of the congregation

· Pastoral care and counseling to the congregation

· Helps provide strategic leadership in alignment with St. Luke’s Vision, Mission and Core Values

· Assists in implementing and coordinating small groups and programs

· Works with Adult Education Team to promote and enhance adult education at St. Luke’s
· Supervised by Senior Pastor

· Part-time position

Missionary–In–Residence

· Participates in  worship, preaching and teaching

· Enhances spiritual life of the congregation

· Assists in implementing and coordinating small groups and programs

· Works with Missions Team to promote and enhance local and world-wide mission work

· Supervised by Senior Pastor

· Part-time position

Support Staff Positions and Responsibilities
Executive Administrator
· Responsible for overall coordination in management of all non-ministerial staff, volunteers and financial matters

· Manage, guide and support non-ordained paid staff

· Establish, implement and maintain church calendar

· Assist staff in visioning, designing, implementing and evaluating new programs

· Oversee church budget, purchasing and other financial matters in coordination with Finance Team

· Stimulate and coordinate promotional efforts to communicate St. Luke’s vision and ministries to the community

· Foster communication between ministers, other staff and the congregation

· Manage church records

· Manage facility and equipment use in cooperation with Trustees

· Organize staff and church retreats, conferences and holiday activities

· Reports To Senior Pastor 

· Full-time position

Children’s Ministry

· Responsible for Children’s Ministries and Little School

· Recruiting and training of Children’s Sunday School teachers

· Coordinates programs for children with other staff, congregation and Little School

· Prepares activities for special events such as Easter, Christmas and summer programs

· Supervises Nursery Coordinator and Nursery program

· Participates in Children’s Ministry Team meetings

· Reports To Executive Administrator

· Full-time position

Director of Youth Ministries
· Guide and nurture a foundation of faith to youth grades 6 - 12 by: 

· Helping them develop a relationship with God and Jesus Christ

· Nurturing their growth in faith as they mature into young adults

· Walking with them on their faith journey.

· Incorporate church vision throughout a well balanced youth program

· Generate, organize and lead youth activities for Jr. and Sr. High youth

· mission trips and projects

· small group activities

· social events

· Sunday School/Bible study

· Confirmation class

· Propose and direct methods of outreach to community (youth and others)

· Recruit and provide training for adult youth sponsors and teachers, including curriculum selection

· Implement and coordinate youth participation in church wide activities, including worship, music, and drama

· Guide and strengthen leadership skills through monthly youth council meetings

· Attend and participate in staff and ministry meetings 

· Work as a team with staff, Education and Support/Fellowship Ministry teams for whole church ministry family

· Communicate and strategize activities and needs with other staff and the congregation through appropriate church meetings, church bulletin and newsletter

· Provide pastoral care to youth and families as needed

· Plan, lead, and coordinate several youth retreats annually

· Ensure maintenance of the youth phone line and web page with volunteer and youth help

· Create, direct and assist with fund raising efforts

· Assist with hiring and provide supervision of part time youth leader

· Develop and maintain opportunities for parent support

· Assist in development of creative young adult ministry

· Reports To Executive Administrator

· Full-time position

Associate Director of Youth Ministries
· Minister to youth in grades 6-12 with primary responsibility for the Sr. High program (9th-12th grades)

· Nurture young people’s faith as they develop their relationship with God and Jesus Christ

· Cultivate personal relationships with youth, promote fellowship and participation in mission and service

· Create and implement youth activities and retreats

· Recruit and train adult youth sponsors and teachers

· Provide pastoral care to youth and families

· Community outreach to youth and families

· Reports To Executive Administrator

· Full-time position

Ministry Development

· Leads Care & Assimilation

· Tracks visitor, constituent, member attendance

· Tracks individuals contributions of time and talents

· Provides consultation for gift/ministry matching

· Coordinates and develops small groups

· Prepares assimilation communications and invitations

· Tracks and analyzes attendance

· Maintains membership database

· Prepares yearend membership and Ministry Development reports

· Follows up with connections with individuals and ministry leaders

· Leads Next Step program

· Responsible for Chronicle updates with new members and Ministry Development

· Keeps communication lines open for all members and constituents

· Attends staff meetings

· Attends Ministry Development Team meetings

· Communicates new ministry ideas or needs to MDT for awareness and creation

· Assists in identifying ministry opportunities

· Publishes Ministry Fair Times

· Responsible for MDT and Care & Assimilation budgets

· Assists nominations as needed
· Reports To Executive Administrator
· Full-time position

Music Ministry

· Manages overall music program at St. Luke’s

· Participates in ensembles and music programs

· Responsible for church music budget and purchasing

· Maintains performance schedules for music groups

· Performs at worship services

· Facilitates communication between music ministry teams

· Participates in worship team and worship planning

· Reports To Executive Administrator

· Part-time position

Associate Director Of Music Ministries

· Assists Director Of Music Ministries in management of music program at St. Luke’s

· Participates in ensembles and music programs

· Accompanist

· Performs at worship services

· Reports To Director Of Music Ministries

· Part-time position

Office Secretary

· Responsible for office budget and supplies

· Maintains church building use schedule and books reservations

· Maintains church calendar

· Schedules use of office equipment by members of congregation

· Assists with communication between Prayer Chain, Caring Connection, and other small groups

· Prepares announcements and Sunday Bulletins

· Assists with Chronicle mailing

· Assists Senior Pastor with confidential church conference matters

· Reports To Executive Administrator

· Full-time position

Financial Secretary

· Responsible for accounting, reporting, oversight and management of pledges and other contributions to St. Luke’s

· Supervises volunteer count team

· Reports weekly cash receipts, makes bank deposits and handles cash receipts from church events

· Posts contributions to pledge database

· Produces periodic statements of giving to members and constituents

· Creates reports as needed by Executive Administrator and church leaders

· Handles and resolves questions from members and constituents relating to their contributions and pledges

· Reports To Executive Administrator

· Part-time position

Treasurer

· Responsible for disbursement of church funds

· Maintains financial database

· Participates in Finance Team meetings

· Prepares Financial Statements

· Administers church business and investment accounts

· Provides budget reports to staff and Ministry Teams

· Reports To Executive Administrator

· Part-time position

Director of St. Luke’s Little School
· Manages Little School teachers

· Responsible for recruiting, hiring and training of Little School teachers

· Develop curriculum in coordination with Children’s Ministries 

· Creates a nurturing and safe environment for students in compliance with all state guidelines for pre-schools

· Responsible for promoting Little School within St. Luke’s and the surrounding community

· Oversight of purchasing and budget

· Reports To Director of Children’s Ministries and Little School Board of Directors

· Full-time position

Nursery Coordinator
· Manages staff of nursery care givers

· Recruits and trains nursery staff

· Responsible for creating a safe and nurturing environment for our children

· Maintains nursery supplies, equipment and toys

· Attends Children’s Ministry Team meetings

· Reports To Director of Children’s Ministries

· Part-time position

St. Luke’s Administrative Handbook

Our staff has an Administrative Handbook containing our human resources policies. This document is the responsibility of the Staff Parish Relations Team and is updated as needed each year. The purpose of the handbook is to provide a convenient and helpful source of information about important personnel guidelines, benefits and staff member services at St. Luke’s. Copies are available for review by contacting the chairperson of the Staff Parish Relations Team or the Executive Administrator. 

LIMITED SIZED COMMITTEES
Those limited in size by church discipline

*indicates team lead

Trustees

Class of 2003               
Class of 2004        
Class of 2005


 Dennis Rodriguez
Brian Sorsby       
* Ken Fong



 Sandi Miyaki              
Dan Raap              
Joyce Carnes


 Randy Dunn             
Doug Rowley        
Ken Decker 

SPRC

Class of 2003               
Class of 2004          
Class of 2005

Caroline Merchant      
Sean McCurdy         
Angela Chaplin               

David Necker             
David Bebell            


David Murrow            
Connie Shoemaker

Nominations

Class of 2003            
Class of 2004              

Class of 2005

Tiffany Crouse            
Laura Boon

Nita Dunn                   
Sherry Merrill




Dave Cupp                  
Dave Murrow                

Lay Leaders

Dave Cupp

Monty Hoffman

Pam Rowley

Finance Team

*John Merchant

Michael Ramsett

Carson Mallory

Matt Henry

Tammy Heister, Church Financial Secretary

Carole Sue Woodrich, Church Treasurer

Steve Riley, Executive Administrator

Trustees
· Elected by the Charge Conference

· Responsible for the legal affairs of the church

· Develops plan for facility upkeep and maintenance

· Secures property and liability insurance

· Submits budget request for facility related expenses such as: mortgage, repairs, improvements, expansion projects

· Oversees contracts and volunteer workers doing repairs and improvements to the facility

· Receives bequests, grants, and trusts made to the church subject to the direction of the Charge Conference

· Establishes and administers Building Use Policy

Anyone who needs repairs or changes made to the physical facilities should fill out a Trustees Work Order, completely, including their name. The blank forms may be found in the "TRUSTEES WORK ORDERS" folder and they may be submitted by putting them in the same folder.   A Work Order Form can also be found in the How May a Group Use the Church Property section.
Staff-Parish Relations Committee (SPRC)

· Elected by the Charge Conference

· Confers with Pastors and Staff regarding their effectiveness in ministry and conditions within the congregation

· Provides feedback from the congregation to Pastors and Staff

· Develops and approves job descriptions for Pastors and Staff

· Performs or oversees annual performance evaluations of Pastors and Staff

· Creates annual payroll and benefit budget

· Consults with Pastors and Staff concerning continuing education, spiritual renewal and professional growth needs

· Enlist, interview, evaluate, review and recommend lay preachers and persons for candidacy for the ordained ministry

· Recommends to the Executive Board the appointed pastor, professional and other staff positions needed to carry out the ministry of the church

Nominations Team:

· In 2000 Discipline, now titled the “Committee On Lay Leadership”

· Elected by Charge Conference

· Members of the local church

· Identify, develop, deploy, evaluate, and monitor Christian spiritual leadership for the local congregation.

· Advises the Ministry Council on matters regarding the leadership (other than employed staff) of the congregation.

· Recommends to the charge conference, at the annual session, the names of people to serve as officers and leaders of designated ministries of the local church.

· Limited to not more than 9 persons in addition to the pastor and lay leader. Should include at least one young adult. One member may be a youth.

· The pastor is the chairperson.

· Three classes serving three year terms in one year succession.

