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 Foreward 
 This manual fulfills the Prersbyterian Church (U.S.A.)  Book of Order 
 (G-3.0106) requirement that each council develop a manual and 
 serves as a ready reference on church organization, policies, and 
 procedures for staff, the Session, the Board of Deacons, special 
 groups, and committees. 

 All policy included requires approval of the Session. This manual will 
 be reviewed and used for training for newly elected officers and at 
 their annual meeting. 

 Responsibility for maintaining this manual belongs to the Clerk of 
 Session who shall arrange an annual update of the Manual on the 
 WEB with revised or new pages and when action by the church staff 
 or Session affects the material included in the manual. A hard copy 
 will be maintained in the church office and library. 

 Church Structure 
 This chapter provides information on Presbyterian church government and the First 
 Presbyterian Church in Fernandina Beach. 
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 The Presbyterian Church 

 In order to understand what distinguishes the Presbyterian form of government from other 
 churches, consider the three forms of Christian organizational government. 

 The “Papal” form of government, which describes that of the Roman Catholic Church, grew 
 out of that church’s interpretation of Matthew 16:18, where they believe Jesus established 
 his church upon the Apostle Peter. Also, in Italy, where people were accustomed to the 
 dictatorship of Caesar, it seemed natural to invest their authority in one person – the Pope. 

 The “Episcopal” form of church government describes churches that are governed by 
 bishops. The word “bishop” in Greek is  episcopos  and  means “overseer.” 

 A “Congregational” form of church government is where the entire congregation decides 
 matters. This is a pure democracy, developed in New England, where people were 
 accustomed to town meetings. Congregational and Baptist churches are examples of this. 

 What distinguishes Presbyterian form of government from others is that in all of the 
 governing bodies of the Presbyterian Church, their members – ministers and elected elders 
 – act on behalf of church members making ours a form of government called a 
 “representative democracy”. 

 Government begins in our church in the congregation. The congregation has the 
 responsibility of calling its pastor(s) and also of electing those who govern as elders. The 
 pastor(s) and active elders govern as the Session. 

 The Session consists of the pastor(s) and active “ruling” elders. It is responsible for the 
 mission and government of a local congregation. It receives new members, provides for the 
 worship and sacraments of the church, oversees the pastoral care and education programs, 
 challenges church members about the responsible Christian stewardship of money, time, 
 and talents, establishes the church’s budget, and leads the congregation to discover what 
 God is doing in the world and what God wants the church to be doing. 

 The next highest governing body is the Presbytery, which is made up of all the churches and 
 ministers of the Word within a certain geographic district. When a Presbytery meets, each 
 church is represented by its pastors and elders chosen by the Session. 

 The Presbytery is responsible for coordinating the work of its member churches and 
 developing a plan for the mission of the church  in  its area  . It also provides resources to help 
 its churches in their own programs. In addition, the Presbytery is responsible for organizing 
 new churches, for receiving under its care candidates for the ministry, for ordaining, 
 receiving, dismissing, installing, removing, and disciplining ministers and for electing 
 commissioners to the Synod and General Assembly. 

 The third governing body of our church is called the Synod, and is made up of not fewer 
 than three Presbyteries with a specific geographic region. The Synod oversees the work of 
 the various Presbyteries within its boundaries, provides services and programs for 
 Presbyteries, Sessions, congregations, and members within its area, develops mission 
 strategies, and works to carry out joint mission programs with other denominations. 
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 The fourth governing body of the Presbyterian Church (USA) is called the General 
 Assembly, which is the highest governing body of our church. It consists of equal numbers 
 of elders and ministers from each Presbytery. The General Assembly sets priorities for the 
 work of the whole church and develops objectives for mission and a plan of action to guide 
 the church at every level of its life. 

 Note: This information is taken from  Journey to Discipleship  (Confirmation/Commissioning 
 Curriculum for Presbyterians)  by Harvey G. Throop. 

 The Life of Our Local Church 

 The congregation is made up of all members on the baptized, active, and inactive roll of the 
 church. A faithful member of the Church accepts Christ’s call to be involved responsibly in 
 the ministry of his or her church. Such involvement includes: 

 ●  Proclaiming the good news. 
 ●  Taking part in the common life and worship of the church. 
 ●  Praying and studying scripture and the faith of our church. 
 ●  Supporting the work of the Church through the giving of money, time, and  talents. 
 ●  Participating in the governing responsibilities of the Church. 
 ●  Demonstrating a new quality of life within and through the Church. 
 ●  Responding to God’s activity in the world through service to others. 
 ●  Living responsibly in the personal, family, vocational, political, cultural, and 

 social  relationships of life. 
 ●  Working in the world for peace, justice, freedom, and human fulfillment. 

 The Congregation shall meet at least annually and may hold other meetings, as necessary. 
 The annual meeting will consider such business as electing officers; hearing reports of the 
 Session or its committees along with plans for the coming year; hearing reports from the 
 board of deacons or other organizations within the church, and other business, as 
 appropriate. At the annual meeting, the congregation shall receive the report from the 
 Session concerning the adequacy of or change in the terms of call of the pastor(s). 

 The quorum of a congregational meeting is one-tenth of the members on the active roll. The 
 pastor shall moderate all meetings of the congregation unless other provision has been 
 made according to the  Book of Order  (G-1.0504). The  Clerk of Session shall be the 
 secretary of all meetings of the congregation. If the clerk is unable to serve, the 
 congregation shall elect a secretary. 

 The congregation may meet by electronic means if all members have reasonable notice of 
 the electronic meeting and the ability to discuss and vote on business items. The quorum for 
 such a meeting is 10% of its members. (Electronic meetings approved by the congregation 
 16 August 2020) 

 Public notice of a congregational meeting shall be given on no less than two successive 
 Sundays.  All meetings of the congregation shall be conducted in accordance with the most 
 recent edition of Robert's Rules of Order. Nominations shall be made by the Nominating 
 Committee. Full opportunity shall always be given to the congregation for nomination from 
 the floor of the congregational meeting by any active member (G-2.041) 
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 Our Mission Statement  (Approved by Session prior 2003, Modified Jan 2015) 

 As part of the body of Christ, The First Presbyterian Church family is called together to 
 worship God, to nurture one another, to discover together where God is leading us to plan 
 effectively how to witness to our faith, to teach and carry out the ministry and mission of 
 Jesus Christ to the best of our ability. Our outreach is to our families, our church, our 
 community, and to all the world. 

 Our Tagline  (Presented Jan 2015) 

 Anchored  in  Grace; Moved to Mission 

 The Values of First Presbyterian - Fernandina  (Presented  Jan 2015,Modified by Session 
 July 2020) 

 Community of Faith 
 Strengthened by our past, anchored by our present, and focused on the future, we serve 
 together as members of Christ’s body, the church. 
 Authentic Worship 
 In joyful response to God’s grace, we gather to pray, sing, listen to God's word, celebrate the 
 sacraments, and of all that we are in service to God. 
 Scripture 
 Firmly planted on the unique and authoritative word of god, we look to scripture to reveal 
 how to live. 
 Spiritual Growt  h 
 We journey together as Christian disciples to grow our faith, discern our unique gifts, and 
 share those gifts with others. 
 Welcoming 
 With open arms and unconditional love, we strive to create and maintain a friendly, caring, 
 and loving environment. 
 Reaching Out 
 As servants, we care for strangers, heal the sick, feed the hungry, help the oppressed, 
 advocate for truth and social justice, and share the gospel. 
 Stewardship 
 In response to God’s great generosity, we seek to be faithful stewards of all God has given 
 us. 
 Collaboration 
 Knowing that God’s work requires a variety of expressions, we strive to collaborate with 
 each other and with other congregations in the community. 
 Presbyterian Tradition 
 Anchored in a Presbyterian heritage, we are guided by our church’s confessions and 
 committed to being a church that is “reformed and always reforming”. 

 “  The Officer’s Calling  ,” by Charles D. Elliott. 
 It is said that someone once asked Woodrow Wilson to name the greatest honor ever bestowed upon him. 
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 The reporter who asked the question expected Wilson to name his election to the presidency of Princeton 
 University in 1902; his election to the governorship of New Jersey in 1911; his election to the presidency of the 
 United States - in which he served two terms, from 1913 to 1921 - or perhaps his winning the Nobel Peace 
 Prize in 1919. The reporter was surprised, therefore, when Wilson thought for a moment, then said, "The 
 greatest honor ever bestowed upon me was my election to be an officer in the Presbyterian Church." 

 It is a great honor to be an officer in the Presbyterian Church, for it speaks well of you and your abilities and it 
 testifies to the high regard in which you are held by your fellow church members who elected you. But if you 
 regard your election to office in the church to be an honor and nothing more, then you ought to think again. 

 FIRST AND FOREMOST  , the call of God to an office in  the church is a call to service. It is not a  call  to glory. It is 
 a call to responsibility. 

 It is not a reward for your faithful attendance at church functions or for your generous financial support of the 
 church's program. It is not a commendation for your being a good Sunday school teacher or recognition of your 
 work with the United Way  ,  the Rotary Club or the Volunteer  Fire Depart ment. It is a summons to duty, an 
 appointment to hard work. 

 Far from being a license to sit back and take it easy, to rest on your laurels, it is a command to move ahead, to 
 get busy with the work which is committed into your hands. We are called to be the servant disciples of a 
 Servant Lord. 

 Then, once you are ordained to an office in the church, you must remember that you are no longer a layman, 
 as we commonly understand that term. You are elected, trained, examined and set apart by a duly constituted 
 governing body of the Church to fulfill an important function . You take vows similar to those taken by your 
 minister. You are called out, set apart, authorized and empowered to get a job done. 

 From that time forward, your relation ship to the church, to its work and its life, is not a matter of choice or 
 convenience. 

 It is a matter of covenant. You have entered a covenant with God, with the Presbyterian Church (USA), with 
 your congregation and with your fel low officers. 

 Because you are men and women of your word, people of integrity, people who say what you mean and mean 
 what you say, you are forever bound in that covenant and you are obligated to do what you say you will do 
 when you as sume your ordination vows. 

 You must remember also that, as an of ficer in the church, you represent the Church of Jesus Christ to your 
 congregation and to the rest of the world. The way you conduct yourself in business, at home, in the church, in 
 every area of life, is part of your service and witness to the One whom you are chosen to serve. 

 Whether you like it or not, your congregation and your Lord will be judged by the way you live and by the way 
 you serve. Yes, I know you have rights, privileges and freedoms as  a  person and as a  Christian. 

 But remember the example of Christ who, though he was in  the form of God, did not count equality with  God  a 
 thing to  be grasped, but emptied himself, 

 taking the form of a servant, being born in the likeness of men; and, being found in human form, he humbled 
 himself and became obedient unto death, even death on a cross (Philippians 2:6-8). 

 He did not boast of his rights. his freedoms, his privileges; he did not complain that the work to which he had 
 been called was too hard or that it took too much time. He joyfully submitted himself to the service of his Father 
 in heaven, and he did that which he was commissioned to do. Nothing less is expected of us. 

 BEING A CHURCH  officer, therefore, has many implications  for you. By virtue of your office, you are obligated to 
 participate actively in the life of the church, to attend regularly the services of wor ship, to participate in the 
 Sunday school, to attend and to support the programs of fellowship, information and inspiration. 
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 You are expected to support the church with your material gifts and to set the example for the congregation by 
 making regular, proportionate gifts. 

 Of course, you know that the biblical standard is the tithe and that we really do not begin to “give” in the strict 
 sense until we get be yond the tithe. 

 It is incumbent upon officers of the church to set the example, to lead the way, to provide evidence to the 
 people that giving can be regular, proportionate, generous and 

 joyful. Don't say it can't be done until you've tried it, because it can be done and you'll feel good about it.You 
 are expected, as a church officer, to be willing to teach in the Sunday school; to pray with and for the people of 
 the congregation; to assist with the lead ership of worship; to visit the sick; to minister to the troubled; to 
 welcome the stranger and the newcomer; and to seek those who have fallen away from the church's 
 fellowship, that they may be restored and that the community of faith may be whole again. 

 You are expected to do your committee work faithfully and well. It is not enough simply to attend the regular 
 meetings of the board on which you serve. In most churches, committees are the bodies which plan and carry 
 out the work of mission and service. If you are to be faithful to your call, you must participate responsibly in the 
 work of the committee to which you are appointed. 

 You should endeavor to keep your pastor informed of situations in the church and in the community that need 
 the pastor’s attention. Remember that you are not the bosses, though; you are partners in ministry. Work with 
 your pastor(s) as a partner and protect their time so that it may be used to the best advantage of the church. 
 Make sure the pastor knows what a minister needs to know in order to function effectively. 

 I believe a good church officer is one who looks for work to do in the church and who does it joyfully, without 
 being prodded or coddled, bribed or threat ened. The officer does it because of love for Christ, love for the 
 people of Christ and deep personal concern for the spiritual welfare of those who belong to Christ.A great 
 church is one that got that way not because it had a good pulpiteer - of course it doesn't hurt to have a great 
 preacher, but there aren't that many of them around - but because it has had great officers, officers whose 
 priorities are right is line with the great ends of the Church and whose commitments to the service of Christ are 
 deep and sincere. 

 IN SUMMARY,  to  be a church officer is no light responsibility.  It demands and deserves the best you have to 
 give in the service of God, in the life of your congregation and through the life of the presby tery. It will require of 
 you time, faithfulness, application, diligence, discretion, wisdom and imagination. Yes, it is hard work. But, as 
 someone once said, when God calls us to labor in his vineyard, he calls us not to eat the grapes, but to use the 
 hoe. 

 The Presbyterian Church is a great church. It is a great church because, through the years, Christ has used 
 committed officers to make it so. It is great because its form of government, ordained by God and set forth in 
 Scripture, provides a channel through which officers and people can work together under the inspiration of the 
 Holy Spirit. Our form of government does not burden us with hierarchy; it binds us to God and to each other in 
 a covenant of service. 

 Within this great church, we are officers who have a high and holy task to accomplish as under shepherds of 
 the Master. Hard work?  Yes, it is, but the goal for which we strive is worthy of our very best effort. May God 
 give us all grace that we may labor, as workmen who  have no need to be ashamed. 

 CHARLES ELLIOTT is a Presbyterian minister and development officer at Presbyterian College, Clinton, S.C. This 
 article is an address he gave to the January officer development workshop in Bethel Presbytery. 
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 Session 
 This chapter provides information on the Session. 

 Session Description and Responsibilities 
 The Session is composed of 18 elected elders nominated by committee and elected by the 
 congregation; drawn from and representative of the membership. As there were in Old 
 Testament times elders for the government of the people, so the New Testament Church 
 provided persons with particular gifts to share in governing and ministry. Responsibilities of 
 the Session include: 

 ●  To discern and discuss the congregation’s fidelity to the Word of God 
 ●  To strengthen and nurture the congregation’s faith and life 
 ●  To receive members into the church. 
 ●  To lead the congregation to participate in missions. 
 ●  To provide for the worship of the people of God. 
 ●  To provide for the growth of its members. 
 ●  To develop and supervise the church school and the education program. 
 ●  To lead the congregation in ministries of personal and social healing and 

 reconciliation. 
 ●  To challenge the people of God with the privilege of stewardship of money, time, and 

 talent. 
 ●  To establish the annual budget, determine the distribution of the church's 

 benevolence, and authorize special offerings. 
 ●  To lead the congregation to discover what God is doing in the world and to plan for 

 change. 
 ●  To engage in an education and growth process. 
 ●  To instruct, examine, ordain, install, and welcome into common ministry elders and 

 deacons on their election. 
 ●  To delegate and supervise the work of the Board of deacons and all other 

 ̀organizations and task forces. 
 ●  To provide for the administration of the program of the church. 
 ●  To provide for the management of church property. 
 ●  To maintain regular and continuing relationship to the higher governing bodies of the 

 Church. 
 ●  To establish and maintain ecumenical relationships. 
 ●  To serve in judicial matters. 
 ●  To keep an accurate roll of the church membership. 

 Meetings and Quorum  (G-3.0204) 

 The Session shall meet at least quarterly. The moderator shall call a special meeting when 
 deemed necessary such as to receive new members or when requested in writing by any 
 two members of the Session. The business to be conducted at special meetings shall be 
 limited to the item specifically issued in the call for the meeting. Advance notice to all serving 
 ruling elders shall be given for all meetings. The quorum for regular meetings of the Session 
 is the moderator and 51 percent of the ruling elders in current service on the Session. The 
 quorum for special meetings is the moderator and three ruling elders. 
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 Clerk of Session (G-3.0104) 

 The Clerk of Session is an elder elected by the session for such a term as it may be 
 determined by the session. 

 Responsibilities 

 The responsibilities of the Clerk of Session include the following: 

 ●  The clerk records the transactions of the Session, keeps the church’s rolls of 
 membership and attendance, maintains any required registers, preserves its records, 
 and furnishes extracts from these records when required by another council of the 
 church. 

 ●  Disseminate necessary communications from the denomination. 
 ●  Serves as secretary for all meetings of the congregation. 
 ●  Coordinate with the Pastor/Head of Staff  and arrange the annual Officers retreat. 

 This event shall be scheduled as soon after the Congregational Annual Meeting as is 
 convenient and possible. 

 ●  Review contents and incorporate revisions,approved by the Session, to this Manual 
 at least annually. 

 Required Items for all Session Minutes/Registers 
 This is a self-check form for the clerk’s personal use. These are the items which should be 
 in the minutes per the Presbytery of St. Augustine. 

 1.  Name and locations of the church 
 a. Date, time, and place of meeting. 
 b. Whether meeting is stated, special, or adjourned. 
 c. If a special meeting, how called. 
 d. Names, including initials, of members present. 
 e. Was there a quorum present? 
 f.  Meeting opened and closed with prayer. 

 2.  Is membership information complete in the minutes,  including full names? 
 a.  Persons baptized. 
 b.  Persons received by profession or reaffirmation of faith. 
 c.  Persons received by transfer of membership, including the name of the 

 church from which they were dismissed. 
 d. Persons dismissed to another church, including the name of the church. 
 e. Persons placed on the inactive roll. 
 f.  Deaths. 
 g. Marriages. 

 3.  Are matters dealing with Presbytery meetings  properly recorded? 
 a.  Election of commissioners. 
 b.  Reports of commissioners. 

 9  |  Page 
 updated 8/16/2020 



 The Board of Deacons 
 Organization Outline 
 The Board of Deacons is comprised of 18 elected deacons. The associate Pastor is an 
 advisory member. The office of deacon as set forth in Scripture is one of sympathy, witness, 
 and service after the example of Jesus Christ. It is the duty of deacons, first of all, to minister 
 to those who are in need, to the sick, to the friendless and to any who may be in distress. 
 Thus the Mission of Mercy. 

 Responsibilities of the Board of Deacons are as follows: 

 ●  Shepherding Deacons are to become acquainted with each family in his/her 
 group as soon as possible. Maintain regular contact with each family and 
 inform the pastor of significant needs. 

 ●  Visit those in nursing homes and shut-ins when possible. 
 ●  Emergent-need Deacons also visit members or friends of the church as 

 assigned as soon as possible. 
 ●  All deacons are to visit people in the hospital. 
 ●  Serve for four months on a Bereavement Team. 
 ●  Contribute to the atmosphere of friendliness in the church by inviting people to 

 functions, introducing people to others, etc. 
 ●  Meet with the pastor as necessary. 
 ●  Record all visits and special information. 
 ●  Meet with the Session at least annually. 
 ●  Serve on one standing committee of Session. 
 ●  Administer Prayer Ministry Table. 

 The Diaconate in Today’s Presbyterian Church 

 Whether it be Old Testament, New Testament, early Christian Writers, Reformation Leaders 
 or Church Formation Documents the role of the Deacons is prominently discussed.  The 
 Mission is always a Ministry of Mercy and Witness.  Today, the Office of the Deacon is 
 established in the Presbyterian Church (U.S.A.) Book of Order.  The Book of Order outlines 
 the mission, procedural processes, selection process, and ordination process, for 
 Presbyterian Deacons and Deaconess.  In Summary the Book of Order: 

 1.  Defines the Deacons ministry as a ministry of compassion, witness, service and love 
 for the poor, the hungry, the sick, the lost, the friendless, and the oppressed. 
 (G2.0201) 

 2.  Defines the Character of Deacons: people of spiritual character who lead exemplary 
 lives. 

 3.  States that the Session has the responsibility to or not to commission Deacons and/or 
 the Diaconate. (G2.0202) 

 4.  States that the Session is responsible for supervising the Deacons and Diaconate. 
 (G2.0202) 

 5.  States that Deacons are elected for term by the Congregation. (G-2.0401) 
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 6.  The Session shall Train and Examine the elected Deacons and when they feel the 
 Deacon is prepared the session recommends a date for ordination and installation. 
 The Deacon is an ordained officer of the Church. (G-2.0402) 

 7.  The Ordination and Installation is done with the Congregation in the Context of a 
 Worship Service.   For Ordination Oath and Process see W-4.0404 and G-2.0403 

 8.  A Deacon is elected for a maximum term of 3 years.  A Deacon may be elected for no 
 more than two consecutive terms (6 years).  After 6 years the Deacon shall be 
 ineligible for election to the board of deacons for at least one year. (G-2.0403) 

 9.  Once ordained, the individual continues to bear the responsibilities of a Deacon even 
 after their active period is over. (G-2.0404) 

 10.  A Deacon may resign from the board of deacons with the Session’s consent. 
 (G-2.0405) 

 11.  Deacons share the Congregational ministries of compassion, witness and service 
 with the Pastors. (G-2.0504) 

 Duties of First Presbyterian Church Deacons: 

 First Presbyterian Deacons provide ministries of care for the members and the community. 
 The Deacon’s ministry is under the supervision and authority of the Session and has nine 
 objectives or focus areas. 

 1.  Hospital and Home Visit Ministry (Short-Term  care):  (See Appendix D and V) 

 Deacons provide spiritual support for hospitalized members, homebound members, and 
 more generally, church members in Long Term Care and Short-Term Care situations. 
 Deacon support is provided independently, or in coordination with ministers and church 
 office (G-20504).  Short-Term Care includes participation in minister led home 
 communions, phoning members in need, sending a card, visiting, providing meal 
 assistance, providing transportation assistance and praying for the member.  As needed, 
 Deacons will be assigned to support particular institutions (like Quality Care, Osprey 
 Village, Savannah Grand, etc.).  Short-Term care utilizes the Deacon’s Fund. 

 2.  Shepherding Ministry  (See Appendix D) 

 Deacons provide spiritual support for members in Long Term Care facilities, or members 
 with special needs who are homebound.  In this role individual Deacons are generally 
 paired with a specific church member.  The assigned Deacon provides regular spiritual 
 support by visiting, phoning, accompanying the individual on short trips, or sending cards to 
 the member in need.  Shepherding also involves participating in a minister led home 
 communion.  As needed, Deacons will be assigned to individuals in need of this ministry. 
 This effort has overlap with the Stephen Ministries.  The Deacons Fund supports this 
 ministry. 

 3.  Bereavement Ministry  : (SeeAppendix D) 

 Upon the death of a church member, if requested, the Deacons host a reception meal in 
 Jim Thomas Hall or assist in providing food for a home reception.  Each Deacon will be 
 assigned to a Bereavement Team for a rotating 3 month period.  Bereavement Teams 
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 coordinate activities with the Worship Division and Church Office.  Bereavement has a 
 budget. 

 4.  Prayer Table Ministry  : (See Appendix D) 

 Throughout the year, each Deacon will be assigned 4-5 one hour periods to manage the 
 Deacon’s Table.  Each period corresponds to either the 8:30 AM (duty from 8:15-8:30 & 
 9:30-10:00 including set-up) or 11:00 AM (duty from 10:00-11:00 and clean-up) Sunday 
 service; and, does not interfere with the Deacons ability to attend worship service.  The 
 prayer table provides the congregation a simple way to communicate their needs to the 
 Congregation and for the Deacons and Church to respond with caring Congregational 
 Cards of support and prayer. 

 5.  Transportation Ministry:  (See Appendix  D) 

 Deacons provide members with transportation for medical or other vital needs.  There is a 
 committee, led by the Transportation Point Person. The Transportation Ministry is 
 supported by all Deacons and Church members.  Deacons can be reimbursed for mileage 
 (0.5/mile) to cover gas from the Deacon’s Fund.  A Completed Transportation Request 
 Form is desirable.  Upon receiving a form the Transportation Lead Person sends out a note 
 to the Diaconate and Transportation Team.  Unfulfilled needs are discussed at Diaconate 
 Meetings. 

 6.  Committee Service Ministry:  (See Appendix D) 

 Elders assign each Deacon to membership in a Church committee. Strictly speaking some 
 of these assignments are not part of the Mission of Mercy but reflect the Diaconate’s 
 support of church infrastructure and committee work. 

 7.  Ushering and Communion Service:  (See Appendix  C and U) 

 Each Deacon and Elder will have an opportunity to be Head Usher for a month and to help 
 serve communion 3 times per year. Deacons are also a resource pool which the Head 
 Usher calls upon to find ushers.  This ministry is in support of the Worship Division. 

 8.  Being a Visible Deacon in the Church:  (See Appendix  D) 

 Each Deacon is provided with a name badge with the word “Deacon” on it. 

 9.    Community Ministry  (See Appendix D) 

 The Church is blessed and receives subsistence from the larger community of 
 Fernandina Beach. Deacons are obligated to support the physical and 
 spiritual needs of the less fortunate in the community.  The Deacon’s Fund helps 
 support this.  Currently we are helping with feeding the needy, helping 
 underperforming youth with a Tutorial Scholarship Fund, and helping with mental 
 health initiatives.  The exact nature of programs will vary depending on the interests  of 
 Deacons and the needs of the community. 
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 DIVISIONS AND COMMITTEES 

 The leadership of First Presbyterian Church is organized in six divisions, with all co  mmittees 
 organized under one of the six divisions. 

 ●  Divisions and Committees Descriptions 

 ●  Divisions and Committees Protocol 

 ●  Administration Division 

 ○  Endowment Committee 

 ○  Finance Committee 

 ○  Nominations Committee 

 ○  Personnel Committee 

 ○  Stewardship Committee 

 ●  Property Division 

 ○  Columbarium Committee 

 ●  Christian Formation Division 

 ○  Adult and Intergenerational Education Committee 

 ○  Intergenerational Events Task Force 

 ○  Children’s Ministry Committee 

 ○  Youth Ministry Committee 

 ○  Men’s Ministry Committee 

 ○  Presbyterian Women’s Leadership Team 

 ●  Engagement Division 

 ○  Design and Ministry Marketing Committee 
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 ○  Food and Fellowship Committee 

 ○  Hospitality Committee 

 ○  Inclusion Committee 

 ●  Outreach Division 

 ○  Global Mission and Evangelism Committee 

 ○  Local Mission and Evangelism Committee 

 ●  Worship Division 

 ○  Worship Committee 

 ○  Music Committee 
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 Appendix Index 

 ●  Appendix A  Facility Use Application Form 
 ●  Appendix B Bus Manual 
 ●  Appendix C Communion Service Procedures 
 ●  Appendix D Deacon Operation and Procedures 
 ●  Appendix F: Funerals 
 ●  Appendix G: Sanctuary Guild Instructions 
 ●  Appendix H Hope House Meal Procedure 
 ●  Appendix I: Forms 

 ●  Attendance Form 
 ●  Expense Report/Check Request 
 ●  Campus Maps 
 ●  Session Action Form 

 ●  Appendix J: Staff Job Descriptions 
 ●  Appendix P: Personnel Manual 
 ●  Appendix R  Inclusion Task Force Report 
 ●  Appendix S  Child Protection Policy 
 ●  Appendix  S  Volunteer Application: 
 ●  Appendix U: Ushers Instructions  and Responding to  Emergencies 
 ●  Appendix V Hospital Visit Information 
 ●  Appendix W: Weddings 
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 DIVISIONS AND COMMITTEE DESCRIPTIONS 

 Administrative Division 

 The Administrative Division oversees the effective functioning of all matters related to the 
 church’s finances and personnel. The division includes but is not limited to the chair of the 
 division (an elder), at least one deacon, and the chairs of the Finance Committee, Personnel 
 Committee, and Stewardship Committee. The Endowment Committee informs the Session 
 of its activities via the Administrative Division. The Financial Secretary serves as the staff 
 liaison to this division, with the Pastor/Head of Staff serving as an ex officio member, on an 
 as-needed basis. 