Lay Leaders

· Elected by Charge Conference 

· Primary lay representatives of the laity in the local church 

· Foster awareness of the role of laity within the congregation 

· Meets regularly with pastors to discuss the state of the church and the needs for ministry 

· Membership in the charge conference and the church council, the Finance Team and the committee on lay leadership where, along with the pastors, the lay leaders serve as an interpreter of the actions and programs of the annual conference and the general Church. 

· Attend Annual Conference as representatives of the local church 

Finance Team

· Elected by the Charge Conference

· Coordinates and recommends annual church budget to Executive Board

· Works with Stewardship Team to develop and implement plans that will raise sufficient funds to meet church budget

· Administers funds in accordance with church financial policy with oversight from Executive Board

· Assisted by the Executive Administrator, Church Treasurer and Financial Secretary

· Prepares periodic financial reports to the Executive Board

· Reviews and recommends mid-year changes in church budget to the Executive Board 
Budgeting

Methods for Obtaining Funds:  How Does My Group Get Money?

There are several ways for a group to get the money they need for the works they want to contribute to St. Luke’s.  They are:

1. Have a Fundraising event.


Get a Fundraising Form from the Office and follow the directions.  This process can take approximately 2-4 weeks to complete.  If the group holding the fundraiser is a non-profit group and the fundraiser benefits a non-profit group, approval will be granted right away.
   You may submit the funds for counting and deposit to the Finance Secretary by placing them in an envelope and making arrangements to access the safe after the event by contacting the Finance Secretary. For reimbursement of your expenses from the proceeds of the fundraiser, submit a Payment Support form to the Treasurer via her box in the office.  The Finance Secretary will provide an accounting of funds deposited in your group’s name to the head of your group.  You may then designate where to hold the balance of the funds or where to send them by filling out a Payment Support Form and submitting it to the Treasurer.  You will find a copy of the Payment Support Form at the end of this section.

2. Preplan your needs and submit them to the budget process required by your team.  Budgeting should be done only for expenses that will not be covered in other ways.  Some of these ways include fundraising, good will offerings or donations by team members.
     Budgeting will filling out the budget form found in this section and will require meeting with your Ministry Team (Operations Ministry, Education Ministry etc) to negotiate your needs through the setting of Ministry Team Budgets.  Budgets are completed once a year and are agreed upon by the entire congregation at Charge Conference in February or March.  Once your budget is adopted, you may spend the money by submitting a Payment Support Form to the Treasurer.  The Treasurer will then get the proper person to okay your request (the person who supervises the budgeting process for your team) and will send you a check.  


You may request funds in advance of your purchase, or you may submit receipts for reimbursement.  If you would like to donate your purchases to St. Luke’s and receive donation credit on your Contribution Statement, you can submit your receipts with a note to the Finance Secretary via the box outside her office, who will send you an Acknowledgement of Non Cash Donation letter.

3. Go to the leader of a group that has an existing budget and request funds from them.  As each Ministry Team has a preset budget each year, this may be very difficult.  Those responsible for budget line items are listed on the next page.  Remember that the budget for each Team has been approved at the Charge Conference by the entire body of St. Luke’s and reflects the church congregation priorities.  

 Methods for Obtaining Funds:    How Does My Group Get Money? (Cont)
4. Have a Fundraising event.


Get a Fundraising Form from the Office and follow the directions.  This process can take approximately 2-4 weeks to complete.  If the group holding the fundraiser is a non-profit group and the fundraiser benefits a non-profit group, approval will be granted right away.
   You may submit the funds for counting and deposit to the Finance Secretary by placing them in an envelope and making arrangements to access the safe after the event by contacting the Finance Secretary. For reimbursement of your expenses from the proceeds of the fundraiser, submit a Payment Support form to the Treasurer via her box in the office.  The Finance Secretary will provide an accounting of funds deposited in your group’s name to the head of your group.  You may then designate where to hold the balance of the funds or where to send them by filling out a Payment Support Form and submitting it to the Treasurer.  You will find a copy of the Payment Support Form at the end of this section.

5. Preplan your needs and submit them to the budget process required by your team.  Budgeting should be done only for expenses that will not be covered in other ways.  Some of these ways include fundraising, good will offerings or donations by team members.
     Budgeting will filling out the budget form found in this section and will require meeting with your Ministry Team (Operations Ministry, Education Ministry etc) to negotiate your needs through the setting of Ministry Team Budgets.  Budgets are completed once a year and are agreed upon by the entire congregation at Charge Conference in February or March.  Once your budget is adopted, you may spend the money by submitting a Payment Support Form to the Treasurer.  The Treasurer will then get the proper person to okay your request (the person who supervises the budgeting process for your team) and will send you a check.  


You may request funds in advance of your purchase, or you may submit receipts for reimbursement.  If you would like to donate your purchases to St. Luke’s and receive donation credit on your Contribution Statement, you can submit your receipts with a note to the Finance Secretary via the box outside her office, who will send you an Acknowledgement of Non Cash Donation letter.

6. Go to the leader of a group that has an existing budget and request funds from them.  As each Ministry Team has a preset budget each year, this may be very difficult.  Those responsible for budget line items are listed on the next page.  Remember that the budget for each Team has been approved at the Charge Conference by the entire body of St. Luke’s and reflects the church congregation priorities.  

Budget Procedures
The Budgeting process for the next fiscal year (1/1-12/31) takes place in September.  

Finance Committee will give all groups a copy of last year’s budgets, actual expenses and  an estimate of anticipated pledge results from Stewardship Team. 

Small Group budgets should be compiled from these numbers and submitted to your Ministry Team Advocate by October 1.  The Advocate will then compile the budgets, and call a meeting of your Ministry Team to facilitate prioritizing requests in consideration of budget limitations.  The Ministry Team convener will then submit their overall budget to the Ministry Council to be finalized.  

By the end of October, the Ministry Council  will then present their completed budget forms to the Finance Team for review.  

By the end of November, The Finance Team will return to the Ministry Council  a reviewed budget that will contain the overall amount that can be budgeted for in light of Stewardship results.

If any adjustments need to be made, the Ministry Council will give each Ministry Team Advocate a copy of the revised budget and they can coordinate any changes with their Small Group Leaders.  This will need to be re-presented to Ministry Council who will give it to Finance.

Finance will then take it to the Church conference for approval in January.

To apply for a budget, follow these steps:

Within your small group, decide what projects you would like to do to for, or on behalf of, St. Luke’s keeping in mind our vision of being IRM.  Decide within your group the amount of money you will need to complete your project, using the Budget Worksheet that follows.  Remember:  Budgets should be reserved for items that will not be covered elsewhere, such as from the proceeds of a fundraiser, good will offerings during the event or donations by team members.

*Your project may also be a fundraiser for a department of the church.  If so, read the Fundraising Policy before you brainstorm about what kind of fundraiser you want to perform.   Please also consult the church calendar board in the office to see if anyone else is doing any fundraising in the month you would like, and possibly coordinate with that group.  You do not need to fill out a budget worksheet in this case.*

Present your completed Budget Worksheet to your Ministry Team Convener by October 1.  Due to financial constraints, there is no guarantee you will get all or even part of your budget.

Budget Worksheets for Small Groups, Ministry Team Conveners and Ministry Council follow.
Small Group Budget Worksheet
Fiscal Year_______

Small Group Name________________

Standing Ministry Team_______________

Group Leader Name_______________
  
Advocate Name___________________

1.  List below all items to be covered in your budget.  Please prioritize them in order of most important items first.  

Assign an estimated cost to each item.  Please fill in each area with a “Bare Bones” cost, a Next Step cost, and a Dream cost.

Bare Bones Cost is what you could survive with. 

Next Step Cost is what you really want to spend.

Dream Cost is what you would spend if you had no constraints.

Add up your costs and put the total at the bottom.  

Give to the Standing Ministry Team Advocate by Oct. 1.

	Item Description
	Bare Bones Budget
	Next Step Budget
	Dream Budget

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


Ministry Team Budget Worksheet
Fiscal Year _______

Standing Ministry Team___________________  

Advocate Name__________________________

1.  Compile the totals from the Small Group Worksheets.

2.  Meet with the standing Ministry Team members to prioritize the requests.

3.  List the Small Group name and the amount the wish for “Bare Bones”, “Next Step”, and “Dream”.

1. Total at the Bottom and take to the Ministry Council  by Nov. 1.

	Small Group
	Bare Bones
Budget
	Next Step Budget
	Dream Budget

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


Ministry Council Budget Worksheet
Fiscal Year__________

Ministry Team Representative________________  

1.  Compile the totals from the Standing Ministry Team Worksheets.

2.  Meet with the Ministry Council members to prioritize the requests.

3.  List the Ministry Team name and the amount the wish for “Bare Bones”, “Next Step”, and “Dream”

4. Total at the Bottom and take to the Finance Committee Leader by Dec 1.

	Ministry Team
	Bare Bones Budget
	Next Step Budget
	Dream Budget

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


Policies And Procedures For Fundraising Activities

Policies:

The objective of fundraising activities held at St. Luke’s United Methodist Church, or sponsored by the church, is to encourage alternative ways to financially support the following:

St. Luke's operations and those of its standing church committees (church groups with direct representation on the St. Luke’s Administrative Council [Ad Council]).

The overall mission of St. Luke’s as detailed in our Mission Statement:  To be an inclusive community of faith, seeking to meet people where they are, and to live the teachings of Christ:  Love, Acceptance, Justice and Hope.
Outside projects and other not-for-profit organizations which St. Luke’s chooses to support as a member of the community.

Before a fundraising activity to be held at or sponsored by the church can take place, the activity must be reviewed and approved by the appropriate church committees, as detailed in the Procedures section of this document.  Activities “sponsored by the church” include all activities promoted by or at St. Luke’s, as well as those activities promoted by its standing church committees, whether the fundraising activity is to be held at St. Luke’s or at some other location.

Each fundraising activity must be sponsored by a standing church committee, and will be considered for approval only if the activity meets at least one of the three objectives detailed in Item A.  The committee chairperson may delegate responsibility for an activity to the leader of a group which operates under the committee’s auspices.

In fairness to our members and constituents, fundraising activities cannot be a vehicle for promoting the business of individual church members or constituents to the exclusion of others.  Therefore, proposed fundraising activities where a specific individual or individuals have the opportunity to make a profit on items sold, or otherwise promote their individual businesses, will not be approved.  This limitation does not include events such as craft fairs, where any interested member or constituent can participate in the fundraising activity.