 Endowment Committee 

 The Endowment Committee oversees the management and faithful stewardship 
 of all endowment assets of First Presbyterian Church. 

 Finance Committee 

 The Finance Committee oversees the total financial life of the congregation. 

 Personnel Committee 

 The Personnel Committee addresses all human resource issues within the church 
 regarding salaried staff members. The Senior Pastor serves as an ad hoc 
 member of the committee. 

 Stewardship Committee 

 The Stewardship Committee oversees all congregational matters regarding 
 Biblical principles of stewardship, which goes beyond the church budget or 
 buildings to include our response to what God is doing in the world. 

 Nominations Committee 

 The Nominations Committee ensures that an annual slate of officers is proposed 
 to the congregation and that Pastor Nominating and Associate Pastor Nominating 
 Committees are nominated as needed. 

 Property Division 
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 The Property Division oversees the management of all matters related to the physical 
 facility and the surrounding property. These matters include the care, repair, protection, and 
 general maintenance of all church property, including all real estate, buildings, and the 
 equipment required for the effective operation of the church. This division includes, but is not 
 limited to, the chair of the division (an elder) and three additional members, including at least 
 one deacon. The Sexton serves as the staff liaison to this division, with the Senior Pastor 
 serving as an ex officio member, on an as-needed basis. 

 Columbarium Committee 

 The Columbarium Committee oversees the implementation and updating of 
 policies related to the use of the First Ptresbyterian columbarium, including 
 finances, property upkeep, and communication of how spaces in the columbarium 
 can be reserved. 

 Christian Education Division 

 The Christian Education Division oversees the effective functioning of all matters 
 related to the church’s Christian Education programs for children, youth, and 
 adults. This division includes the chair of the division (an elder), at least one 
 deacon, and the chairs of the following committees: Adult and Intergenerational 
 Education, Children’s Ministry, and Youth Ministry. The Associate Pastor serves as 
 the staff liaison to this division, with the Parish Associate for Family Ministries 
 serving as resource participants as needed. 

 Adult Christian Education Committee 

 The Adult and Intergenerational Education Committee nurtures the Christian faith 
 within our families, church, and community by providing opportunities for Biblical 
 and theological study and reflection for adults of all ages. The Associate Pastor is 
 the staff liaison to the Adult Education Committee. 

 Children’s Christian Education Committee 

 The Children’s Christian Education 

 Committee oversees the effective functioning of all programs and ministries 
 designed for children at First Presbyterian church and their parents. The Parish 
 Associate for Family Ministries is the staff liaison to the Children’s Ministry 
 Committee. 
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 Intergenerational Events Task Forces 

 Led by the Parish Associate for Family Ministries, teams and groups create and 
 implement intergenerational programming. 

 Men’s Ministry Committee 

 The Men’s Ministry Committee oversees the development and execution of the 
 church’s targeted ministry to men in the church and the community. 

 Presbyterian Women’s Leadership Team 

 The Presbyterian Women’s Leadership Team oversees all the programs and 
 efforts of the Presbyterian Women. 

 Youth Ministry Committee 

 The Youth Ministry Committee partners with the Parish Associate for Family 
 Ministries and the adult volunteers to oversee the effective functioning of all 
 programs and ministries designed to impact youth in grades 6-12 at First 
 Presbyterian church, their parents, and the youth in the surrounding community. 
 The Parish Associate for Family Ministries serves as the staff liaison to the Youth 
 Christian Formation Committee. 

 Outreach Division 

 The Outreach Division oversees the church’s intentional  investment in the local and global 
 community by maximizing evangelism and mission opportunities. This division includes the 
 chair of the division (an elder), at least one deacon, and the chairs of the Local Mission 
 Committee, and the Global Mission Committee. The Associate Pastor serves as the staff 
 liaison to this division and an ex officio member as needed. 

 Global Mission Committee 
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 The purpose of the Global Mission Committee is to support the ministry of 
 outreach, evangelism, service, and compassion beyond the local community, with 
 a particular emphasis on the PC(USA)’s mission partners, and the Presbytery of 
 St. Augustine’s focus on the region of Jamaica. The committee also supports the 
 work of Christ in Haiti, and works to implement programs of awareness, and to 
 organize trips for members to do mission globally. 

 Local Mission Committee 

 The purpose of the Local Mission Committee is to provide opportunities for church 
 members to serve those in need locally. Through service projects such as 
 “Neighbor to Neighbor,” and working with local service agencies such as Meals on 
 Wheels, Barnabas, and Habitat for Humanity, this committee strives to bear 
 witness to the compassion of Christ and to spread the good news of God’s love to 
 those in need. 

 Worship Division 

 The Worship Division oversees all music ministries  of the church, and assists the ministers 
 in providing meaningful worship of God, encouraging the people to participate fully, and on a 
 regular basis. This division includes, but is not limited to, the chair of the division (an elder), 
 and three additional members, including at least one deacon. The Senior Pastor serves as 
 the staff liaison to this division. Both the Choir Director and Organist also serve as ex officio 
 members on an as needed basis. 

 Music Committee 

 The Music Committee oversees the effective and meaningful presentation of 
 music in worship services, and other special events. Working in collaboration with 
 the music ministry staff, the Music Committee supports the children and youth 
 choirs, the chancel choir, and the bell choir, and oversee the maintenance of the 
 church’s musical instruments. 

 Worship Technology Committee 

 The Worship Technology Committee works to ensure that all technology related to 
 worship is in good working order and enhance worship experiences at First 
 Presbyterian Church. 
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 Division and Committee Protocol 

 All divisions are chaired by an elder actively serving on Session. Each division shall include, 
 at a minimum, one active elder, one active deacon, and the chairs of any related 
 committees. Divisions shall meet at least quarterly and otherwise, as often as is necessary 
 to effectively fulfill their responsibilities. 

 Committees shall meet as necessary to fulfill effectively their responsibilities. 
 Though some committees will, of necessity, meet every month, others will meet less 
 frequently, completing much of their ministry work outside the context of their committee 
 meetings. Members of the congregation are welcome to attend and participate in committee 
 meetings unless the business to be discussed is of a sensitive nature, requiring a closed 
 meeting. 

 Each division chair, in collaboration with his or her appropriate committee chairs, 
 is responsible for submitting a report to the clerk of the Session at least five days before 
 each Session meeting, providing the Session with an update on the work of the division in 
 the previous month, including the following: 

 ●  Decisions Made 
 ●  Assignments Given 
 ●  Requests for Approval of Session 

 Reporting at Session meetings shall be done by division, though any committee 
 can bring a motion to the Session. Ordinarily, committee motions will come through their 
 appropriate division and be included in that division’s “Requests for Approval of Session.” 

 Meeting Rules of Conduct 

 In order to provide appropriate space for input and discernment, the following 
 rules of conduct will guide the meetings of committees and divisions: 

 ●  Meetings are open and closed with prayer 
 ●  The chairperson shall moderate each meeting. 
 ●  Members are not required to obtain floor before speaking or making 

 motions. 
 ●  There is no limit to the number of times a member may speak to an 

 issue. 
 ●  Motions to limit or close debate will not be considered. 
 ●  Informal discussion is allowed even if no motion has been made. 
 ●  The chair is permitted to make and debate motions. 
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 Summary Organizational Chart 
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 Administrative Division 

 The Administrative Division oversees the effective functioning of all matters related to the 
 church’s finances and personnel. The division includes but is not limited to the chair of the 
 division (an elder), at least one deacon, and the chairs of the Finance Committee, Personnel 
 Committee, and Stewardship Committee. The Endowment Committee informs the Session 
 of its activities via the Administration Division. The Financial Secretary serves as the staff 
 liaison to this division, with the Pastor/Head of Staff serving as an ex officio member, on an 
 as-needed basis. 

 The Administrative Division is responsible for: 

 Expense Report/Check Request  - Appendix I 

 Staff Job Descriptions  - Appendix J 

 Personnel Manua  l - Appendix P 

 Endowment Committee 

 The Endowment Committee oversees the management and faithful 
 stewardship of all endowment assets of First Presbyterian Church. 

 Philosophy 

 The philosophy of the Endowment Committee is to serve in such a way that 
 FPC would enjoy the full benefits of this basic principle of Biblical stewardship: 
 God owns everything; we are simply managers or administrators acting on his 
 behalf. 

 Responsibilities 

 Responsibilities of the Endowment Committee include the following: 

 ●  Develop, implement, and annually update a strategy for increasing planned 
 giving among FPC members. 

 ●  Oversee the faithful investment of the church’s endowment funds 
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 ●  Oversee the expenditure of endowment funds, consistent with the vision 
 and values of FPC and in accordance with the provisions of the trust fund 
 document last amended and restated by the Session and Trustees 
 February 6, 2017. 

 Trustees 

 In accordance with the Endowment Trust Fund, there  shall be a total of five 
 trustees at all times.  At least two of the Trustees shall be Elders of  FPC 
 (although not required to be currently serving on the Session). The nominating 
 committee of the Church shall nominate the Trustees of this Endowment. Each 
 Trustee shall serve a term of three years; a Trustee may only serve a 
 maximum of two consecutive three year terms before taking a minimum of a 
 one year break. 

 Finance Committee 

 The Finance Committee oversees the total financial life of the congregation. 

 Philosophy 

 The Finance Committee seeks to promote financial transparency in all the 
 affairs of the church with which it is involved. All inquiries into the financial 
 affairs of the church are welcome. Providing accurate and complete financial 
 information enables the Session to make wise and prudent decisions, and 
 assists current and prospective donors in formulating and evaluating their own 
 stewardship plans and goals.In budget and financial planning, the committee 
 prayerfully seeks to maintain a conservative and sound debt-free financial plan. 

 Responsibilities 

 Responsibilities of the Finance Committee include the following: 

 ●  Prepare a sustainable, annual operating budget for the church 
 ●  Oversee the following treasurer functions: 

 ○  monitor monthly report 
 ○  arrange for annual financial review 

 ●  Oversee capital campaigns 
 ●  Receive reports from Endowment Trust Fund Board 
 ●  Oversee the disbursement of budgeted items 
 ●  Oversee and approve new accounts the church has with local stores 

 (“store accounts”), relying on reports maintained by the Financial 
 Secretary 

 ●  Approve credit limits and list of approved users of credit cards for use in 
 conducting church business 

 ●  Maintain insurance coverage based on Property Committee inputs 
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 ●  Invest excess church funds 
 ●  Oversee the counting and recording of all offerings 
 ●  Supervise the required Annual Financial Review 

 Standards 

 The committee seeks to maintain the highest standards of financial 
 accountability as instructed in the Scriptures: “above reproach in the eyes of 
 God and men.” The committee maintains policies with a system of checks and 
 balances for both income and expenses to the extent possible that “.  . . no one 
 should blame us about this generous gift that we are administering, for we 
 intend to do what is right not only in the Lord’s sight but also in the sight of 
 others.  ” (2 Cor 8:20-21). Elders, Deacons, staff,  and members are expected by 
 the committee to abide by the established policies for the benefit of all and for 
 the safeguarding of the Ministry of Jesus Christ at First Presbyterian church. 

 Reports to the Session 

 The committee provides monthly Balance Sheet and Income Statements to the 
 Administrative Division and the Session, detailing the budget vs. actual 
 performance, both for the month and year-to-date. 

 ●  When deemed appropriate, an  expenditure in excess  of $500 is brought 
 to the attention of the Session. 

 ●  When deemed appropriate, a  committee line item that  exceeds its 
 monthly or year-to-date budget is brought to the attention of the 
 Administrative Division and the Session. 

 ●  Any expenditure, which is outside of the budget approved by the Session, 
 but is recommended for approval by the Finance Committee, is brought 
 to the Administrative Division and the Session for approval. 

 ●  Any expenditure from a Restricted Account is brought to the attention of 
 the Administrative Division and the Session for approval. 

 Reports to the Congregation 
 ●  The committee provides a summary of  the most current  financial 

 information  to the congregation annually in the Annual  Report 
 distributed at the Annual Congregational Meeting. All members are 
 welcome to contact the committee with questions and/or comments. 

 ●  Copies of the most current financial statements can be requested 
 through the Church Office, and such availability is advertised from time 
 to time in the newsletter and Sunday bulletin. 
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 ●  Various media including the newsletter, web site, bulletin and 
 announcements at services include pertinent information to update and 
 inform the congregation of important financial developments as 
 necessary, and to apprise the congregation of the good use of their 
 tithes and offerings to further the mission of the church. 