Service providers used in connection with fundraising activities (such as speakers, performers, caterers, etc.) can be compensated for the specific services they provide at pre-agreed rates.  Service providers and compensation should be identified in the written fundraising application submitted for approval. Where such arrangements are part of a fundraising activity, they will be reviewed during the approval process.  If the service provider is an individual, or an unincorporated business, the provider’s Federal tax identification number (social security number or employer identification number) must be included on the fundraising application if it is anticipated payments to the provider will exceed $600, so that St. Luke’s can issue a Form 1099 to the provider for the amount paid to them. 

For all approved fundraising activities, committees and groups must adhere to written guidelines detailing the appropriate use of church facilities, and any applicable recordkeeping and reporting procedures.  These guidelines will be agreed upon by the Ad  Council and may be modified from time to time, as the Ad Council deems appropriate.

Procedures:  
The St. Luke’s committee chairperson or group leader with responsibility for the activity will fill out a fundraising application using the form which accompanies these procedures. 

If a proposed activity involves a speaker, presentation of a program involving issues which may be controversial, or a program where there is any question of its consistency with the church Mission Statement, the proposed speaker and/or program content must be reviewed and approved by the Senior Minister or Associate Minister before the fundraising application is reviewed by Trustees and the Finance Committee.  For such programs and speakers, the second page of the fundraising application should be completed and forwarded to the Ministers for review and approval.  

The complete fundraising application (including the  program/speaker content approval page, if appropriate) will initially be submitted to Trustees for approval if the activity involves any usage of St. Luke’s facilities.  Otherwise, the application will be submitted directly to the Finance Committee.  IMPORTANT:  Allow plenty of lead time when submitting applications before the desired dates for the fundraising event, to allow for the review and approval process.  Fundraising activities cannot be promoted at St. Luke’s (via the Sunday bulletin, the Chronicle, or by other means) until approval has been obtained.
For activities which involve acceptable use of the St. Luke’s facilities, Trustees will sign off on the fundraising application and forward it to the Finance Committee for approval regarding fundraising issues.  If the Trustees consider the proposed fundraiser to be an inappropriate use of church facilities, they will reject the application and return it to the originating committee chairperson or group leader.  No additions to the physical building of St. Luke’s can take place without coordination with and approval of the Trustees.

The chairperson of the Finance Committee will review fundraising applications submitted or forwarded to Finance for compliance with church policies regarding fundraising activities, and if applicable, regarding payments to service providers.  If the proposed fundraising activity is consistent with church policies, the chairperson of Finance will sign off on the application and forward it to the Building Use Coordinator (if the activity involves use of church facilities) or return the approved application to the originating committee chairperson or group leader (if the activity does not involve use of church facilities).  If the proposed fundraising activity is not consistent with church policies, the Finance chairperson will reject the application and return it to the originating committee chairperson or group leader.
 Procedures for Fundraising Activities (Cont)
If the decision on the proposed fundraising activity is not clear based on church policies, the Finance chairperson may elect to present the proposed fundraising activity to the entire Finance Committee at its next scheduled meeting, or to the church Ad Council at its next scheduled meeting, for discussion, review and the final decision on the proposed fundraising activity.  If such further review is considered necessary by the chairperson of the Finance committee, he or she will notify the originating committee chairperson or group leader so that the originators have the opportunity to attend the Finance Committee or Ad Council meeting to present their proposed activity in greater detail, and to answer any questions.

For approved fundraising applications involving use of church facilities, the Building Use Coordinator will reserve the requested space and note the scheduled date, time and location on the fundraising application.  The Building Use Coordinator will return the approved application and rules for use of the facility to the originating committee chairperson or group leader.

Proceeds of fundraising activities must be deposited to a church checking account, or a checking account maintained by a standing church committee.  The originating committee chairperson will be responsible for designating which St. Luke’s checking account will receive the funds generated.  The originating committee chairperson will also designate expenditure of the funds received by filling out a payment request form for expenditures from church accounts, in accordance with the church purchase order policy.

An accounting of the revenues and expenses of approved fundraising activities must be provided to the Finance Committee by the originating committee chairperson within two weeks following the activity’s conclusion.  

If the activity involves sales of merchandise, the originating committee chairperson will work with the church Treasurer to see that appropriate sales tax returns are filed.  Even though St. Luke’s is a tax-exempt entity, sales tax must be collected and remitted on all sales of merchandise unless the merchandise sold at the activity is purchased by St. Luke’s in a transaction where sales tax is paid.  

If the activity involves payments to an individual, or an unincorporated business, the Finance Committee will provide the necessary information to the church Treasurer for issuance of a Form 1099 to the individual or unincorporated business at year-end.  
ST. LUKE’S UMC FUNDRAISING APPLICATION

If program content or a proposed speaker must be reviewed in accordance with church fundraising policies and procedures, please complete the second page of this form and secure the necessary approval from the Senior or Associate Minister before submitting this fundraising application.

This completed application should be submitted to the church Trustees if the proposed fundraiser involves use of church facilities.  Otherwise, submit the application directly to the Finance Committee.  Completed applications can be placed in the Trustees or Finance Committee folder as appropriate, but please provide a copy to the church secretary who can notify Trustees or Finance of an application pending.  

If the proposed fundraiser involves use of church facilities, after approval by Trustees and Finance, your application will be forwarded to the Building Use Coordinator who will put your event on the calendar, or will call you for alternate dates and times if the facility is unavailable.   Do not assume your event is scheduled if you do not hear from the Coordinator.  If the proposed fundraiser does not involve use of church facilities, Finance will return the approved fundraising application directly to you.

All Proposed Fundraising Activities:

Sponsoring Committee Chairperson or Contact: _______________________________

Name of Fundraising Organization or Person:  _________________________________

Address:  _______________________________________________________________
Phone Number:  ___________________________

Objective:________________________________________________________________________________________________________________________________________________________________________________________________________________________
Church Group or Not-For-Profit Organization benefiting:  _________________________

Proposed Date:____________________   Proposed Time:_________________________

If Church Facilities or Assets are Requested for the Activity:
Location in Church Requested:_______________________________________________

Church Assets requested:___________________________________________________ ________________________________________________________________________________________________________________________________________________

If Paid Service Providers are involved in the activity:

Name of Service Provider:____________      Tax ID Number (if required):____________

Description of Services and Compensation to bid:________________________________

Approved by:
__________________

__________________
____________

(Signature)  
     
                      (Signature) 


(Signature) 

Trustees



Finance 


Executive Board

Date:____________        

Date:_______________        Date:______________

This part will be filled out by Building Use Coordinator if necessary:

Scheduled Date:______________                                Scheduled Time:______________

Scheduled Location_______________________________________________________________

ST. LUKE’S UMC FUNDRAISING APPLICATION

PROGRAM CONTENT INFORMATION

This page should be completed if program content or a proposed speaker must be reviewed in accordance with church fundraising policies and procedures.

Please describe the content of the proposed program, and provide information about the proposed speaker (if there is to be one) in sufficient detail to allow the church Ministers to evaluate how this program furthers St. Luke’s mission “To be an inclusive community of faith, seeking to meet people where they are, and to live the teachings of Christ:  Love, Acceptance, Justice and Hope.”

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Approved by:

_________________________________________

(Signature) Senior or Associate Minister

Date:  __________________

HOW DOES MY GROUP FIND AND REQUEST SPACE AT 
ST. LUKE’S?

You may need space to hold weekly meetings or to hold a conference or special non-

fundraising event.  The Building Use Policy will tell you what the members of St. Luke’s consider an appropriate use of the Church space and the rules for using the building (see the following attached copy).  If your use is appropriate using these guidelines, then do as follows:

Call the church office or e-mail the Office Secretary at Bonnie@stlukeshr.com or Office@stlukeshr.com. to book a room.  You will need to tell her the date and size of your group and whether it is an ongoing event.  Or, complete a Reservation form and leave it in the Office Secretary folder located in the file cabinet outside of the office entrance.  A Reservation Form Copy follows in this section.

If it is a special non-fundraising event (like a speaker), it will have to be approved by Trustee’s.  The building use policy should be checked first.  This process could take several weeks, so plan accordingly.

Do not assume that you have space until you have confirmation from the office secretary!

To use the kitchen, you will need to have the help of a certified member of the Kitchen Use Committee.  The Kitchen Use Policy also follows.  Contact Trustees for a list of these members.  

5.        If the event is a fundraiser, follow the Fundraising Policy instructions.

BUILDING USE PHILOSOPHY, POLICIES AND PROCEDURES FOR ST. LUKE’S UNITED METHODIST CHURCH

I. PURPOSE

The St. Luke’s United Methodist Church building serves as a place of worship and a center for church-related programs.  The physical facilities may also serve to facilitate a wider ministry to the community. To the extent that space and time are available, St. Luke’s should serve our community by making our physical facilities available for programs that will benefit the larger community. 

II. POLICY

Priorities for use:

Church Programs and Activities — Any program of the church organized by a group or member of the church. Activities may include: approved fund raising projects (see separate fund-raising policies), weddings, funerals, memorial services and receptions. Activities of groups officially chartered by St. Luke’s (e.g., Boy Scouts) are also included.  Fees may be charged for facility use (see fee schedules).

Community Use / Non-Member / Non-Church Program sponsored — Non-profit and non-commercial community activities that are not organized by the church (AA, Homeowner Assoc., etc.). Community activities must have open membership without limitations due to race, gender, national origin, religion, and/or physical ability.  The church’s non-profit status prohibits commercial endeavors or personal for-profit activities. Fees will be charged for facility use (see fee schedules).

Regulations Governing Use:

Return all tables, chairs, and other furnishings to the original positions after your function. A room diagram or photo is available for reference. Each group is responsible for returning rooms to the original condition before departure.

Report damage, breakage, or accidents of any kind to the Executive Administrator, a member of the church office staff, or a Church Trustee immediately (see Appendix). Damage or cleaning fees may be assessed at the Trustees discretion. Phone numbers and notification procedures are posted throughout the building.

Report all physical injuries to the Executive Administrator, a member of the church office staff, or a Church Trustee (see Appendix) immediately after attending to the injury. Phone numbers and notification procedures are posted throughout the building.

Smoking is not allowed in the building. Smoking is permitted outside the building. Dispose of cigarette butts in an appropriate container. Use or possession of alcohol or drugs on the property is strictly prohibited.

Each group using the church is responsible for turning off all lights and locking all doors and windows before leaving the building.

The facility closes at 10:30 p.m.  All activities must be completed and cleaned up by 10:30 p.m., except by special written permission.  

II. POLICY (Cont)
Do not nail, staple or fasten banners, posters, or wall hangings to the interior or exterior of the building. Exceptions to this rule must be pre-approved by the church trustees through a work order.

The church property may not be used in any manner that creates a nuisance or hazard to the community.  The Senior Minister or Executive Administrator can provide guidance as needed.

Activities are restricted to areas contracted in the Application for Use of St. Luke’s United Methodist Church.  Use of the piano & organ, sound & video system, and nursery are by special arrangement only. Additional space for special occasions or group growth must be coordinated with the church office or trustees.

Parents and/or adult sponsors must be present at all times to supervise youth (under age 18) and children’s activities.

Groups bringing food into the facility must supply their own table service, plates, cups, utensils, napkins, etc. Trash must be removed from the building and placed in the dumpster in the south parking lot. Trash piled outside the dumpster is unacceptable!

St. Luke’s reserves the right to relocate activities in the facility to accommodate other activities. The church office will attempt to notify the group prior to their meeting. Last minute changes to meeting locations may be posted in the lobby or Narthex.

III.
PROCEDURES

Church Program Activities — Church program activities do not require specific approval but the church facility must be scheduled through the church office and reserved on the church calendar. In most cases, priority shall be on a first come basis. The Executive Administrator will resolve scheduling conflicts.

All church activities using the facility are required to adhere to the Regulations Governing Use, above.

All other groups must sign the Facility Use Agreement before use.

Recurring Usage by Outside Activity —


Requests for ongoing usage must be requested with a Church Usage Agreement. Requests should include: facility space requested, identified support needs (janitor, etc.), the type and purpose of usage and specific dates and times requested. Open-ended requests may not be honored. The Executive Administrator and the Trustees will review and approve requests.

Church usage will be reviewed annually by the Executive Administrator, Church Secretary, and Trustees; a report will be made to the Executive Board.

Deposits and fees must be paid in advance to the office.  Key deposits will also be required if a key is needed (for members and non-members).  

IV.  Specific Usage Policies (See page 51 for Contact Information)

Weddings: See separate Wedding Policy

Funerals / Memorial Services: Fees are not charged for members and constituents.

Nursery
The Church Nursery may be available to accommodate your function upon request. Contact the Nursery Coordinator (see Appendix) to make all Nursery arrangements in advance. 
Playgrounds
The playgrounds may only be used under the supervision of St. Luke’s trained nursery personnel (e.g., St. Luke’s Child Care, Sunday School, and Little School).
Kitchen 
Groups using the kitchen must adhere to the policies established by the Kitchen Committee (see separate document).

Groups using the kitchen must have a Kitchen Committee-certified person present to insure proper kitchen usage.  Groups have the option of contracting a member of the Kitchen Patrol for $15 per hour to supervise.

Church Programs and Activities (groups) may reserve and use the kitchen by making reservations through the Church Secretary. A deposit of $50 will also be required for all church functions using the kitchen; this deposit will be returned only if the kitchen is left clean and all items have been put away.  Non-members, and members using the kitchen for non-church activities (receptions, etc.), will be required to pay a $100 cleaning/damage deposit, to be refunded if the kitchen is left clean and all items have been put away.

Kitchen equipment:  Kitchen equipment may only be used at St. Luke’s.  Exceptions may be granted by written permission from the Kitchen Committee.

Piano / Musical Instruments
Facility fees do not include the use of church organ, pianos or other musical instruments.

The Music Director must approve usage of the organ, pianos or other musical instruments.  

Use of the organ and/or pianos for weddings is covered in a separate wedding policy. 

Accompanists are contracted independently. 

SOUND And VIDEO SYSTEM 

TVs and VCRs: The Church Sound Team approves all use of TVs and VCRs.  Fees are included in the fees for the sanctuary, fellowship hall, Narthex, common areas, and classrooms.
Facility fees do not include use of any other sound or video systems.  Qualified operators, certified by the church, are required for use of these systems.
The Church Sound Team must approve individual or group use of all equipment, including microphones, amplifiers, stands, cables, speakers, PCs, cameras, TVs, VCRs, and dubbing decks.
Use of equipment outside of church facilities is at the discretion of the Executive Administrator or Sound Team. 
IV.  Specific Usage Policies (Cont)
Other Church Property
Copier: The copier may only be used for St. Luke’s-related activities.  See also the “Computer and Office Resources Policy” in the “Leadership Reference Manual.”
Van:  The van may only be used for St. Luke’s-related activities.  Drivers must be at least 25 years old and leave their Drivers License number with the office.  Exceptions may be granted by written permission of the Senior Minister or Executive Administrator.
Tables and chairs: Tables may only be used for St. Luke’s-related activities.  Exceptions may be granted by written permission of the Senior Minister or Executive Administrator.
V.     Fees And Cleaning Deposits
 Church programs and community activities contribute to wear and tear of the facility. Members and constituents participate in utility costs and maintenance through their regular contributions.  Outside community users are asked to contribute toward utilities and maintenance of the facility. These guidelines are for the uniform and general use of the facilities at the church.

Church-sponsored activities do not pay fees or cleaning deposits, except for kitchen fees and cleaning deposits; this all applies to groups officially chartered by St. Luke’s (e.g., Boy Scouts).  A deposit of $50 will also be required for all church functions using the kitchen; this deposit will be returned only if the kitchen is left clean and all items have been put away.  A kitchen trained person must be present at all kitchen functions, or a kitchen patrol person must be hired for $15 per hour.  
FEE SCHEDULE #1 applies to:

personal, member-related, non-profit activities that are not sponsored by St. Luke’s (e.g., Piano Recitals), and to 

non-fund raising activities by non-profit groups whose activities are not sponsored by St. Luke’s but have members who attend St. Luke’s (e.g., Highlands Ranch Community Chorus).

FEE SCHEDULE #2 applies to:

non-profit groups which support the mission of St. Luke’s, and to 

fund raising activities by non-profit organizations that are not sponsored by St. Luke’s but have members who attend St. Luke’s (e.g., Habitat for Humanity).

FEE SCHEDULE #3 applies to all other non-profit individual activities and group activities.

	For

Profit
	Non-Profit

	
	Individual
	Group

	
	St. Luke’s

Member/Constituent?
	St. Luke’s activity or

sponsored Group?

	
	Yes
	  No
	   Yes
	No

	
	St. Luke’s

Sponsored

Activity?
	
	
	Group has St. Luke’s

Members / Constituents?

	
	Yes
	No
	
	
	             Yes
	No

	
	
	
	
	
	Fund raising activity?
	Supports St. Luke’s Mission?

	
	
	
	
	
	   Yes
	     No
	    Yes
	No

	   Not 

allowed
	Kitchen

fees only
	FS 1


	 FS 3


	Kitchen 

fees only
	  FS 2


	   FS 1


	FS 2


	FS 3




Note: A separate fee schedule applies to weddings; see the wedding policy for details and fees.

V.     Fees And Cleaning Deposits (Cont)
All continuing, non-member headed, groups will be assessed a $25/month use/cleaning charge.

Exceptions
Exceptions to these building use policies, including fees, may be adjusted or waived with written approval from the Senior Minister or Executive Administrator, with a report to the Trustees
FEE SCHEDULE #1:  Members and Constituents

These fees apply to personal, member-related, non-profit activities that are not sponsored by St. Luke’s (e.g., Piano Recitals), and to non-fund raising activities by non-profit groups whose activities are not sponsored by St. Luke’s but have members who attend St. Luke’s (e.g., Highlands Ranch Community Chorus).

	Sanctuary
	$75 (<4 hours)
	$10 per hour after 4 hours

	

	Fellowship Hall
	$75 (< 4 hours)
	$20 per hour after 4 hours

	with Kitchen (if group provides 
kitchen-trained member)
	$125 (< 4 hours) 

plus $100 cleaning deposit 
	$30 per hour after 4 hours

	with Kitchen (if Kitchen Patrol person must be hired)
	$125 (< 4 hours) plus $100 cleaning deposit plus $15/hour
	$30 per hour after 4 hours

	

	Rooms A, B, Conf. Room (#241), Music Room (Asbury), Youth Room, Children’s downstairs classrooms
	$15 (< 2 hours)
	$5 per hour after 2 hours

	C (Room #245), Nursery Quad
	$8 (< 2 hours)
	$3 per hour after 2 hours

	

	Downstairs Common Areas
	
	

	Goliath Room
	$15 (< 2 hours)
	$5 per hour after 2 hours

	David
	$8 (< 2 hours)
	$3 per hour after 2 hours

	

	Narthex (Half price with rental of 
Fellowship Hall)
	$15 (< 2 hours)
	$5 per hour after 2 hours

	

	Sound / Video Systems
	$50 per hour (includes St. Luke’s operator), includes set up and tear down
	

	

	Steinway Grand Piano or Organ 
	$65
	

	

	Nursery / child care
	$20 per hour (1 sitter per 5 children, 2 sitter minimum)
	An additional $10/hour/sitter if extra
sitters are required

	

	Outside Grounds (excluding 
playgrounds)
	$25 (<4 hours)
	$6 per hour after 4 hours

	

	Cleaning / Damage Deposit 
(if food or kitchen is involved)
	$100; refunded if no damage or extra cleaning is required.
	

	Key Deposit
	$5; refunded when key is returned
	


FEE SCHEDULE #2:  Groups Related to St. Luke’s

These fees apply to non-profit groups which support the mission of St. Luke’s, and to fund raising activities by non-profit organizations that are not sponsored by St. Luke’s but have members who attend St. Luke’s (e.g., Habitat for Humanity).

	Sanctuary
	$150 (<4 hours)
	$25 per hour after 4 hours

	

	Fellowship Hall
	$75 (< 4 hours)
	$20 per hour after 4 hours

	with Kitchen (if group provides kitchen-trained member)
	$125 (< 4 hours) plus $100 cleaning deposit 
	$30 per hour after 4 hours

	with Kitchen with Kitchen 
(if Kitchen Patrol person must be hired)
	$125 (<4 hours) plus $100 cleaning deposit plus 
$15 / hour
	$30 per hour after 4 hours

	

	Rooms A, B, Conf. Room (#241), Music Room (Asbury), Youth Room, Children’s downstairs classrooms
	$25 (< 2 hours)
	$10 per hour after 2 hours

	C (Room #245), Nursery Quad
	$15 (< 2 hours)
	$5 per hour after 2 hours

	

	Downstairs Common Areas 
	
	

	Goliath Room
	$25 (< 2 hours)
	$10 per hour after 2 hours

	David
	$15 (< 2 hours)
	$5 per hour after 2 hours

	

	Narthex (Half price with rental of Fellowship Hall)
	$25 (< 2 hours)
	$10 per hour after 2 hours

	

	Sound / Video Systems
	$50 per hour (includes St. Luke’s operator),includes set up and tear down
	

	

	Steinway Grand Piano or Organ
	$65
	

	

	Nursery / child care
	$20 per hour (1 sitter per 5 
children, 2 sitter minimum)
	An additional $10/hour/sitter if extra sitters are required

	

	Outside Grounds (excluding playgrounds)
	$50 (<4 hours)
	$12 per hour after 4 hours

	

	Cleaning / Damage Deposit 
(if food or kitchen is involved)
	$100; refunded if no damage or extra cleaning is required.
	