 Procedures for Inflows 
 Stock Transfers -  The church accepts stock transfers into the church’s 
 brokerage account. Donors receive credit for the whole amount of the value of 
 donated stock. The church bears the transaction expense (commission). The 
 broker is instructed to sell shares received as soon as practicable to minimize 
 fluctuations in market value. 
 Restricted Donations -  When donors contribute funds  restricted for specific 
 uses, the funds are carried, for accounting purposes, in one of the “Restricted 
 Fund” accounts on the balance sheet. No deviation from the donor-specified 
 use is permitted without the explicit approval of the donor, when possible, or the 
 decision of the Session. Periodic updates are provided to the donor, as 
 appropriate, regarding the use of the funds. 
 Counting of the Offering -  The  committee and the Treasurer  oversee the 
 counting of the offering. Two members of the congregation are assigned each 
 Sunday to count the offering. Counters should be members of good repute 
 within the congregation, trustworthy and forthright in their attitudes and actions. 
 Certain counters have a key to the Synovus Bank Deposit Box at the bank 
 building. The list of approved counters is reviewed and updated annually by the 
 committee. 

 Instructions for Counters 

 Counters retrieve all offerings at the end of the second service from the cabinet 
 under the communion table in the sanctuary. The “Cash” bag is generally used 
 to transport the offerings received  to the counting  location. A second bag 
 labeled “Checks,” the deposit book, calculator, bag keys, and Counting Forms 
 are located in the Media Room cabinet. Counters take all these items to the 
 counting location (currently the Library). 

 CASH - Counters count the cash general offering and any designated cash 
 offerings and log the donor names and amounts on the Counting Form. 

 CHECKS – Counters remove all checks not in personalized church envelopes 
 and place them in the bag labeled “Checks.” All checks in church envelopes are 
 left in the envelopes and placed in the “Checks” bag. 

 The “Checks” bag should contain the following: 

 1.  all checks 
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 2.  the counting form, listing all cash (including amounts for "designated 
 cash" and  “original Adult Sunday School” cash), and names of 
 counters, deacon cards 

 3.  prayer requests 
 4.  attendance slips from both services 
 5.  any other non-cash materials not for deposit. 
 6.  The “Checks” bag is to be locked in the presence of both counters. 

 The “Cash” bag should contain the following: 

 1.  a completed deposit slip 
 2.  all cash from both services 
 3.  The “Cash” bag is to be locked in the presence of both counters. 

 One of the counters must drop both bags at the bank deposit box (using their 
 key) immediately after the counting is completed. 

 The Financial Secretary retrieves the empty “Cash” bag and the “Checks” bag 
 of checks and envelopes from the bank on the next business day and posts 
 the offerings to individual member accounts and then deposits the checks to 
 the bank. The Financial Secretary keeps count of the  checks for auditing 
 purposes to reconcile the bank statement. The Financial Secretary then places 
 the “Cash” bag under the communion table and the “Checks” bag in the Media 
 Room cabinet. 

 General Cost Accounting Procedures - Disbursements 

 There are five general types of disbursements: 

 ●  Payroll  . Payroll is managed from within the PowerChurch  software by 
 the Financial Secretary. There are two basic payrolls, one twice a 
 month  and another monthly. Deductions, including Federal  withholding 
 and FICA/Medicare are calculated, both for the individual and for 
 making federal payroll necessary tax deposits. 

 ●  Scheduled Payments  . Any bills that recur on any frequency,  such as 
 phone, power, insurance, landscaping, etc. are programmed in the 
 payment scheduler and after verification of charges, are paid by check 
 by the Financial Secretary. 
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 ●  Store Accounts  (Accounts that the church has with local stores). First 
 Presbyterian maintains  store accounts  to facilitate  purchases in support 
 of the church’s needs.  New store accounts are approved  by the Finance 
 Committee and a listing of these accounts is maintained by the 
 Financial Secretary and reported to the Finance Committee at least 
 annually. 

 ●  Comprehensive Credit Cards.  Selected church staff,  members, and 
 the Pastors, as approved by the Finance Committee, are provided 
 credit cards for use in conducting church business. A listing of these 
 card-holders and credit limits is maintained by the Financial Secretary 
 and reported to the Finance Committee at least annually. 

 ●  Miscellaneous Accounts.  There are approximately 50  to 75 vendors 
 that are or have been paid for items/services requested on a sporadic 
 or as needed basis by members of various committees and approved 
 according to the Expense Approval Standards below. 

 Expense Approval Standards 

 Expenses incurred on behalf of the church are received by the Financial 
 Secretary and include store account invoices, VISA credit card statements, 
 scheduled payments, and reimbursement requests. Regardless of the source, 
 transactions will be accepted only with a properly prepared Expense 
 Request/Check Request Form. 

 Expense Limits 

 In an effort to provide financial control without hampering efficiency, limits are 
 imposed as to how much can be spent on a single transaction without 
 multi-level approval. 

 Dollar Amount  Approval Criterion 

 Amount < 100  Within budget = one signature 

 Amount  >  100  Within budget = second signature 
 Amount takes line item over budget  Pre-Approval by Finance Committee 
 Any amount from Restricted Acct  Approval by Session 
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 Using Personal Funds/Credit or Debit Cards 

 As a church, First Presbyterian does not incur sales tax when making 
 purchases. The Financial Secretary is able to show proof of Florida State sales 
 tax exemption when making vendor payments as the payee will be shown as 
 First Presbyterian. Individuals purchasing items on behalf of the church using 
 personal payment methods may be liable for payment of appropriate sales 
 taxes, or may be able to provide the tax id number to the vendor. A copy of the 
 Consumer’s Certificate of Exemption form issued by the State of Florida is 
 available from the Financial Secretary. 

 Sales tax will be reimbursed only if purchase was pre-approved by a member 
 of staff or committee/division leader for budgeted amounts less than $500 or if 
 pre-approved by the Finance Committee for amounts larger than $500. All 
 efforts should be made to utilize our sales tax exempt status. 

 All expenses are to be submitted on expense form with proper signatures and 
 booked by the financial secretary, who will file documentation for auditing 
 purposes. Please give the Financial Secretary all receipts or requests for 
 reimbursement only when accompanied by proper authorization. 

 A signature on an expense form indicates that the signer has exercised due 
 diligence to ascertain that the expenditure is in the best interests of the 
 Church, and is in keeping with the purpose, intent, and general budgetary 
 guidelines of the Session. 

 Budgeting Process 

 The Finance Committee is responsible for the budgeting process each year. 
 During the month of October, the Finance Committee solicits requested line 
 item budgets from each Committee Chair which shall be provided to the 
 Finance Committee prior to the November Session stated meeting.  As 
 necessary, the Finance Committee may meet with individual Committee Chairs 
 to refine the budget, or may hold budget workshops. 

 The Finance Committee’s responsibility is to prayerfully balance the budget 
 requests of individual committees in light of the following: 

 ●  The Calling of the Church: “The Church is the body of Christ. Christ 
 gives to the Church all the gifts necessary to be his body. The church 
 strives to demonstrate these gifts in its life as a community in the world.” 
 (The Church’s Calling F-1.0301) 

 ●  The needs of all the committees 
 ●  The overall plan for the church 
 ●  The prevailing economic conditions 
 ●  Membership and giving trends 
 ●  Input from the Stewardship Chair(s) and/or Capital Campaign Chair(s) 
 ●  The long-range implications for the church’s financial stability 
 ●  A conservative, debt-free approach is to be followed at all times. 
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 The Finance Committee prepares a Tentative Budget subject to the results of 
 the annual stewardship campaign, and distributes it to the Session prior to the 
 December Session Meeting resulting in the Revised Budget. As the results of 
 the Stewardship season are gathered, the Finance Committee adjusts the 
 Tentative Budget. The committee shall present the Final Revised Budget to 
 the Session for the Session’s approval no later than one week prior to the 
 January Session meeting. 

 l.p. 
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 Nominating Committee (G-2.0401) 
 A representative nominating committee of active members of the congregation makes 
 nominations for church officials. At least two members shall be elders designated by the 
 Session, one of whom shall be currently on the Session and serve as moderator of the 
 committee. At least one member shall be from the Board of Deacons. Other members in 
 sufficient number to constitute a majority are elected by the congregation at the Annual 
 Meeting. The Pastor is a member of this committee, serving  ex officio  and without vote.The 
 nomination of ruling elders and deacons shall guarantee participation and inclusiveness. 
 (F-1.0403) 
 Elders should be persons of wisdom and maturity of faith, having demonstrated skills in 
 leadership and being compassionate in spirit. 
 Deacons should be persons of spiritual character, honest repute, exemplary lives, brotherly 
 and sisterly love, sincere compassion, and sound judgment. 

 Meetings 

 Meet early in the calendar year to ensure by August 1, the committee shall 
 have met and have a slate of officers to present to the congregation for the 
 coming year. The Committee will also meet as needed to fill unexpired terms. 

 Nominating Process 
 The nominating process includes the following activities: 

 ●  Solicit congregation input 
 ●  ·Prayer. 
 ●  Study of the Office of Elder and Deacon. 
 ●  Examine current Session and Deacon Board (who’s rolling 

 off/needed skills). 
 ●  In strict confidence list potential officer candidates and discuss 

 ideal fits. 
 ●  Rank candidates and pray about them. 
 ●  Vote on candidate slate. 
 ●  Make contact assignments. 
 ●  Celebrate those who agree to serve 
 ●  Create a brief biography of each candidate for presentation to 

 the congregation. 
 ●  Report to the Congregation. 

 Personnel Committee 

 The purpose of the Personnel Committee is to administer all programs related 
 to the staff duties, employee’s relationships, employment needs, and 
 compensation. 
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 Membership 

 The chair of the Personnel Committee is an active member of the Session. 
 The Senior Pastor serves as an ex-officio member. 

 Responsibilities 

 Responsibilities of the Personnel Committee include the following: 

 ●  Recommend to Session position descriptions for all staff 
 ●  Review and recommend to Session compensation packages for all staff 
 ●  Encourage professional growth and development for all staff 
 ●  Perform an annual review of, and hold meetings with, salaried 

 personnel to discuss performance, achievement and setting of goals, 
 development needs and compensation 

 ●  Recommend to  Session personnel policies with updates  to the 
 Personnel Manual. 

 ●  Recommend to Session ways to manage risk liabilities related to staff 
 work 

 ●  Implement a plan of equal employment opportunities, developed in 
 consultation with the Presbytery and approved by the Session 

 ●  Act as a support group for pastors and other members of the staff, and 
 to encourage team cohesion and high standards of ethics 

 ●  Coordinate with Division Chairs on the performance of staff  help to 
 carry out their responsibilities. 

 ●  Coordinate  with Senior Pastor his oversight of staff  schedules (vacation, 
 sick days, continuing education, etc.). 

 ●  Confer with the Senior Pastor on other issues of concern. 

 Meetings 

 The committee shall meet at least quarterly and on the call of the chairperson 
 or Senior Pastor. The agenda for each meeting shall be set by the chairperson 
 in consultation with the Senior Pastor. No meeting shall take place without the 
 Senior Pastor present unless the pastor is notified. 

 Relationships and Accountability 

 The  committee is accountable to the Session. It shall  maintain minutes of its 
 meetings and present a written report to the Session following each committee 
 meeting. 

 Stewardship Committee 
 The Stewardship Committee oversees all congregational matters regarding Biblical principles 
 of stewardship. 
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 Philosophy 

 The philosophy of the Stewardship Committee is to serve in such a way that 
 First Presbyterian would fully embrace this basic principle of Biblical 
 stewardship: God owns everything; we are simply managers or administrators 
 acting on his behalf. 

 Responsibilities 

 Responsibilities of the Stewardship Committee include the following: 

 ●  Develop and manage the annual stewardship campaign. 
 ●  Contact new members regarding stewardship. 
 ●  Provide input to the Finance Committee during the budgeting process 

 and in the development of Revised and Final Budget. 
 ●  Collaborate with Christian Formation Division to integrate stewardship 

 into educational programs. 
 ●  Provide information and resources to the congregation regarding 

 charitable estate planning. 
 ●  Oversee capital campaigns. 

 Reports to the Congregation 

 The Stewardship Committee will regularly communicate through all church 
 communication channels all opportunities for members to hear and understand 
 the vision for First Presbyterian in the upcoming year and each member’s role. 
 Regular reports of campaign results (stewardship or capital) will be shared 
 with the congregation at a frequency deemed appropriate by the committee. 
 The congregation is encouraged to contact the committee with questions 
 and/or comments regarding stewardship issues or any capital campaign. 

 Reports to the Session 

 The Stewardship Committee will provide monthly reports to the Session as 
 stewardship plans develop. During the months of October through December, 
 the Stewardship Committee Chair will communicate with the Finance Chair the 
 campaign results as they progress to facilitate adjustments to next year’s 
 budget. 
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 Property Division 

 The Property Division oversees the management of all matters related to the physical facility 
 and the surrounding property. These matters include the care, repair, protection, and 
 general maintenance of all church property including all real estate, buildings, and the 
 equipment required for the effective operation of the church. This division includes but is not 
 limited to the chair of the division (an elder) and three additional members, including at least 
 one deacon. The Sexton serves as the staff liaison to this division, with the Senior Pastor 
 serving as an ex officio member, on an as-needed basis. 

 The Property Division is responsible for: 

 Facility Use Application Form  - Appendix A 

 Bus Manual - Appendix B 

 Responsibilities 

 The responsibilities of the Property Committee include the following: 

 ●  Oversight of maintenance and repair of church real estate and facilities 
 including development of preventative maintenance calendars and inspection 
 schedules. 

 ●  Grounds maintenance to include all landscaping and maintenance of parking 
 lots. 

 ●  Equipment maintenance including all purchases, repairs and disposal of such. 
 ●  Management of church vehicles (maintenance, purchase, lease, and disposal). 
 ●  Management of property usage by church members and community members. 
 ●  Deploy, manage, operate, and maintain all church audio visual equipment with 

 the exception of the Sanctuary which is the responsibility of the Worship 
 Division. 

 ●  Annual review of facility usage fees. 
 ●  Facility security issues. 
 ●  Safety issues within church buildings and on the property, including ADA 

 compliance. 
 ●  Compilation of a current inventory of FPC property. 