	Key Deposit
	$5; refunded when key is returned
	


FEE SCHEDULE #3:  Other Individuals and Groups

These fees apply to all other non-profit individual activities and group activities.

	Sanctuary
	$300 (<4 hours)
	$50 per hour after 4 hours

	

	Fellowship Hall
	$150 (< 4 hours)
	$40 per hour after 4 hours

	with Kitchen (if group provides
 kitchen-trained member)
	$250 (< 4 hours) 

plus $100 cleaning deposit 
	$60 per hour after 4 hours

	with Kitchen with Kitchen (if Kitchen Patrol person must be hired)
	$250 (<4 hours)

plus $100 cleaning deposit plus $15 / hour
	$60 per hour after 4 hours

	

	Rooms A, B, Conf. Room (#241), Music Room (Asbury), Youth Room, Children’s downstairs classrooms
	$50 (< 2 hours)
	$20 per hour after 2 hours

	C (Room #245), Nursery Quad
	$30 (< 2 hours)
	$10 per hour after 2 hours

	

	Downstairs Common Areas 
	
	

	Goliath Room
	$50 (< 2 hours)
	$20 per hour after 2 hours

	David
	$30 (< 2 hours)
	$10 per hour after 2 hours

	

	Narthex (Half price with rental of Fellowship Hall)
	$50 (< 2 hours)
	$20 per hour after 2 hours

	

	Sound / Video Systems
	$50 per hour (includes St. Luke’s operator), includes set up and tear down
	

	

	Steinway Grand Piano or Organ 
	$65
	

	

	Nursery / child care
	$20 per hour (1 sitter per 
5 children, 2 sitter minimum)
	An additional $10/hour/sitter if extra sitters are required

	

	Outside Grounds (excluding 
playgrounds)
	$100 (< 4 hours)
	$25 per hour after 4 hours

	

	Cleaning / Damage Deposit (if food or kitchen is involved)
	$100; refunded if no damage or extra cleaning is required.
	

	Key Deposit
	$5; refunded when key is returned
	


 Building Use Contacts

(as of January 1, 2002)

	Senior Minister
	Dick Evans
	Church: (303) 791-0659

Home: (303) 683-6965

Pager: (303) 201-3507

	Executive Administrator
	Steve Riley
	(303) 791-0659 X 22

	Church Secretary
	Bonnie Funk
	(303) 791-0659 X 10

	Trustees
	Ken Fong
	(303) 346-7057

	Sound Team / Sound & Video System
	Tim Boles
	Work: (303) 344-6845

Home: (303) 791-9643

	Nursery
	Lynne Butler
	(303) 791-0659 X 47

	Kitchen Committee
	Open
	

	Piano / Musical Instruments
	Jim Ramsey or Carrie Mallery
	(303) 791-0659

	Weddings, Funerals, Memorials
	Carrie Mallery
	(303) 346-8685
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St. Luke’s United Methodist Church
Confidentiality and Privacy Policy

The intent of St. Luke’s UMC Confidentiality and Privacy Policy is to provide assurances regarding the privacy of St. Luke’s members’ and constituents’ membership, response and pledge data.  The policy also provides guidance on what data should be available to designated persons or groups within the church.  

Designated categories of confidentiality expand from our most closely held information to that which may be accessed by the broader congregation.  In each category we have identified the following: data type and definition, where the data is stored, who may gather and assess the data, how the data is used and who has access to the data.     

The following guidelines are applicable to all categories:

1.  When membership data is being used in conjunction with financial data, such data will be reviewed by authorized staff to insure that no information is released that would identify any individual member or constituent.  

2.  Membership data and membership related financial data gathered and maintained by the church will only be used for church purposes in accordance with our vision and mission.  All membership information is confidential.  St. Luke’s UMC will not disclose any personal information to outside organizations or businesses. In no cases will data be used for commercial purposes (such as advertising or direct mail).  

3.   Approval of this policy, amendments and exceptions are the sole responsibility of the Executive Board.     

Categories:

I.  Unique Identifying Data:  

Unique identifying data is defined as membership data used in conjunction with pledge data and includes such information as: amount of pledge, status of pledge, assignment of envelope number (a family’s unique identifier within the church database).  Unique identifying data is stored in a secure database.   Such data is collected and assessed by the Financial Secretary, the Finance Chairperson and the Database Administrator.  Unique identifying data is used primarily for tax and bookkeeping purposes and is not accessible to any other persons. We also include the combination to the church safe in this category of data.  
II.  Response Data:

Response data is membership data used in conjunction with response or non-response information, in most cases response or non-response to Stewardship inquiries.  By Response data, we mean whether a person has responded to a particular inquiry or  request. Response information is collected by use of a database field that gives no indication of pledge or the dollar amount of a pledge. The Director of Ministry Development, the Stewardship team, authorized staff and individuals having access to Unique Identifying data as previously defined, may review Response data.  Response data is used primarily by Stewardship for capital and operating budget campaigns.  The information is closed after the end of such campaigns.  This data is not accessible to any other persons.
III. Anonymous Pledge Data    

     Anonymous pledge data is membership data used in conjunction with information about pledges that is not personally identifiable. For example, the dollar amount of a particular pledge with no information about the individual or family making the pledge.  This data remains in a database collected and reviewed by Pastoral and other authorized staff, the Stewardship team and the Finance team.  Anonymous Pledge data is used primarily for statistical analysis regarding the financial status of the church, and in the conduct of stewardship programs.  This data is not accessible to any other persons.
IV.  General Data

General data is membership data used alone or in conjunction with church-wide financial information such as a budget or financial statement. This data remains in a database collected and reviewed by authorized staff.  Such information is used primarily to communicate the financial status of the Church or as contact information for church programs and functions.  General data is accessible to members and constituents of St. Luke’s by formal request made to authorized staff.  Requests for data classified as common directory information may be given by staff and are not covered under this policy.  General data is also available through such sources as church directories, Charge Conference Reports, and the Church web site.   Members and constituents are given the opportunity to withhold their information from publication in the church directory.    

V.  Internet Related Data


St. Luke's includes on our web site personal email addresses only if: 1) the owner of the email address requests that it be made available on the web site, or 2) the email address is already included in some other St. Luke's publication which is also being posted on the web site.  St. Luke's includes on our web site personal telephone numbers only with the permission of the number's owner.

 

VI.  Procedures Regarding Information
1. Requests for information will be in writing and delivered to authorized staff.  
2. An appropriate staff member with custody and control of the requested records will review the request for information under the provisions of this policy. 
3. If the reviewing staff member concludes that the request for information can be granted under this policy, the request will be processed.  
4. If the reviewing staff member concludes that the request for information cannot be granted under this policy, he or she will advise the requestor that the information cannot be disclosed under the church Confidentiality and Privacy Policy, unless the requestor secures approval of an exception to the policy from the Executive Board.
5. The Executive Administrator will make any necessary decisions with respect to balancing the priority of handling granted requests for information in the context of the involved staff member(s) other workload and responsibilities.  

VII. Other Definitions

1.  Membership data: information about church members and constituents     such as name, address, telephone numbers and email addresses. 
2. Authorized staff: St. Luke’s UMC pastors and staff granted authority to view each data type described in this policy. Authority is given by the Executive Council through the Executive Administrator. 

Summary of Authorized Access Levels:

1) For Category I: Unique Identifying Data- 

a. Financial Secretary

b. Chairman of Finance Team

c. Database Administrator

2) For Category II: Response Data-

a. Category I plus,

b. Director of Ministry Development

c. Stewardship Team members

3) Category III: Anonymous Pledge Data-

a. Category I & II

b. Pastors

4) Category IV: General Data-

a. Category I, II & III

b. Staff

c. Members

d. Constituents

I have read and I understand St. Luke’s UMC’s Confidentiality and Privacy Policy. I understand that I am to abide by this policy and that violations may result in disciplinary action, including termination of employment. 

Signed: ____________________________________________________________

Title: ______________________________________________________________

Date: ____________________________

St. Luke’s Kitchen Use Policy
1. Permission for use of the kitchen can be obtained by calling and scheduling with the Church Secretary in the church office.   The group requesting use of the kitchen must have someone who is kitchen trained directly involved in the preparation, planning, implementation and cleanup of the meal being prepared in the kitchen.  The following must be provided to the church secretary when scheduling occurs:

· The number of potential attendees

· The type of event being planned and the meal being served.

· The name of the person who is either kitchen trained by St. Luke’s or the name of the licensed caterer who will be preparing the meal.

· Contact name and phone number of person in charge of event. 

· A deposit may be required.

2.  All equipment used must be cleaned and returned to its original location and condition.  All instructions for use of kitchen equipment must be followed.    An inspection of the kitchen will take place after the event and a cleaning and/or replacement fee may be charged.

3.  Any consumable items (paper products, coffee supplies, etc.) that have been used up or are nearly gone, need to be recorded on the shopping list located on the wall next to the door going into the fellowship hall.  

4.  All food purchased for the event planned, must be stored according to the recommendations on the food.  Refrigerated items/frozen items/ non-perishable items must be stored accordingly from the time they are purchased until they are served.

5.  All food prepared in the kitchen must either be consumed or taken with the party planning the event.  NO LEFTOVERS CAN BE KEPT IN THE KITCHEN, REFRIGERATOR OR FREEZER.  

6.  Containers of food that are opened but not completely used (i.e. pancake mix, syrup, etc) must be taken by the party who is planning the event.  No open containers can be stored in the kitchen.  

7.  Any injuries, illnesses or accidents that occur during the event planned, or as a result of the event planned, must be reported to the office and documented in writing as soon as possible.
St. Luke’s Kitchen Use Policy (Cont)
8. A record must be kept of the time and temperature of all food that is to be served.  A time log is available in the kitchen and must be turned in upon completion of the event.  When food is cooked, a temperature reading must be taken.   If food sets out before serving, a temp must be taken. While food is being served, a temp reading must be taken at 1 hr intervals. 

A. Hot food must be served at a temperature of 140 degrees F or above and must be reheated to that temperature if it cools off.