 Facilities Usage 

 Organizations may request use of church facilities through the process established by 
 the PropertyCommittee and approved by the Session using Appendix A. Donation 
 fees will be reviewed annually by the Property Committee. 
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 Facility Usage Applications are received by the Church Secretary and forwarded to 
 this Division. Upon approval, Written Facility Use Agreements between First 
 Presbyterian Church and each user outlining responsibilities of both parties will be 
 executed. All fees are to be paid a minimum of seven days prior to use. 

 Congregational events scheduled by the church staff, ministries, or Session are 
 exempt from any written contract or donation fees, but should be calendared with the 
 Church Secretary. 

 The Wedding Manual (Appendix W) includes a fee schedule. 

 Basic Rules for Facilities Use 

 All organizations or groups using the facilities must have a church member as a 
 sponsor. The sponsor must be in attendance during the event and will be responsible 
 for the group’s use of the facilities from opening to closing. The following are the 
 basic rules when using the church facilities. Any group or organization not abiding by 
 the rules will lose the privilege of using the facility: 

 ●  Whatever you take out, put away. 
 ●  Return rooms to set up in which you found them, unless otherwise agreed 

 upon with Sexton, appropriate church staff, or within the facility usage 
 agreement. 

 ●  Coordinate all activities with the Administrative Assistant (Church Secretary) 
 for posting on the church calendar. 

 ●  Turn off all appliances used in the kitchen. 
 ●  Do not leave undated/unlabeled items in refrigerators. 
 ●  Clean up all spills. 
 ●  Do not affix anything to any walls without the approval from the Property 

 Division. 
 ●  Use the dumpster behind the parking lot for trash. 
 ●  Upon conclusion of event, lock all doors, turn off all lights, and adjust 

 thermostats as may be required. 

 Furlough Apartment 

 During the 2000-2003 capital campaign, funds were raised to purchase the Anchor, 
 Baker-Hardee Hall, Alday Cottage and the Manse. After moving the office to 
 Baker-Hardee Hall, Angel Davis Hall was converted to the library, parlor and a 
 furlough apartment on the second floor. The apartment was envisioned as a facility to 
 reach out to the world. Missionaries and other guests are offered this facility on a 
 short-term basis to reflect and recharge. It was also envisioned that occupants would 
 bring messages from world ministries to our congregation through worship, sermons, 
 and presentations. The Senior Pastor will be the sole approving authority for 
 occupants of this facility. The Chair of the Property Committee will be kept informed 
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 of scheduled occupants. The Pastor’s report to the Session during monthly stated 
 meetings will include furlough apartment usage. 

 Columbarium Committee 

 The Columbarium Committee oversees the First Presbyterian Church Memorial 
 Garden which includes the Columbarium with its niches, the Memorial Tower, and the 
 Scatter Garden.  The committee: 

 ●  Sets the fees for each element in the memorial garden 
 ●  Develops and updates policies for reserving space and other administrative 

 procedures 
 ●  Manages the finances, property upkeep and communicates how niches in the 

 columbarium can be reserved. 
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 Christian Education Division 

 The Christian Education Division mission statement “Christian Formation at First 
 Presbyterian Church, Fernandina Beach, FL, seeks to nurture spiritual growth through 
 opportunities grounded in scripture and the Reformed Tradition that will strengthen faith and 
 relationships in Jesus Christ, so that the word of God is realized and lived out in our lives.” 
 was adopted by session, November 2016. 

 The Christian Education Division oversees the effective functioning of all matters related to 
 the church’s Christian Education programs for children, youth and adults. This division 
 includes the chair of the division (an elder), at least one deacon, and the chairs of the 
 following committees: Adult and Intergenerational Education, Children’s Ministry, and Youth 
 Ministry. The Associate Pastor serves as the staff liaison to this division, with the Parish 
 Associate for Family Ministries serving as a resource for participants as needed. 

 The Christian Education Division is responsible for: 

 Child Protection Policy  Appendix S 

 Volunteer Application: Appendix  S 

 Adult and Intergenerational Education Committee 

 The purpose of the Adult and Intergenerational Education Committee is to teach, 
 share and nurture the Christian faith within our families, church and community by 
 providing opportunities for Biblical and theological study and reflection for adults of all 
 ages. The  Associate Pastor  is the staff liaison to the Committee. 

 Responsibilities 

 ●  Oversee Sunday morning programming for adults 
 ○  Select and order curriculum for use in Adult Sunday School 
 ○  Recruit and train teachers and volunteers for Adult Sunday 

 School 

 ○  Organize class rosters and manage attendance records for Adult 
 Sunday School 

 ○  Oversees Wednesday night adult education opportunities. 

 ●  Maintain the church library 

 ○  Purchase, organize and dispose of books, videos, DVDs and 
 audio tapes 
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 ●  Provide oversight to adult Bible study programs 
 ○  Select and order curriculum if needed 
 ○  Assist in recruitment and training of group facilitators 
 ○  Coordinate calendaring, marketing, and registration for Bible 

 studies 
 ●  Planning of seminars or workshops to offer faith based resources 

 needed by adults at First Presbyterian Church. 
 ●  Coordinate special events and collaborate with other committees within 

 Christian Formation Division (lead those with *) 
 ○  Teacher Appreciation* 
 ○  Rally Day* 
 ○  Confirmation Celebration 
 ○  Easter Community Event 

 Intergenerational Events Task Forces 

 Led by the Parrish Associate on an event-by-event basis, a variety of groups serve as 
 task forces to create and implement specific intergenerational events. 

 Responsibilities 

 ●  Collaborate with committees within Christian Formation Division to plan 
 special events (lead those events with *) 

 ○  Teacher Appreciation 
 ○  Rally Day 
 ○  Confirmation Celebration 
 ○  Easter Community Event* 

 ●  Photograph church events 

 Children’s Ministry Committee 

 The purpose of the Children’s Ministry Committee is to oversee the effective 
 functioning of all programs and ministries designed for children from birth through fifth 
 grade at First Presbyterian and their parents. The Parish Associate is the staff liaison 
 to the Children’s Ministry Committee. 

 Philosophy 

 Jesus said, “Let the little children come to me.” The desire of the Children’s Ministry 
 Committee is that the children’s programming at First Presbyterian would be an 
 expression of Christ’s welcome in every way. Safety, security, love, and acceptance 
 are aspects of this welcome as children are introduced to Jesus in age appropriate 
 learning environments. 
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 Responsibilities 

 ●  Oversee Sunday morning programming for children in pre-K through 
 fifth grade 

 ○  Select and order curriculum for use in Sunday School. 

 ○  Recruit and train teachers and volunteers for Children’s Church 
 and Sunday School utilizing the Volunteer Application and Child 
 Protection Policy 

 ○  Organize class rosters and manage attendance records for 
 nursery through fifth grade during Sunday programs 

 ●  Oversee Vacation Bible School and Wednesday night children’s 
 program 

 ○  Select and order curriculum 

 ○  Recruit and train volunteers 

 ○  Purchase necessary supplies 

 ●  Develop and oversee milestone events or rites of passage for children 
 at First Presbyterian (baptism, Bible presentation, etc.) 

 ●  Implementation of the Child Protection Policy Appendix S. 

 ●  Staffing of nursery workers. 

 ●  Provide programming or resources to nurture, support, and equip 
 parents of young children. 

 Youth Ministry Committee 

 The purpose of the Youth Ministry Committee is to aid the Parish Associate and adult 
 volunteers to oversee the effective functioning of all programs and ministries 
 designed to impact youth in grades 6-12 at First Presbyterian, their parents, and the 
 youth in the surrounding community.  The Parish Associate serves as the staff liaison 
 to the youth Christian Formation Committee. 
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 Responsibilities 

 ●  Oversee Sunday morning programming for children in 6th through 12th 
 grades 

 ○  Select and order curriculum for use in Youth Sunday School 

 ○  Recruit and train teachers and volunteers for Youth Sunday 
 School 

 ○  Organize class rosters and manage attendance records for 
 Sunday School 

 ●  Recruiting leaders, teachers, chaperones and drivers for weekly and 
 monthly programs, retreats, special activities, and summer youth trips 

 ●  Oversee the Child Protection Policy, Appendix S including the 
 processing of Volunteer Applications, Bus Driver DMV checks, and 
 required changes to the Child Protection Policy. 

 ●  Implementing a communication plan for promotion of youth activities, 
 encouraging youth attendance, informing the church, and sending 
 reminders about all activities 

 ●  Providing for and fostering youth development of compassion and 
 generosity through involvement in community projects 

 ●  Providing and recruiting support during Youth Sunday planning and 
 Youth Sunday (particularly food for practices and between services on 
 Youth Sunday itself) 

 ●  Providing and recruiting support on assigned “Coffee Hour” dates 
 ●  Oversee development of dynamic Confirmation program which engages 

 youth and welcomes them into membership family of FPC 
 ●  Collaborate with other committees within Christian Formation Division to 

 plan special events integrating youth into the life of the church (lead 
 those with *) 

 ○  Teacher Appreciation 
 ○  Rally Day 
 ○  Confirmation Celebration* 
 ○  Easter Community Event 
 ○  Youth Sunday* 

 ●  Oversee the overall youth program assisting the Parish Associate for 
 Families Ministries with the volunteer matriculation process, planning 
 milestone events, and supporting the program as needed. 

 Men’s Ministry Committee (Spinnaker) 

 The Men’s Ministry Committee oversees the development and execution of the 
 church’s targeted ministry to men in the church and the community. The primary 
 focus of the Presbyterian Men is Christian fellowship. 
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 Meetings  : Presbyterian Men hold periodic meetings  consisting of the following: 

 ●  Fellowship 
 ●  Meal 
 ●  Devotion 
 ●  Special Speaker 

 The Men’s Ministry also takes on projects within our church and community, holds group 
 outings, and periodic breakfasts. 

 Presbyterian Women’s Leadership Team 
 The Presbyterian Women’s Leadership Team oversees all the programs and efforts of 
 the Presbyterian Women. 

 Philosophy 
 Forgiven and freed by God in Jesus Christ, we commit ourselves to nurture our faith through 

 prayer and Bible study, to support the mission of the church worldwide, to work for 
 justice and peace and to build an inclusive, caring community of women that 
 strengthens the Presbyterian Church (U.S.A.) and witnesses to the promises of God’s 
 kingdom. 

 Directory 
 Each year the women of the church publish a directory that lists the following information: 

 ●  Officers and Circle Leaders 
 ●  Members of each circle 
 ●  Monthly mission projects. 
 ●  Annual budget for Presbyterian Women 
 ●  Honorary Life Members 

 Women’s Circles 
 The Circles of First Presbyterian Church are as follows: 

 ●  Elizabeth Circle 
 ●  Esther Circle 
 ●  Hannah Circle 
 ●  Lydia Circle 
 ●  Ruth Circle 

 Engagement Division 

 The Engagement Division develops, implements, and coordinates the church's efforts to 
 engage those not yet a part of First Presbyterian Church, to joyfully welcome and reach out 
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 to those who visit, and to help move people into membership and more meaningful 
 engagement in the life of the church. This division includes the chair of the division (an 
 elder), at least one deacon, and the chairs of the Fellowship Committee, and the Hospitality 
 Committee. The Senior Pastor serves as the staff liaison to this division. 

 Food and Fellowship Committee 

 The Fellowship Committee oversees the planning, promotion, and execution of 
 all-church fellowship events, including food service coordination. 

 Responsibilities 

 The responsibilities of the Food and Fellowship Committee are providing fellowship 
 opportunities for members are the following: 

 ●  Family Night Suppers 
 ●  1  st  Cafe’ Wednesday Night Dinners 
 ●  Coffee between Sunday services 
 ●  Receptions for various events 
 ●  Providing disposables for fellowship functions and programs 

 Hospitality Committee 

 The Hospitality Committee develops, implements, and manages all welcoming 
 processes from a visitor’s first visit to the church website to their completing the new 
 member class and joining the church. 

 Responsibilities 

 The responsibilities of the Hospitality Committee include the following: 

 ●  Following up with visitors, including the use of  “  Friendship  and Fellowship 
 Pads  ”  in conjunction with the church office, and delivery  of “Doorstep Ministry 
 Bags” to first time visitors. 

 ●  Provide name tags for all members and visitors to facilitate a welcoming 
 environment. 

 ●  Invite visitors to the new member class, and serve as hosts for these 
 gatherings. 

 ●  Provide new member packets. 
 ●  Photograph new members for bulletin board in Jim Thomas Hall. 
 ●  Assist as needed on Sunday morning when new members join the church. 
 ●  Provide pictorial directories and church brochures. 
 ●  Work with volunteers on the following: 

 ○  Create and facilitate Ministry Opportunity surveys. 
 ○  Refer volunteers for activities based on church database. 
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 Outreach Division 

 The Outreach Division oversees the church’s intentional  investment in the local and 
 global community by maximizing evangelism and mission opportunities. This division 
 includes the chair of the division (an elder), at least one deacon, and the chairs of both 
 the Global Mission and the Local Mission. The Associate Pastor serves as the staff 
 liaison to this division. 

 Annual Budget Review by the Outreach Division 

 The purpose of the annual outreach budget review is to examine all supported 
 organizations and individuals in view of their theology, mission goals, need, support 
 from other sources and administrative expenses. Both Local and Global Mission 
 Committees review method is as follows: 

 ●  Incoming requests for support become agenda items at a meeting of the 
 appropriate Mission Committee. 

 ●  The committees consider each submitted request and its significance to 
 determine whether or not to include the item in the recommended budget. 
 Current support from other groups within the church is a factor in the 
 decision-making process. 

 ●  If the group or individual request is a new one needing further consideration, a 
 committee member will investigate the request and report back to the group at 
 the next meeting. 

 ●  The request is then discussed by the committee at the next monthly meeting 
 as to the need for the service this mission provides, the number of people 
 served, and the accountability process of the organization. 