B. Cold food must be served at a temperature of 40 degrees F or below and must be re-chilled if warms above that temperature.  


Every time a food is heated, reheated or temperature is checked, that must be recorded onto the temperature log.  This also included any cooling or cooking that takes place during preparation of the meal.  

Childcare Procedures
The quality of nursery and/or childcare provided at St. Luke’s is very important to the Children’s Ministry Team as well as the staff, members and constituents of our church.  In order to maintain and, where necessary, to improve the quality of childcare by the nursery staff and volunteers, the following policies have been put in place.

· Requests for childcare must be made to the Childcare coordinator no later than the 20th of the month for the following month or two (2) weeks before the meeting date.  For groups meeting on a regular basis, making a standing request for the year would be helpful.

· Parents of children who regularly use the nursery/childcare facility must fill out a Parental Consent Form which will be available at sign in. 

· RSVP for the number of children must be made by three days before the meeting date to allow for the proper number of caregivers to be assigned.

· Two caregivers will be provided for ten children or less.  (One childcare provider must be present for every five children.  For each child over that another provider must be scheduled).  Additional providers will be scheduled according to number and age of children

· If a caregiver does not show or you have more children than the ratio allows, you are requested to provide additional caregivers from your group.

· Under no circumstances should just one caregiver be left alone with the children.

· Depending on the availability of adult caregivers, the group may be requested to provide an adult to supervise the teenage providers during the meeting times.

· All children must be signed in and out by their parent at the Nursery entrance.

· No food or drink, with the exception of bottles for babies, is allowed in the nursery area.

· Each group requesting childcare, if more than one, is responsible for checking the nursery or any other room used for childcare to make sure the floor is clean, toys stacked neatly on the shelves, tables wiped, chairs stacked and the area locked.

· No teenage childcare providers are to be left in the building alone.  One adult from a group is responsible for staying until everyone has been picked up.

Childcare Procedures (Cont)
· Each group is to have one individual that will be the liaison to the Coordinator.  It will be this person’s responsibility to let the coordinator know how many children will be attending a function, canceling providers, etc.

Due to the immense amount of childcare offered at St. Luke’s it, has been determined that scheduled times are a necessity.  Childcare will be offered:

· Wednesday evenings – 6:00 to 8:30 p.m.

· Thursday evenings – 6:00 to 8:30 p.m.

· Saturday mornings – 8:00 to 11:30 a.m.

· Sunday mornings – 9:15 to 12:15 (7:45 to 9:15 special activities)

All groups are encouraged to schedule meetings and activities during these times.  It is still your responsibility to make a reservation for childcare so the appropriate number of providers can be scheduled.  

Any group wishing to meet at any time other then the above specified times is responsible for covering the cost of the childcare providers.  

Due to liability: any one other than a St. Luke’s certified Childcare provider may not use the nursery quad and classrooms.  

Church Calendar Reservations Procedures
Scheduling of Rooms for meetings/events:

· In order to avoid room use confusion, all rooms and meetings MUST be booked through the office (this also includes the sanctuary). Our church is growing at such a fast rate that we no longer have rooms that are always available. 

· This will insure that you have an area for your meeting and it also allows the office staff to know who & what group(s) will be using the church.

· To book a room, do one of the following:

· Fill out a Space Reservation form (See Forms, Appendix B) and place it in the Office Secretary’s folder in the filed cabinet outside of the Office

· E-mail your request to Bonnie@stlukeshr.com or Office@stlukeshr.com.

· Call the Secretary at the church and follow instruction

 A room request confirmation will be returned to you once your request has been approved.  PLEASE… do not assume that there is something available but plan ahead.  Do not assume you have a room until you have a room request confirmation returned to you. 

Computer and Office Resources Use Policy
Office Machines:

The copier/network printer is available for use by our ministry teams and other members of the congregation. If you need assistance in using the machine, someone from the office will be glad to help you. If you have a large quantity of copies, please check with the Secretary to set up a time when you may come in. Due to limited staff resources, making copies is your individual or team’s responsibility. 

A computer workstation is available for use by our volunteers. Please schedule your use of the volunteer workstation by contacting the Church Secretary. 

A typewriter is available in the main office workroom.

Mailing:

A postage machine, postage scale, stamps and postcards are available in the church office from the Secretary. If you need a large number, please let the Secretary know in advance (1-2 weeks), so that they can be obtained for you from the post office. We ask your committee to provide volunteers for folding, stuffing, stamping and delivering the mailing to the post office. 

Office Supplies and Stationary:

Office supplies are kept in the office. If you need something please ask the Secretary if it is available, if not, she will order it for you. This will take 1-2 days. If you take something from the workroom cabinet and it’s the next to last one, please write it on the re-order sheet located inside the cabinet door (Please date your entry).  If you need a large amount of supplies, please let the Secretary know 1-2 weeks in advance of your project time so she can order them for you or your committee. 

Letterhead stationary and matching envelopes: Stationary and envelopes are available for your use. Please let the Secretary know if you anticipate using a large amount of stationary so we can maintain an adequate supply.

Payment of Invoices/check requests:

If you need a bill paid or if you need to be reimbursed, please complete a reimbursement form. Reimbursement/Check Request forms are available from the Church Secretary, Executive Administrator or Church Treasurer.  Attach all receipts and any notations that are necessary and turn it in to the Church Treasurer’s in-box. Unless you make other arrangements, you will receive a reimbursement check within two (2) weeks.

Adult Ed Library Computers:

The Adult Ed/Conference Room computers are for use by the congregation.  If you would like to print a document, or access the Internet using these computers, you must sign out a CAT-5 cable from the office secretary.  If you are under 18, an adult must supervise you when on the computer.  Documents printed will be on the Konica in the office.

These computers may not be used to access any site on the Internet that you would not want your mother to know you were looking at.  The computers will be monitored by office staff to see where people are going on the Internet and if this privilege is abused, the user will no longer have access to the computers.

You may not store documents or files on the C: drive of either computer.  Please do not try to print or e-mail very large files.  Do not print out very large files or a lot of non-necessary documents.  Non-church related use is ok if others don’t need the computer. Do not add software or change configuration information without prior permission from the Office.

Communications

Chronicle Description And Procedures
Articles and information are due by the 20th of the month or by the date stated on the back of the previous Chronicle. You may fax or e-mail the Chronicle editor at Chronicle@stlukeshr.com or bring your article to the church and put it in the file cabinet (under Chronicle) located in the foyer by the new office. 

Please use this publication for announcing activities as well as follow up after the event is over. Use it to educate the congregation about what you’re doing and your goals.                                                                                                                                             

Bulletin Announcement Procedures
Announcements may be put into the Sunday bulletin. These must be in the office by 3:00pm on Tuesdays. You may fax at (303-470-5615) or e-mail them at Office@stlukeshr.com, drop them off in the office Monday through Friday from 8:00-4:30 or put them in the file cabinet (in the Church Secretary folder) just outside the office. 

If you would like to have a separate insert, please copy it and bring to the Church Secretary for distribution at our Information Centers. 

Pulpit Announcement Procedures
Please let one of the office staff or Pastors that you would like to make an announcement so that they may allow time during services.  Please put the announcement in writing if you would like one of the Pastors to announce it personally and put it in their box outside of their office.  There is no guarantee that one of the Pastors can make the announcement, so it is better to have one of your group make the announcement.

Target Mailing Lists
Targeted mailing lists and labels are available through the office staff.  All requests must be in accordance with the St. Luke’s UMC Confidentiality Policy. 

If your group would like to do a targeted mailing to a specific group from our database, call the Office Secretary for assistance. To save money, you may do a bulk mailing as St. Luke’s does have a bulk permit.  Contact the Office Secretary to be directed to the appropriate person to set up a bulk mailing.
Message On The Video Screen
To have your announcement put on the video screen at the front of the church, e-mail it to Powerpoint@stlukeshr.com.  It must be received before the Thursday prior to that Sunday.  There are many options available for announcements.  Coordination for special announcements can be done with the Worship Team or the PowerPoint Team.

St. Luke’s Website
To have an article or announcement placed on the website, contact the webmasters at Webmaster@stlukeshr.com.

New Group Start Up Procedure

Each Ministry Core Team will assign a facilitator to act as the primary contact for new Small Group ideas.  The name and picture of the individual for each team will be placed on that Team’s bulletin board.  This individual can also be found by talking to the Ministry Team Convener.

Each Ministry Team will determine the process by which a new idea is reviewed, approved, declined or referred to the Executive Council or the Ministry Development Team.  There are five outcomes from a new idea being presented to a Ministry Team.
1. Idea is sponsored.  Funding may be from fund-raising or the Team’s budget.

2. Idea is referred to a small group that is doing something very similar or is already            

performing that ministry

3. Idea is referred to the Ministry Development Team.  This occurs when the nature of the idea may not fit the Ministry Team’s charter, and where it may not be clear which other  Ministry Team to refer the idea.

4. Idea is recommended to the Executive Council.  These ideas require resources beyond the delegation-of-authority of the Ministry Team, or require a commitment and coordination by the church.  Examples would be a children’s day care (requires insurance, permits, etc.) or a youth after school outreach program (requires staff, insurance, etc.).

5. The idea is within the charter of the Ministry Team, but is rejected.   Appeals should be referred to the Ministry Development Team to determine if there is a more appropriate place for the idea, or if the idea really doesn’t fit the charter, mission, morals and doctrine of the church (extreme example would be an anti- Semitic small group).

St. Luke’s United Methodist Church

Group Vision Worksheet

St. Luke’s Vision Statement: Guided by the spirit of God, St. Luke’s is an inclusive community of faith, seeking to meet people where they are, growing together toward full humanity, through living the teachings of Christ:  Love, Acceptance, Justice and Hope.

Group/Team Name_________________________


Date:____________

GROUP/TEAM PURPOSE (Our focus for the future):

GROUP/TEAM SERVICE STATEMENT(To St. Luke’s, ourselves and the congregation):

What will we do to be Invitational:

What will we do to be Relational:

What will we do to be Missional:

MEETING LOGISITICS AND HOUSEKEEPING AGREEMENTS:

Open Chair:
St. Luke’s United Methodist Church

Group Vision Worksheet

Group Member Roles and Responsibilities

Leader:

Apprentice:

Hostess:

Prayer Leader:

Event Planner:

Service Project Coordinator:

Group Secretary:

Other Roles:

APPLICATIONS FOR YOUTH WORK

Little School, Children’s Ministries and our Youth Ministry each have policies and procedures regarding their individual programs. Copies of these policies are available upon request from the Executive Administrator or Program Director. 