 ●  Representatives from organizations may be invited to meet with the mission 
 committees in person. 

 ●  Monthly committee meeting minutes are taken. 
 ●  Beginning in September each year, budget discussions begin. 
 ●  Decisions are made within each committee (Local and Global) about whether 

 current recipients should be removed, any gifts reduced or increased, or 
 whether new additions should be made. 

 ●  The Outreach Division meets together to combine the two budgets and create 
 the proposed Outreach budget for the coming year which is submitted to the 
 Finance Committee at the December meeting. 

 ●  Based on Finance Committee’s budget decisions, adjustments are made at 
 the beginning of the year. 

 Global Mission Committee 
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 The purpose of the Global Missions Committee is to share the good news of the 
 Gospel by investigating, promoting, and participating in national and global mission 
 opportunities. This committee educates the church family of ways to engage in these 
 opportunities so that members are equipped to for the ministry of witness to the love 
 and grace of God in and for the world (G-1.0101). 

 Responsibilities 

 The responsibilities of the Global Mission and Evangelism Committee are to keep the 
 community informed of our global ministry outreaches, and to invite the participation 
 of others through sharing our faith, including (but not limited to): 

 ●  National Mission Opportunities 
 ●  Global Mission Opportunities 
 ●  Disaster Offerings 
 ●  The Global Mission and Evangelism Committee also sponsors the St. 

 Augustine Presbytery through our per capita giving, PSG 
 (Presbytery/Synod/General Assembly) giving, and support of New Church 
 Development, and the Montgomery Conference Center 

 ●  Schedule Minute for Mission – periodic three minute presentation at worship 
 services. 

 ●  Provide information in the church media about church mission work 
 ●  Plan and undertake mission trips with members of the congregation 
 ●  Provide opportunities for mission speakers to inform the congregation of their 

 work 

 Local Mission Committee 

 The Local Missions Committee provides opportunities for  serving needs within the 
 local community. 

 Responsibilities 

 The responsibilities of the Local Mission include the following: 

 ●  Encourag  i  ng our membership to be a witness for Christ’s  love through their 
 involvement in one of the many community Christian organizations serving the 
 needs of the poor, the sick, the lonely, and the powerless among us. 

 ●  Local mission opportunities include: 
 o  Barnabas 
 o  Council on Aging 
 o  Habitat for Humanity 
 o  Interfaith Dinner Network 
 o  America’s Youth 
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 Worship Division 

 The Worship division oversees all music ministries of the church and assists the ministers in 
 providing meaningful worship of God, encouraging the people to participate fully and on a 
 regular basis. This division includes but is not limited to the chair of the division (an elder) and 
 three additional members, including at least one deacon. The Senior Pastor serves as the staff 
 liaison to this division. Both the Choir Director and Organist also serve as ex officio members on 
 an as needed basis. The Worship Division is responsible for these appendices. 

 Appendix C  Communion Service Procedures 

 Appendix F  Funerals 

 Appendix G  Sanctuary Guild Instructions 

 Appendix U  Ushers Instructions  including  Responding  to Fire or Medical Emergencies 

 Appendix W  Weddings 

 Worship Committee 

 The Worship Committee assists with the planning of worship services, and the 
 preparation of worship services by arranging the ushers, preparing communion, 
 overseeing sanctuary care, and updating policies. 

 Responsibilities: 

 The responsibilities of the Worship Committee include the following: 

 ●  Arrange for ushers for each service. In addition to ushering, ushers assist in 
 the setup of the sanctuary each Sunday, assist in Baptism, count the number 
 in attendance (including the choir and the children), and distribute activity bags 
 for children. 

 ●  Prepare communion monthly and on special days such as Maundy Thursday, 
 etc., and arrange for ordained elders and deacons (active or inactive  )  to serve 
 Communion. 

 ●  Sanctuary Preparation: 
 o  Maintain flower schedule. 
 o  Change paraments, as appropriate. 
 o  Display banners, as appropriate. 
 o  See that pews are supplied with visitor cards, envelopes, and prayer 

 request cards. 
 o  Arrange for holiday decorating of sanctuary. 
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 ●  Weddings and Funerals: Keep policies regarding these services current and 
 assist, as needed. 

 ●  Assist minister in assessing and meeting the congregation’s worship needs 
 including: Sunday bulletin, order of worship scheduling of Services, and any 
 special worship services such as Advent, Maundy Thursday, World 
 Communion Day, etc. 

 Music Committee 

 The Music Committee is part of the Worship Committee overseeing the effective and meaningful 
 presentation of music in worship services, and other special events. Working in collaboration 
 with the music ministry staff, the Music Committee supports the children and youth choirs, the 
 chancel choir, and the bell choir and oversee the maintenance of the church’s musical 
 instruments, the purchasing of music, and the maintaining of the choral library. 

 Responsibilities: 

 The responsibilities of the Music Committee include the following: 

 ●  Work closely with the Pastor and the Choir Director in providing music 
 for various services and assist as needed in the development of the 
 choir program. 

 ●  Assist in coordinating choirs and placement of the choirs in the 
 services. 

 ●  Coordinate maintenance of the church’s musical instruments (pianos, 
 organ, and bells). 
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 APPENDIX  A 

 FACILITY USE APPLICATION and FACILITY USE AGREEMENT 

 First Presbyterian Church of Fernandina Beach, FL 

 Church Policy  :  First Presbyterian Church (FPC) is  a house of worship that has been blessed with buildings 
 and equipment for ministry and service to the community. While the primary purpose of these facilities 
 is to provide a place for the worship of God, physical facility(ies) and space(s) suitable for meetings, 
 activities, or events may be made available for use by members and groups in the congregation and 
 the community at large. Community at large use is limited to organizations or civic groups organized 
 as a not for profit organization with a church member sponsor, and facility use shall be exclusively for 
 religious, social, and/or charitable purpose or incidental thereto. Use of church facilities is not 
 permitted by profit organizations and political groups. The buildings, equipment, furnishings, and 
 supplies are the property of First Presbyterian Church, and therefore, shall not be used by any group, 
 organization, or individual without approval of the Property Committee. 

 The first step is to submit a Facility Use Application (Part A of this document) and once use is approved then a 
 signed Facility Use Agreement (Part B of this document) must be executed. 

 The Sanctuary is subject to separate use policies for religious and other Session approved purposes. 

 ●  The Administrative Assistant (Church Secretary) is the primary contact person to coordinate 
 facility availability as well as submit a completed Facility Use Application (Part A). 

 ●  After application review for appropriateness by the Property Division, the application is 
 returned to the organization or group to complete and execute a Facility Use Agreement (Part 
 B). This agreement is normally executed in the church office with the User, Sponsor, 
 Administrative Assistant and Property Division representative. 

 ●  Activities of FPC take precedence over all other activities and scheduled events may be 
 altered due to unexpected church needs. 

 ●  A user must provide their own meeting supplies (church supplies may not be used). 
 ●  The use of alcohol on church property or smoking within the building(s) is not permitted. 
 ●  Administrative donation is required for any facility usage (can only be waived by the Session). 
 ●  The user must present to FPC a “Certificate from the insurance company that the user has 

 General Liability insurance in the amount of $1,000,000 and has named First Presbyterian 
 Church of Fernandina Beach, FL as an additional insured under this policy.” A new certificate 
 must be presented to FPC each policy year confirming the above conditions. 

 ●  Security deposit may be required. 
 ●  All applications for ongoing use (e.g. weekly or monthly) must be reviewed annually prior to 

 coming program year which begins each September. 
 ●  Failure to use church property in accordance with church policies is grounds for immediate 

 cancellation of an event and denial of permission for future use of FPC facilities. 
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 PART A – Application for Use of FPC Facility  Today’s Date ______________________ 

 Group or Organization: ___ Religious ___ Not for Profit ___ Civic ___ Other (explain) _________ 

 Group Requesting use______________________________________________________________ 

 Contact Person ___________________________________________________________________ 

 Address ____________________________ City ___________________ State _____ Zip ______ 

 Telephone _________________ Cell _________________ Email: ________________________ 

 Description of Use_________________________________________________________________ 

 Facilities or SpaceRequested________________________________________________________ 

 Details of Requirements (such as # of tables and chairs, any equipment, kitchen, type of 
 setup) ___________________________________________________________________________ 

 Anticipated Attendance ____________ 

 Date(s) of Use ____________________________________ Time of Use __________________ 

 Insurance Information_____________________________________________________________ 

 Church Member Sponsor____________________________________________________________ 

 SPECIAL NOTE:  Sponsor must be at events at the time  of entry into the facility and at time of 
 departure. Additionally at opening of event sponsor will conduct orientation of facility including exit locations, 
 telephone location, restrooms locations, etc. During the event the sponsor must be available to respond to 
 needs and emergencies. During major events the sponsor must be physically present full time. Upon closing of 
 the event, sponsor will ensure that kitchen appliances are turned off, facilities lights are off, thermostats 
 adjusted, and doors locked.. 

 FEES: 

 ●  $25 Minimum donation/event for group < 25 requiring no set up, take down, cleanup, or 
 additional services 

 ●  $50 Minimum donation/event for group < 25 requiring set up, take down, cleanup, or additional 
 services 

 ●  $100 Minimum donation/event for a group of 25 to 50 
 ●  $50 additional donation/event for each additional 50 persons or portion thereof exceeding 50 
 ●  $50 additional donation/event exceeding four fours (eight hours maximum event length 

 allowed 
 ●  $35 additional donation/event for kitchen use if for storage, serving and cleanup only 
 ●  $100 additional donation/event for kitchen use if for storage, preparation, serving and cleanup 
 ●  (NOTE: fee also applies if a caterer is used; caterer must provide appropriate insurance.) 
 ●  $50 additional donation/event if Sexton services facility beyond normal hours (evening, holiday 

 or weekend) 
 ●  $400 Security Deposit REQUIRED for any group exceeding 50 persons (deposit is refundable 

 within 30 days after the event is completed if facility left in clean and orderly condition with no 
 damage). 

 ●  NOTE: Same deposit can be used for recurring events. 
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 INSURANCE REQUIREMENTS: 

 National organizations must must present to FPC a “Certificate from the insurance company that the user has 
 General Liability insurance in the amount of $1,000,000 and has named First Presbyterian Church of 
 Fernandina Beach, FL as an additional insured under this policy.”  Local organizations and groups 
 must provide a certificate of General Liability insurance for $1,000,000 or event general liability 
 insurance in the amount of $1,000,000 general liability is preferable and with either option, must have 
 First Presbyterian Church as an additional insured. 

 Small organizations or groups under 25 people may provide a certificate of general liability insurance for 
 $1,000,000 OR event general liability insurance for a minimum of $1,000,000 or a certificate of general 
 liability insurance by an individual’s homeowners policy for a minimum of $200,000 and any of the 
 above with First Presbyterian Church an additional insured. 
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 RT B – Use Agreement of FPC Facility 

 AGREEMENT, between First Presbyterian Church of Fernandina Beach, FL (herein FPC), and 
 ____________________________________________________________________________ 
 (herein “USER”), relating to the use of facility/facilities of FPC as described in Part A. 

 USER agrees to donate the amount of $ ____________ per event for the use of the facilities, $_______ per 
 event for kitchen use, $__________ per event for sexton services, and to pay $________ as a security 
 deposit. The security deposit and all donations shall be paid at the time of the signing of this 
 Agreement or a minimum of seven (7) days prior to the event whichever is later. Signing normally is in 
 the church office with User, Sponsor and Administrative assistant. Funds are immediately turned over 
 to the Financial Secretary. 

 This permission is granted upon these additional terms and conditions and is non-assignable. 

 USER shall leave the facilities in a clean and orderly condition; and if any alterations are allowed, restore the 
 facilities to their original condition; and shall repair any damage arising out of the use of facilities under 
 this Agreement. The security deposit as may be required shall be returned to USER within 30 days 
 after USER has completed its use of the facilities, less those amounts needed to remedy USER’s 
 failure to fulfill its obligations under this Agreement. 

 USER using the facilities must have a church member as a sponsor. The sponsor, _________________, will 
 attend during the event and be responsible for the group's use of facilities during the event including 
 conducting an opening orientation and ensuring facilities are secure when event completed. 

 Signature of Sponsor ____________________________________________Date: ___________ 

 USER agrees to indemnify and hold harmless the FPC from and against all liability, loss or damage from any 
 cause whatever, including the negligence (active or passive) of FPC, its officers,directors,employees, 
 Deacons, Elders, volunteers and agents. arising from the use of the facilities or activities in and about 
 the same by USER or its representatives or invitees. This is documented by the Waiver of Liability and 
 Hold Harmless Agreement. 

 USER shall provide and maintain Comprehensive Liability insurance during the period covered by this 
 Agreement insuring FPC against liability for bodily injury (including death) and property damage from 
 occurrences in or about the facilities and church property or the use or condition thereof, with 
 combined single limits of $ ___________________. Such policy or policies shall name First 
 Presbyterian Church of Fernandina Beach, Florida as additional insured. Such insurance shall be 
 primary and any other insurance available to FPC shall not be called upon to contribute. A Certificate 
 of Insurance shall evidence such insurance of USER and Endorsement furnished to FPC fourteen (14) 
 days prior to use of the facilities. Said insurance shall provide and the certificate and endorsement 
 shall state that such insurance cannot be modified or cancelled without 30 days notice to FPC. 

 USER  represents that it is organized as a not for  profit organization  , and that such facilities shall  be used 
 exclusively for religious, social, and/or charitable purposes or for use incidental thereto. FPC may 
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 terminate this Agreement, and permission to use its facilities, at any time for good cause without 
 obligation except to refund any amount that USER has heretofore donated or paid. 