Anyone desiring to work in a ministry with frequent and regular contact with our children or youth must complete an Application For Youth Work. Applications are reviewed by the Program Director prior to the applicant’s involvement with our young people. 

Applications for Youth Work

St. Luke’s United Methodist Church

This application is to be completed by all applicants for any position (volunteer or compensated) involving the supervision or custody or minors.  It is being used to help the church provide a safe and secure environment for those children who participate in out programs and use our facilities.

Personal Data
Date:  __________________
Name:  _______________________________________
Home Phone:  _______________

Other Names of record such as your maiden name:
Work Phone:  ________________

_____________________________________________
Cell Phone:  _________________

_____________________________________________
How long at this address?


Street Address
_________   __________    

_____________________________________________
Years              Months  


City, State, ZIP

Email Address:  _________________________________________


If at current address less than 2 years, please complete the following address information:

Address (Street, City, State, ZIP) ______________________________
How Long? __________

_____________________________________________________________________________
Address (Street, City, State, ZIP) ______________________________
How Long? __________

_____________________________________________________________________________
Address (Street, City, State, ZIP) ______________________________
How Long? __________

_____________________________________________________________________________
Church Membership

Are you currently a member of constituent of St. Luke'  □ YES    □  NO    
How Long?  ___________

If less than 2 years, previous church where you were a member:

_____________________________________________________
How Long?  ___________

Pastor’s name and telephone number:

___________________________________________
_______________________________
Personal History
Social Security Number:  ________________________
 Date of Birth:  __________________

Driver’s License Number:  _______________________
State ____________________
Have you ever been accused of, disciplined for or convicted of sexual misconduct, sexual harassment, child abuse, or any crime involving actual or attempted sexual misconduct of a minor?                                                                       □ YES    □  NO    

     If yes, explain using the back of this page.

Have you ever been convicted of a traffic offense?  □ YES    □  NO    

     If yes, explain using the back of this page.

Have you ever been convicted of a felony offense?  □ YES    □  NO    
     If yes, explain using the back of this page.
Church Activities

Describe all previous church related work involving youth including name of the church: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Describe any training and education that has prepared you for working with youth:  

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Why do you want to work with youth at St. Luke’s?  _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Areas of Interest

□ 6th Grade
□  Jr. High
□Sr. Hi
□  Any GGFG
□  Sunday AM Christian Ed. 
□ Sunday Evening Program
□  Trips/ Retreats

□ Breakfast Club
□ WNL “World’s Most Dangerous Bible Study
□ Tu 6:15 – 7:00 AM    
□Wed 7:00 – 7:25AM
□ Other, please specify
References   (No Family members please)
Name   _____________________________
Name  ___________________________________

Phone  _____________________________
Phone ___________________________________

Name   _____________________________
Name  ___________________________________

Phone  _____________________________
Phone ___________________________________

Applicant’s Statement and Consent

The information provided in this application is true and complete to the best of my knowledge.  I understand that any material misrepresentations or omissions contained in this application may preclude me from involvement in youth ministry at St. Luke’s UMC.

I understand that, as a condition of me being considered for involvement in St. Luke’s UMC youth programs and ministry (or as a condition of my continued involvement), St. Luke’s UMC may obtain various reports that include, but are not limited to, my criminal and civil history, education and experience, reference checks, Department of Motor Vehicle records, and other public records bearing on my fitness to participate in youth work.  

I authorize and consent to St. Luke’s UMC procurement of all such reports and I hereby release St. Luke’s and all persons or entities providing such reports, from any claims or liability relating thereto.

Applicant’s Signature:  X________________________________________________________

Date:  ________________________________

Approval

Director of Youth Ministries X_________________________________________________

Date:  ____________________________________
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Appendix A
St. Luke’s Standing Team Contact Info
Lay Leader
Dave Cupp
303-791-0184

Lay Leader
Pam Rowley
720-348-1528

Lay Leader
Monty Hoffman
303-795-8457

Lay Leader
Open

Lay Leader
Open

Executive Board Chair
Dave Laurvick
303-973-1591

Finance Team Lead
John Merchant
303-791-6251

Finance Treasurer
Carol Sue Woodrich
303-837-6279

Finance Secretary
Tammy Heister
303-791-0659

Stewardship Team Lead
Rhonda Livingston
303-683-1447

Trustees Team Lead
Ken Fong
303-346-7057

Staff Parish Relations Team Lead
David Necker
303-721-1555

Vision Team
OPEN

Ministry Council Chair
Monty Hoffman
303-795-8457

Appendix A (cont) 
Standing Ministry Teams Contact Info
Ministry Development 

Team Advocate 



Martha Boon
       
303-694-3604

Staff Liaison
Kristi Frush
Ext. 20

Ministry Development Team Lead
Martha Boon
303-694-3604

Director of Ministry Development
Kristi Frush
303-791-0659


Nominations
OPEN

Leadership Development
Carl Cleveland
303-791-3874


Sallie Suby-Long
303-470-9578

Congregational Support & Involvement
Kristi Frush
303-791-0659


Next Steps
Kristi Frush
303-791-0659

Stewardship 
Rhonda Livingston
303-683-1447

Missions Ministry 

Team Advocate



Marie & David Fornof   303-683-8825

Staff Liaison



Aaron Shipman

Ext. 14
Missions Team Leads
Betsy Keyack
303-346-7057

Caring Connection Team Lead
Dawn Branch
303-470-7866


Carolyn McIntosh
303-347-0727

Prayer Chain
Dianne Johnson
303-791-3477

Pumpkin Patch 
Jerry Hertzler
303-791-4010


Mission Project Team


Adult Teams


Youth Teams

Children’s Teams

Appendix A (Cont)

Education Ministry 

Team Advocate



Dave Guevera     
        
303-932-1025

Staff Liaison



Fred Venable

Ext. 12
Directors of Children’s Ministry
Jenita Rhodes
303-791-1443


Nursery Coordinator
Lynne Butler
303-791-0659


Director of St. Luke’s Little School
Kay Swanson
303-798-9980


7 Summer Fun Days
Pat Dunnigan
303-791-0659


Vacation Bible School
Lynne Butler
303-791-0659

Children’s Ministry Team
Jenita & Pat
see above


PEAK
Jenita Rhodes

Director of Youth Ministry
Aaron Shipman
303-662-0267

Associate Director of Youth Ministry
Beth DeBonis
303-791-0659


Sunday School – Youth
 


Confirmation Leaders 

Adult Education Team Lead
Martha Riley
720-529-0296


Sunday School – Adult



Christian Connection
Dave & Elizabeth Laurvick
303-973-1591



Disciple I, II, III, & IV
Carl Cleveland
303-791-3874




Dale Balu
303-683-8325



Baptism Class
Dick Evans
303-791-0659



Jesus and Me
Rick Fort
303-814-2041




Steve Riley
720-529-0296



St. Luke’s 101
Fred Venable
303-791-5615



Live Your Truth Through Conversations with God





Janelle Washburne
303-220-5493



Serendipity Small Groups
Lynn Montagne
303-471-8644




Martha Riley
720-529-0296



Study of Christian Thought
Ann Roadarmel
303-792-5110



Writing & Spirituality
Kristi Frush
303-791-0659

Appendix A (Cont)

Worship Ministry 

Team Advocate         
Kay Coryell
303-741-1748

Staff Liaison
Jim Ramsey
Ext. 23
Director of Music Ministry
Jim Ramsey
303-904-9951

Associate Director of Music Ministry
Carrie Mallery
303-346-8685

Chancel Choir
Jim Ramsey
303-904-9951

Women of Note
Sallie Suby-Long
303-470-9578

Kidz Prayz I
Jim Ramsey & Kay Coryell
303-741-1748

Kidz Prayz II
Carrie Mallery 
303-346-8685

Cherub’s Choir
Stacey Baird
303-470-5270

Sonrise Band
Jim McCurry
303-470-6198

Ministers of Swing
Jim Ramsey
303-904-9951

Woodwinds
Ruth Smith
303-683-0676

Brass Ensemble
Erik Wangsness
303-470-8579

Bell Choirs
OPEN
303-221-6323

Children’s Choir
Ed & Kay Coryell
303-741-1748

Joyfull Noyz Youth Choir
Jim Ramsey
303-904-9951

Drama Ministry Team Lead
Mark Moore
303-346-8158

Altar Guild Team Leads
Pam Eliassen
303-791-7408

Acolytes
Jenita Rhodes
303-791-1443

Greeter Team Lead
OPEN

Usher Team Lead
Ken Whitelam
303-795-6042

Worship Planning Team
Dick Evans
303-791-0659


Bread Bakers 
Peggy Fretzs
303-694-9584

Coffee Team
OPEN

Media
Tim Boles
303-791-9643

Appendix A (Cont)

Operations Ministry 

Team Advocate



Ken Fong


303-346-7057

Staff Liaison



Steve Riley


Ext. 22
Finance Treasurer
Carol Sue Woodrich
303-837-6279

Finance Secretary
Tammy Heister
303-791-0659


Church Secretary
Bonnie Funk
303-791-0659

Chronicle Team Leads
Sharon & Bob Oliver
303-791-7302

Web Page Team Lead
Glenn Harm
303-683-8248

Grocery Certificate Team Leads
John Seeberger
303-904-3194


Deb Payne
303-795-2685

Wedding
Carrie Mallery
303-346-8685

Funeral Team Lead
OPEN

Kitchen Team Lead
Caroline Butler
303-797-3225
Trustees (building & operations)
Ken Fong
303-346-7057

Transportation Team
OPEN

Food Ministry
Leisje Johnson
303-791-0875

WNL
Vicki Lauer
303-683-7484


Julia Murrow
303-791-7437


Hospitality Team
Meg Mara
303-791-4540

Communications
Yvonne Amrine
720-733-1491

Charge Conference
Steve Riley
303-791-0659

Appendix A (Cont)

Fellowship & Support Ministry 

Team Advocate
OPEN

Staff Liaison
Jenita Rhodes
Ext. 27 

UMW Co-Leads
Linda Walker
303-470-6135



Laurie Belmear
303-471-9575



Bible Study
Mandy Fortier
303-346-9508


Book Club
Pat Reinhardt
303-799-4433       


Common Thread
Caroline Butler
303-797-3225



Billie Marvel
303-470-6914

Crochet Circle
Lynn Montagne
303-471-8644

Quilting Circle
Mary Ann Eagelston
720-218-0757

Scrapbooking
Christy Wohlleber
720-344-3516


Women’s Night Out
Sharon Willis
303-470-0034

UMM Lead
John Church
303-768-0197

Churchwide Ministry Team Lead
Pat Ludwig
303-791-4367

Dinner for 6, 7 or 8
Carl & Dottie Braun
303-471-4185


Parenting for Teens
Martha Boon
303-694-3604

Parents of Kids with Special Needs
Martha Riley
720-529-0296

Home Improvements
Amy and Shawn Slade
303-471-5393


Current Issues
Don Haas
303-470-3050

Bowling
Harvey Eastman
303-791-1519

Softball
Chris Goldsberry
303-791-6099



Candy Keller
303-795-5866


Bridge
Andrea Mezger
303-791-7350

Family Camp
Caroline Merchant
303-791-6251

Grumpy Old Men
Norv Chew
303-471-8316

Business Owners Forum
Dave Guevara
303-694-9394

SLY
Aaron Shipman
303-662-0267


Youth Council
OPEN

Youth Breakfast
Lise Takayama
303-791-2812

Seniors Dinner Out
Bob McBride
303-791-1511


Celebrating St. Luke’s
OPEN


Appendix A (Cont)
St. Luke’s Staff Contact Info
St. Luke’s Main Phone Number:  303-791-0659

	Title
	Name
	Ext.
	Other

	Senior Minister
	Dr. Richard Evans
	x 13
	Cell: (303) 916-0869
Emergency: (303) 683-6965

	Assistant Minister
	Fred Veneble
	x12
	Emergency: (303) 690-5759

	Assistant Minister
	Dave Money
	x33
	Emergency: (303) 932-1035

	Missionary in Residence
	Dalai Dy
	x46
	 

	Executive Administrator
	Steve Riley
	x22
	Emergency: (303) 887-4878

	Director of Youth Ministry 
	Aaron Shipman
	x14
	 

	Associate Director of Youth Ministry
	Beth DeBonis
	x19
	 

	Music Director
	Jim Ramsey
	x23
	 

	Assistant of Music Director
	Carrie Mallery
	x35
	 

	Director of Children's Ministries
	Jenita Rhodes 
	x27
	 

	Financial Secretary
	Tammy Heister
	x16
	 

	Church Treasurer
	Carole Sue Woodrich
	x49
	 

	Director of Ministries Development
	Kristi Frush
	x20
	 

	Church Secretary
	Bonnie Funk
	x10
	 

	Pre-school & Childcare Coordinator
	Lynne Butler
	x11
	 

	Director of Little School
	Kay Swanson
	(303) 791-1982
	 


CHECK REQUEST FORM      (General Use)                                                    Page ___ of ___ Pages
	Request Date:  _______________
	Invoice/Stmt Date:  ___________________
	When Due:   □ Due Upon Receipt
                 □ Due Date:  ___ /___ / 200 __

                                                                                                                (MO)                 DAY)                               (YR)

	DISTRIBUTE TOTAL EXPENSES AS FOLLOWS:                                            

	Acct #
	Main Acct Name
	Sub Acct Name
	Amount
	Memo  (What did you buy?)
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	AMOUNT OF CHECK
	
	
	(Use a second page if more lines needed)


[image: image6.emf] 

Name of Group  ________________________________________________________________  

 

Responsible Party’s Name ________________________________________________________  

 

Address _______________________________________________________________________ 

 

City ______________________________  State ______  ZIP ______________ 

 

Best Contact Phone _______________________  Alternate Contact Phone ________________ 

 

Email: __________________________________ 

Date ______ Time ______ 

 

Date ______ Time ______ 

Estimated Subtotal  $ ________ 

 

$100 damage/cleaning deposit  $ ________ 

(Refunded unless repairs or excessive cleaning is required) 

 

$5 Deposit per Key  $ ________ 

 

Estimated Total Fees  $ __________ 

(due 5 days prior to event) 

Key Deposit $ _______ 

Paid Date _________ 

Damage Deposit  $ _______ 

Initials  _______ 

Paid Date _________ 

Initials  _______ 

Returned Date _________ 

Returned Date _________ 

$100 Deposit  

To hold reservation 

 

Received Date _______ 

Facilities Requested 

 

Room ____________________ Fee $ _______ 

 

Room ____________________ Fee $ _______ 

 

Room ____________________ Fee $ _______ 

 

Room ____________________ Fee $ _______ 

 

Room ____________________ Fee $ _______ 

 

Room ____________________ Fee $ _______ 

 

Room ____________________ Fee $ _______ 

Other Professional Services Requested 

 

Pastor _________________ Fee  $______ 

 

Sound Tech ____________ Fee  $______ 

 

Accompanist ___________ Fee  $______ 

 

Soloist  ________________ Fee  $______ 

 

Other  _________________ Fee  $______ 

 

Other  _________________ Fee  $______ 

 

Other __________________ Fee $ _______ 

_______________________________________________________________________________________________________ 

NOTES 

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________ 


Application for Use of St. Luke’s United Methodist Church


Regulations Governing Use:
1. Return all tables, chairs, and other furnishings to the original positions after your function. A room diagram or photo is available for reference. Each group is responsible for returning rooms to the original condition before departure.

2. Report damage, breakage, or accidents of any kind to the Executive Administrator, a member of the church office staff, or a Church Trustee immediately (see Appendix). Damage or cleaning fees may be assessed at the Trustees discretion. Phone numbers and notification procedures are posted throughout the building.

3. Report all physical injuries to the Executive Administrator, a member of the church office staff, or a Church Trustee (see Appendix) immediately after attending to the injury. Phone numbers and notification procedures are posted throughout the building.

4. Smoking is not allowed in the building. Smoking is permitted outside the building. Dispose of cigarette butts in an appropriate container. Use or possession of alcohol or drugs on the property is strictly prohibited.

5. Each group using the church is responsible for turning off all lights and locking all doors and windows before leaving the building.

6. The facility closes at 10:30 p.m.  All activities must be completed and cleaned up by 10:30 p.m., except by special written permission.  

7. Do not nail, staple or fasten banners, posters, or wall hangings to the interior or exterior of the building. Exceptions to this rule must be pre-approved by the church trustees through a work order.

8. The church property may not be used in any manner that creates a nuisance or hazard to the community.  The Senior Minister or Executive Administrator can provide guidance as needed.

9. Activities are restricted to areas contracted in the Application for Use of St. Luke’s United Methodist Church.  Use of the piano & organ, sound & video system, and nursery are by special arrangement only. Additional space for special occasions or group growth must be coordinated with the church office or trustees.

10. Parents and/or adult sponsors must be present at all times to supervise youth (under age 18) and children’s activities.

11. Groups bringing food into the facility must supply their own table service, plates, cups, utensils, napkins, etc. Trash must be removed from the building and placed in the dumpster in the south parking lot. Trash piled outside the dumpster is unacceptable!

12. St. Luke’s reserves the right to relocate activities in the facility to accommodate other activities. The church office will attempt to notify the group prior to their meeting. Last minute changes to meeting locations may be posted in the lobby or Narthex.

As a condition of and as consideration for the use of St. Luke’s United Methodist Church (hereinafter “the Church”) property, we agree to protect, indemnify, and hold harmless the Church and its agents against and from any and all loss, cost, damage, or expense, including reasonable attorney’s fees, arising out of or related to our use of the Church or any of its premises.  We further agree that we will be liable for and shall pay any and all claims, costs or expenses, including reasonable attorney’s fees, incurred by or asserted against the Church or its agents arising out of failure in any respect to comply with and perform all the requirements and provisions stated in this Agreement and /or required by any law or ordnance.

Failure to comply with the Regulations Governing Use may result in the immediate termination of a group’s right to use the church property.  Any decision to terminate a group’s use of the church property is solely at the discretion of the Senior Minister, the Executive Administrator or the Trustees. 

_______________________________________________    _______________________

             Responsible Party




Date

_______________________________________________    _______________________


For St. Luke’s UMC                           Title



Date
Space Reservation Form

St. Luke's UMC Room Request

EVENT_________________________________________________________________

DATE(S)________________________________________________________________

DAY OF THE WEEK_________________________________________________________________

TIME___________________________________________________________________

APPROXIMATE NUMBER ATTENDING___________

SPECIAL NEEDS(VIDEO, WHITE BOARD, ETC._____________________________

SPECIFIC SPACE(S) YOU WOULD LIKE TO REQUEST:

PERSON MAKING REQUEST_________________________________________________________

PHONE(HOME)__________________ 

WORK__________________________

Just a reminder, if you are providing babysitting for your event, please call the nursery coordinator to schedule.  

St Luke’s United Methodist Church

 Work Order

	LOCATION (Please Be Specific)                   Date_______________________

	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Work to Be Done

	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Trustees Use Only                                          Date____________________________
Received ______________________________

	Materials  Needed:  _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Contractor
	Handyman
	Estimated Cost

	
	
	


____________________________________
Approved?  
Yes
(
No
(               
St. Luke’s Incident Report

Use for reporting any bodily injury, property damage, breakage, other accidents, or illness of any kind.  

Your Name:  ___________________________
Date of Report:  ___________________

Your Phone Number: ____________________
Alternate Number: ________________

Your Group Activity:  _________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Nature of bodily injury, property damage, breakage, other accidents, or illness:  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Location in church, date, and time where incident occurred:  ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Efforts made to address problem:  _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Turn this form in to the office, for distribution to the Senior Minister, Executive Administrator, or Trustees.
GOD











� EMBED Unknown  ���





St. Luke’s Organizational Structure

















For Accounting  Use Only:   


PAYEES:  Check #:  ______  Check Date:  _______  Transaction # ______


                     	 By:  ________________________


PAYABLES:  Post Transaction #  ______  Date Occurred: ______________ 


By: _____________


                           Payment Acct #   2.__.  ______    Transaction #   ________     Check #:  _______


	    	 By:   ___________________                                   Ck Date: ___________








Requested by:  ____________________________________


Approved by:    ____________________________________


    (If Required)		□  Recurring Budgeted Item no approval needed	





Check Processing Information:


□ Use company name and address on attached receipt(s)         □ Use the following: 


	_____________________________________________________________________________________


	Payee Name


□ Hold Check for pickup  □ Mail to Payee at company address  □ Mail to the following:


	_____________________________________________________________________________________


	Mail to Name


	_____________________________________________________________________________________


	Street


	_____________________________________________________________________________________


	 City				              State		Zip 




















□ All items within budgeted amount      □ Some/all items not budgeted and/or exceed budgeted amount explain:  ________ ___________________________________________________________


_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________�__________________________________________________________________________________________________________________________________________________________________________________________________________________   Remarks/Purpose:   ________________________________________________________________________________________________________________________________________________________________________________________________________________


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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