 Special Provisions, if any: 
 ________________________________________________________________________________ 

 Date: _____________________  USER:  ___________________________________ 
 Title:  ___________________________________ 

 Date: _____________________       Approved FPC:_______________________________________ `` 
 Title:__________________________________________ 
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 WAIVER OF LIABILITY AND HOLD HARMLESS AGREEMENT 
 1.  In consideration for receiving permission  to participate in ________________________ on the 

 premises of the First Presbyterian Church of Fernandina Beach, FL, which is hosted by 
 ________________________, I, ____________________________________, hereby RELEASE, WAIVE, 
 DISCHARGE, COVENANT NOT TO SUE AND HOLD HARMLESS: First Presbyterian Church of Fernandina 
 Beach, FL, its Pastors, Elders, and any partner, employee, servant, representative, associate, officer, directors, 
 committee members, agent, volunteer, successor and assigns of First Presbyterian Church of Fernandina 
 Beach, FL, (hereinafter referred to as RELEASEES) from any and all liability, claims, demands, action, 
 judgments, costs, expenses, court costs, attorney fees and causes of action whatsoever arising out of or 
 related to any loss, damage, or injury, including death, that may be sustained by me, or to any property 
 belonging to me, WHETHER CAUSED BY THE, including but not limited to, SOLE, CONTRIBUTORY OR 
 GROSS NEGLIGENCE OF THE RELEASEES, or otherwise, while participating in such activity, or while in, on 
 or upon the premises where the activity is being conducted. 
 2.  I hereby elect to voluntarily participate in said activity, and to enter the above-named premises and 
 engage in such activity knowing that certain risk of harm are or may be inherent in the various activities 
 contemplated herein and that the activity may be hazardous to me and my property. I VOLUNTARILY 
 ASSUME FULL RESPONSIBILITY FOR ANY RISKS OF LOSS, PROPERTY DAMAGE OR PERSONAL 
 INJURY, INCLUDING DEATH, that may be sustained by me, or any loss or damage to property owned by me, 
 as a result of being engaged in such an activity, WHETHER CAUSED BY THE, including but not limited to, 
 SOLE, CONTRIBUTORY OR GROSS NEGLIGENCE OF RELEASEES or otherwise. 
 3.  I further hereby AGREE TO INDEMNIFY AND HOLD HARMLESS the RELEASEES from any loss, 
 liability, damage, demands, liens, liabilities, judgments or costs, including court costs and attorney fees, that 
 they may incur due to my participation in said activity, WHETHER CAUSED BY OR CONTRIBUTED TO IN 
 WHOLE OR PART by any action or failure to act, negligence, breach of contract, or other misconduct on the 
 part of RELEASEES or otherwise. 
 4.  It is my express intent that this Release and Hold Harmless Agreement shall bind the members of my 
 family and spouse, if I am alive, and my heirs, personal representatives, executors and assigns, if I am 
 deceased, and shall be deemed as a RELEASE, WAIVER, DISCHARGE AND COVENANT NOT TO SUE the 
 above named RELEASEES. I hereby further agree that this Waiver of Liability and Hold Harmless Agreement 
 shall be construed in accordance with the laws of the State of Florida. 
 5.  The undersigned affirms he or she is currently covered under appropriate general liability and personal 
 health insurance policies issued through a licensed insurance carrier. 
 6.  I expressly agree that this Release and Hold Harmless Agreement is intended to be as broad and 
 inclusive as is permitted by the laws of the State of Florida, and if any portion of this Agreement is held to be 
 invalid, it is agreed that the balance shall, notwithstanding, continue in full legal force and effect. 
 IN SIGNING THIS RELEASE, I ACKNOWLEDGE AND REPRESENT THAT I have read the foregoing Waiver 
 of Liability and Hold Harmless Agreement, understand it and sign it voluntarily as my own free act and deed; 
 no oral representations, statements, or inducements, apart from the foregoing written agreement, have been 
 made; I am at least eighteen (18) years of age and fully competent; if I am under eighteen (18) years of age or 
 not fully competent, my legal guardian has read the foregoing, and I, if competent, or my legal guardian if I am 
 under eighteen (18) years of age or incompetent, execute the Release for full, adequate, and complete 
 consideration fully intending to be bound by same. 

 ________________________________  _____________________________________ 
 Guest Print Name  Guest Signature 

 ________________________________  _____________________________________ 
 (or legal guardian name if under 18 years  (or legal guardian name if under 18 years 
 of age or incompetent)  of age or incompetent) 

 ________________________________  _____________________________________ 
 Witness Signature  Witness Signature 
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 WAIVER OF LIABILITY AND HOLD HARMLESS AGREEMENT 

 PLEASE PRINT THE FOLLOWING: 

 Guest Name ______________________________________________________________ 
 Address__________________________________________________________________ 

 City __________________________________ State ________Zip Code ______________ 

 Email Address__________________________________________________________________ 

 Home Phone _____________________________________________________________ 

 Cell Phone _______________________________________________________________ 

 Date of Birth (if person is under the age of 18) 
 ____________________________________________ 

 Emergency Contact Name 
 ___________________________________________________________ 

 Contact person’s Phone number 
 ______________________________________________________ 

 Relationship to contact person 
 ________________________________________________________ 

 Pre-Existing Medical Conditions 
 _______________________________________________________ 

 ________________________________________________________________________ 

 ________________________________________________________________________ 

 Guest Signature _________________________________________ Date _____________ 

 Parent or Guardian Signature 
 _________________________________________________________ 

 (if Guest is under the age of 18) 
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 Appendix B 

 Bus Manual 

 FIRST PRESBYTERIAN CHURCH 
 FERNANDINA BEACH, FL 

 BUS MANUAL 
 A COPY OF THIS MANUAL SHALL REMAIN 

 IN THE BUS AT ALL TIMES 

 Revised: 4/14/13 
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 First Presbyterian Church of Fernandina Beach 

 Policy for Church Bus Use 

 Use of the Bus: 

 ·        The bus is intended for Church related activities only. 

 ·        For Church related activities, the gas for the church bus will be charged as an expense 
 to the committee/group who uses the bus. When the Session approves user of the 
 bus for use by non-members, the expectation will be for the bus to be returned full of 
 fuel. 

 Requesting the Bus 

 ●  Request for the Bus - by CHURCH STAFF for CHURCH PURPOSES 
 ○  Unless otherwise reserved or directed, the bus use will be at the discretion of 

 church staff. 
 ○  Longer trips will usually take preference over shorter day trips. 

 ●  Request for the Bus – by FPC MEMBERS for CHURCH PURPOSES 
 ○  Requests must be made through the church office and obtain approval from 

 one staff member and one member of the current Session (must not be the 
 same person), using the Bus information request form. This form includes 
 information about the trip and driver’s information to obtain proper approval 
 from our insurance company. 

 ○  Longer trips will usually take preference over shorter day trips 
 ●  Request for the Bus – by anyone associated with the church for purposes that are not 

 directly associated with the church. 
 ○  Must be made 30 days in advance, using the Bus information request form. 

 This form includes information about the trip and driver's information to obtain 
 proper approval from our insurance company. 

 ○  Use of the Church bus by members will be contingent upon Session approval. 
 ○  Longer trips will usually take preference over shorter day trips 
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 First Presbyterian Church of Fernandina Beach 

 Bus Procedures 

 (Laminated copy must be kept on the bus at all times) 

 Approved Drivers  : 

 ●  Drivers must be approved through our insurance Company. Potential drivers must 
 submit information regarding their date of birth, driver's license information, whether 
 the drivers would be a regular driver or substitute and whether they have had any 
 violations in the last three years. 

 ●  Any Church Member over the age of 25 years and under the age of 7O is eligible to 
 drive the bus. Additional requirements in the Child Protection Policy (Appendix S) 
 also apply when transporting children.. 

 ●  A CDL license is not required for this size vehicle. (14 passenger) 

 Bus Operation: 

 ●  Prior to trip the driver must complete a pre-trip inspection of the Bus. (attached) 
 ●  A cell phone for emergency use must be provided by the group utilizing the bus.The 

 number must be listed on the request form. 
 ●  Smoking or alcoholic beverages are not permitted on the bus. 

 ●  Food and drink is acceptable provided the Bus is returned in the same condition. 
 ●  Seat belt use is required of all times during operation of the bus. It is the driver's 

 responsibility to enforce the usage of seatbelts. 
 ●  The Bus should be refueled before returning to the Church. In the case of groups 

 using the vehicle on a daily basis if must be refilled when the fuel gauge is below the 
 3/4 mark regardless of how many miles were driven.  (As a rule the bus fuel tank 

 should be kept as close to full as prudent.) 
 ●  Unless other arrangements have been made, the church group using the bus will be 

 responsible for payment of the fuel it uses DURING the trip. Reimbursement will 
 require proof of payment and will be processed as quickly as possible. 

 ●  The interior of the Bus should be cleaned by the group using the Bus. Any heavy 
 road dirt should be rinsed off the bus before it is returned to the church. 

 ●  The Bus should be returned in a condition ready for use by any subsequent group. 
 ●  Failure to drive the bus in a safe manner and to abide by all of the above regulations 

 shall constitute grounds for restriction from further use by that driver. 
 ●  Keys must be returned into the Church office the day of bus return. If the office is 

 closed, the keys must be returned the next day, the office is open. 
 ●  The Bus may not transport more passengers than it is equipped with seatbelts. 
 ●  Failure to complete the Church Vehicle Safety form with each usage constitutes 

 restriction from further use of the bus by that driver. 
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 Driving tips while on the road: 

 ●  Ensure that all drivers ore familiar with controls and mirror adjustments. 
 ●  Require all passengers to remain seated at all times and eliminate distracting 

 activities. This is the driver's responsibility. 
 ●  Monitor all gauges regularly. 
 ●  Listen for unusual noises. 
 ●  Be aware changing driving conditions. 
 ●  Have two approved drivers for longer trips. Maximum driving time for one driver is 6 

 hours. 
 ●  Travel with a cell phone and a list of emergency contacts. 
 ●  Obey posted speed limits. 
 ●  Any penalties for moving violations will be the responsibility of the driver. 
 ●  Use defensive driving skills, keep your eyes moving, be courteous to other drivers, 

 use caution, plan ahead, maintain proper following distances, and be prepared for the 
 unexpected 

 ●  Drivers may not use Cell Phones for any purpose while operating the vehicle. 

 In case of an emergency: 

 ●  Remain calm 
 ●  Assess the condition of all passengers. 
 ●  Keep all injured persons comfortable. If possible not move them 
 ●  If possible, move the bus from roadway. 
 ●  In ALL cases of injuries and property damage, Call 911 
 ●  Administer first aid, if you have had the proper training. 
 ●  Write down the names and telephone numbers of any witnesses. 
 ●  Cooperate with the police or fire department. 
 ●  Do not admit liability at the scene 
 ●  Take photographs of the accident scene 
 ●  Complete accident report. 
 ●  As soon as possible, notify Church of the incident, 904-261-3837 

 In case of a mechanical breakdown: 

 ●  Remain calm 
 ●  If possible remove the bus from the roadway 

 ○  However, do not attempt if it creates an unsafe situation. REMEMBER THE 
 BUS CAN BE REPLACED, PEOPLE CAN’T 

 ●  Get the occupants to a safe location 
 ●  As soon as possible notify Church of the incident. 904-261-3837 
 ●  Costs associated with the repairs of the bus will be eligible for reimbursement from 

 the property committee. 
 ●  Cost associated with the care of the occupants will be responsible for the group 

 and/or individuals and will be considered for reimbursement. 
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 First Presbyterian Church 

 Bus Trip Log 

 Date  Driver  Trip Destination or Purpose  Mileage Start  Mileage End 
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 First Presbyterian Church 

 Bus Trip Request Form 

 Requested Information: 

 Trip Destination 

 Date(s) 

 Group description 

 Purpose of Trip 

 Estimated Mileage 

 Driver(s) 
 Name:                                               DL #:                                           DOB: 

 Name:                                               DL #:                                           DOB: 

 Cell Phone #(s) 
 (used during trip) 

 Name                                     Name                                  Name 

 Number: (    )                          Number: (    )                      Number: (    ) 

 Emergency Contact:  Name:                                                                             Phone #:   (    ) 

 For Property Division: 

 Approved Driver: Yes_______  No ________  Bus Use Approved:  Yes ________  No  ________ 

 Approved By:  ___________________________  Date:  ___________________ 

 Vehicle Returned in Proper Condition: 
 Gas tank Full?   Yes _____   No ____ 
 Bus Clean?        Yes _____   No ____ 
 Damage?           Yes _____   No ____ 

 Comments: 
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 First Presbyterian Church 

 Bus Driver Safety Checklist 

 Driver’s Name 

 Date  Number of Passengers: _________________ 

 Trip Destination 

 Emergency Contact  Phone #:  (    ) 

 Mileage Start  Mileage End: 

 What Condition did you 
 find the Bus 

 Gas Tank Full? :  Yes________   No: _________ 
 Bus Clean? :       Yes _______    No: _________ 

 What Condition did you 
 leave the Bus 

 Gas Tank Full? :  Yes  ______    No:  ________ 
 Bus Clean ?:        Yes: ______   No: ________ 

 Comments: 

 Driver’s Signature 

 Driver’ Safety Checklist:  (record and report any  problems) 

 ___  Before entering Bus, walk around and inspect its overall condition. 

 ___  Check condition of tire and if properly inflated (60-65 psi). 

 ___  Look under the Bus for any fluid leaks. 

 ___  Verify spare tire, jack, first aid kit, fire extinguisher and camera available. 

 ___  Look under the hood for any loose wires or hoses. Check the levels of washer fluid, oil, 
 transmission and  power steering fluids. 

 ___  Start the Bus. Have someone stand outside and test lights, turn signals, and brake lights. Look for 
 any broken lights. 

 ___  Test the brakes by putting the bus in gear while holding your foot on the brake. Test the parking 
 brake by putting the Bus in gear with the parking brake engaged. 

 ___  Test the horn, wipers, fans, and defroster. 

 ___  Make sure you have an unobstructed view of all windows and mirrors. 

 ___  Test the emergency door, buzzer, and lights. 

 ___  Check that all seats have seat belts, they are in good condition, and the passengers are using 
 them. 

 ___  Do not ethe maximum passenger limit for the Bus. 

 59  |  Page 
 updated 8/16/2020 



 Comments: 
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 Appendix C 
 Communion Service Procedures 

 INFORMATION FOR COMMUNION SERVERS 

 Proper dress code is requested for all servers: Men should wear a coat and tie and women 
 wear modest attire. 

 8:30 A.M. Servers – After service has ended, carry all wine trays and bread plates to 
 the kitchen and help replenish them for the 11:00 service. . 

 11:00 A.M. Servers – After service has ended, take serving pieces to kitchen, clean, 
 dry and store each piece in its own bag, then place in the Worship Closet. 

 There are six positions: 
 Positions 1, 2 & 3 sit on the 1  st  pew on the  LEFT (L to R) side facing the choir. 
 Positions 4, 5 & 6 sit on the 1  st  pew on the RIGHT  (L to R) side facing the choir. 

 After receiving the elements from the pastor: 

 1. Position 1: Goes up into the Choir Loft and serves the LEFT side passing the elements to 
 the center person in the 1  st  row. That person will  then pass it back to server 1.  Then row 2 
 and 3 are done in the same manner.  Both servers serve  each row at the same time.  This is 
 important so that one server doesn’t end up with two trays, plus the units are different and if 
 out of order will not stack properly. After completing the choir service, proceed to leave 
 elements for the organist/pianist. Wait at first pew for server No. 6 to check Jim Thomas Hall 
 BEFORE going up into the balcony. (If they forget to do so, just go on to balcony.) 

 In the balcony, #1 serves on the Left side (facing choir) starting at the 1  st  row and letting 
 each person pass the tray to the center aisle and then pass it behind them to the other rows, 
 returning the tray to #1. Return to the narthex and all servers proceed to the communion 
 table  . All servers sit to be served by the pastor.  After all servers have received the elements, 
 #1 will serve the pastor and associate pastor. The top should be placed over the tray and 
 napkins should recover the bread and cup. Then  return to your seat, then all partake 
 together. 

 2. Position 2: Serves the outer aisle on the LEFT side (facing choir) waiting to begin serving 
 with #3 on the same pew.  Each side should serve each pew row at the same time. Do not 
 get ahead of your center aisle partner. When completed, servers wait in the narthex to 
 proceed down the center aisle to return the elements and to receive communion from the 
 pastor. 

 3. Position 3: Serves the center aisle on the LEFT side (facing choir), waiting to begin 
 serving with #2 on the same pew. Each side should serve each pew row at the same time. 
 Do not get ahead of your outer aisle partner.  When completed, servers wait in the narthex 
 to proceed down the center aisle to return the elements and to receive communion from the 
 pastor. 
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 4. Position 4: Serves the center aisle on the RIGHT side (facing choir) waiting to begin 
 serving with #5 on the same pew. Each side should serve each pew row at the same time. 
 Do not get ahead of your outer aisle partner. When completed, servers wait in the narthex to 
 proceed down the center aisle to return the elements and to receive communion from the 
 pastor. 

 5.Position 5: Serves the Right outside aisle (facing choir) waiting to begin serving with #4 on 
 the same pew. Each side should serve each pew row at the same time. Do not get ahead of 
 your center aisle partner. When completed, servers wait in the narthex to proceed down the 
 center aisle to return the elements and to receive communion from the pastor. 

 6. Position 6: Goes up to the CHOIR LOFT and serves the Right side passing the elements 
 to the center person in the 1  st  row. That person will  then pass the tray back to # 6. Then 
 rows 2 & 3 are served in the same manner.  Both servers  serve each row at the same time. 
 This is important so that one server doesn’t end up with two trays, plus the units are different 
 and if out of order will not stack properly.  As you leave the choir loft, please check JTH to 
 see if anyone there needs to be served before going to the balcony. 

 In the balcony, #6 serves on the Right side (facing choir,) starting at the 1  st  row and letting 
 each person pass the tray to the center aisle and then pass it behind them to the other rows, 
 returning the tray to #6. Return to the narthex and all servers proceed to the communion 
 table. All servers sit to be served by the pastor. After all servers have received the elements, 
 #1 will serve the pastor and associate pastor, return to their seat, then all partake together. 

 A copy of these instructions and a diagram is kept under the pew cushion at Position #1. 
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 Communion serving map First Presbyterian Church Fernandina Beach 
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 APPENDIX  D 

 Deacon Operation and Policy 
 The Mission of Mercy 

 The earliest Scriptures teaches individuals the covenant of ministering to those in need and 
 teaches Congregations to build organizational structures which support the abased: 
 Missions of Mercy.  Likewise there is a corollary message of admonition for individuals and 
 Congregations which lack mercy and Christian love. The need is, and was, for real 
 panaceas which mitigate spiritual and physical deprivations.  Truly, the needs of the 
 Congregation, individuals and society had common elements in Moses, Jesus and our time. 
 There have always been the poor, the powerless, the afflicted, the oppressed, the widow, 
 the orphan, the prisoner, the slave, the stranger and the sojourner who need aid; and, the 
 Bible tells us of God’s yearning for His people to supply needed spiritual and physical aid, as 
 He does.  As God helps us, Scripture teaches, God wants us to help our neighbors in 
 distress. 

 I led them (Israel) with cords of compassion, with  bands of love and I became to 
 them as one who raises an infant to his cheeks, and I bent down to them and fed 
 them. (Hosea 11:4) 

 He (God) has showed you, O man, what is good; and what does the Lord require of you but 
 to do justice, love kindness, and to walk humbly with your God? (Micah 6:8) 

 Do nothing from selfishness or conceit, but in humility count others better than yourselves. 
 Let each of you look not only to his own interests, but also to the interests of others 
 … (Philippians 2:3-4) 

 Historically, the Diaconate has been one the primary groups commissioned to assist the 
 harvest by seeking out and helping those in need.   The mission is simple: Help those in 
 need.   Missions assisting those in need are frequently referred to in Church literature as 
 Works or Missions of Mercy. The specifics of how Missions of Mercy are accomplished 
 varies with times and circumstances.  For example, Catholics  have categorized Works of 
 Mercy into seven Corporal Works of Mercy, and seven Spiritual Works of Mercy.  These are 
 largely based on Matthew 25 and Isaiah 58. 
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 The seven "Corporal Works of Mercy" are defined as works concerned with the material 
 needs of others: 

 1.       Feeding the hungry 

 2.       Giving water to the thirsty 

 3.       Clothing the naked 

 4.       Sheltering the homeless 

 5.       Visiting the sick 

 6.       Visiting the imprisoned, or ransom the captive 

 7.       Burying the dead 

 The seven "Spiritual Works of Mercy" are defined as works concerned with the spiritual 
 needs of others: 

 1.       Instructing the ignorant 

 2.       Counseling the doubtful 

 3.       Admonishing the sinner 

 4.       Bearing patiently those who wrong us 

 5.       Forgiving offenses 

 6.       Comforting the afflicted 

 7.       Praying for the living and the dead 

 Reformed faith Deacon Missions were clearly influenced by the Catholic Tradition relative to 
 Works of Mercy.  For example Methodists have 5 Works of Mercy: 

 1.       Doing Good 

 2.       Visiting the Sick and Prisoners 

 3.       Feeding and Clothing People 
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 4.       Earning, Saving, Giving All One Can 

 5.       Opposition to Slavery 

 The Presbyterian Book of Order specifies: “The ministry  of deacon as set forth in Scripture 
 is one of compassion, witness, and service, sharing in the redeeming love of Jesus Christ 
 for the poor, the hungry, the sick, the lost, the friendless, the oppressed, those burdened by 
 unjust policies or structures, or anyone in distress  .”  (Book of Order G2.0201)  This is the 
 Presbyterian Tradition’s approach to Works of Mercy and the role of the Diaconate. 

 The First Presbyterian Deacons duties are based on Scripture and the Book of Order.  The 
 duties and focus areas represent the Diaconate’s approach to actualizing the Mission of 
 Mercy for the Congregation of First Presbyterian Church and the surrounding community. 
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 Hospital and Home Visit Ministry (Also called Short-Term care)  : 
 16  “Thus say the Lord:  “Stand by the roads, and look,  and ask for the ancient paths, 

 where the good way is, and walk in it, and find rest for your souls.” Jer. 6:16 

 Mission of Hospital Visits 

 The Mission of Hospital visitation is to offer spiritual support for church members undergoing 
 medical procedures.  This can involve simple fellowship, prayers, or readings from the Bible 
 (See Appendix V) 

 Helpful References: 

 1)      Bedside Manner by Katie Maxwell 

 2)      Don’t Sing Songs to a Heavy Heart by  Kenneth  C. Haugk 

 Deacon’s Short Term Care Management Process 

 a. The Church Office keeps a list of people who are receiving, will receive, or have 
 recently received hospital care. 

 b. This list will be shared with the Moderator or Hospital Ministry Lead Deacon on a 
 regular basis.  They will in turn share the list with the Deacons and request volunteers to 
 make hospital visits. 

 c.  Each Deacon is expected to serve one Quarter on the Short-Term Care team. 
 These teams are generally formed in Diaconate Meeting in the 1  st  Quarter of each year. 

 Organization Form for Short-Term Care Committee 

 Jan-March              April-June                     July-Sept  Oct-Dec. 

 Chairperson (optional) 

 Member 1 

 Member 2 

 Member 3 

 Member 4 

 d. At Deacon Monthly meeting hospital visits may be recorded to help the Deacons 
 measure our group effectiveness and identify members who need more attention.  This 
 information formatted to protect confidentiality can periodically be shared with the Session. 
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 e.  In some instances an individual Deacon may be given responsibility for a 
 particular care institution which they would visit regularly and meet with Church members 
 that are in residence. In some cases it might be appropriate to provide a food service for a 
 short time to the individual or family in need.  This is generally accomplished by sending out 
 a note to the Diaconate and finding volunteers.  The Deacons Fund may be utilized for this 
 purpose.  To organize the deliveries we have been using the following web page: 
 www.  Takethemameal.com  . 

 Shepherding Assignments 
 “… Jesus said to Simon Peter, “Simon, son of John, do you love me more than these?” He said to him, “Yes, 

 Lord; you know that I love you.” He said to him, “Feed my lambs.”  16  A second time he said to him, 
 “Simon, son of John, do you love me?” He said to him, “Yes, Lord; you know that I love you.” He said 
 to him, “Tend my sheep.”  17  He said to him the third  time, “Simon, son of John, do you love me?” Peter 
 was grieved because he said to him the third time, “Do you love me?” And he said to him, “Lord, you 
 know everything; you know that I love you.” Jesus said to him, “Feed my sheep…” (The last 
 instructions and nearly the last words of Jesus to his disciples, John 21:15-17) 

 Mission of Shepherding Ministry 

 When members of the church are in long care facilities such as Quality Health, Savannah 
 Grand or Osprey Village or are living at home in a restricted environment due to 
 health issues, a Deacon may be assigned  to minister and befriend those during their 
 times of need.  The purpose of the Shepherding Ministry is to provide a close 
 relationship with the member in need.  This can include phone calls, notes, face to 
 face visits, shopping trips and generally helping the member in need. 

 Deacon’s Shepherding Management Process 

 1. The Church Office keeps a list of people who are in long-term care facilities or 
 have restricted mobility at home and would benefit from a befriending ministry. 

 2.  This list will be shared with the Moderator or Shepherding Lead Deacon on a 
 regular basis.  They will in turn share the list with the Deacons and together find volunteers 
 who can cover the care facility (e.g. Osprey Village, Quality Health, Savannah Grand) or 
 who are willing to make home visits 
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 3. At Deacon Monthly meeting we’ll try to roughly tally who has had visits to 
 ensure we do not have people we are missing.  Generally a list is kept by the Moderator of 
 who are Shepherds and who are currently being Shepherded. 

 4.   In some instances an individual Deacon may be given responsibility for a 
 particular care institution which they would visit regularly and meet with Church members 
 that are in residence. 

 Shepherding Visit Guidelines (See also Appendix V) 

 1. Shepherding methodology varies depending on the individual and situation.  In 
 some cases phone contact is ideal; in some case brief visits is ideal, in some cases more 
 regular lengthy visits is ideal; in some cases taking the individual out on an outing may be 
 ideal.  It is important to try to fit the interaction to the need and the character of the person; 
 and, the time which the Shepherd can commit so that the ministry is one of joy for both 
 participants; and, not a burden to either participant. 

 a. A Phone call ministry can be very effective. The person just wants 
 someone to touch base with them to make sure all is ok and to know that 

 someone is praying for them and cares for them.  Let them know they are in 
 the prayers of the Congregation and that you and the Congregation are 
 concerned about them.  Likewise a simple text message can be effective. 

 b.   For some situations a brief visit is ideal. For example someone in a long 
 term care facility may appreciate a brief stop by to say hello, ask how they 

 are doing, listen to them, perhaps pray with them and maybe read a brief 
 Bible passage.  Let them know they are in the prayers of the Congregation 
 and that you and the Congregation are concerned about them. This can be a 
 5 minute-15 minute stop by. 

 c. Home visits can be rewarding or taxing to the individual.  For example the 
 individual may tidy up the house or dress up a bit.  The point is that in many 
 cases a home visit involves “work” for the person being visited.  This can 

 either be a joy for that person or a burden. One needs to judge this carefully. 
 Home visits generally are: 

 (Can be) longer than other visits because … say 30 minutes to 1 hour. 

 1. They can involve just chatting with the individual as a friend 
 (friends, family, football, current events, and of course how are they 

 doing). 

 2. Sometimes the person may enjoy telling old stories: “stories of their 
 lives”. Particularly with folks with memory issues this can be a way to 
 have a nice visit. 

 3. One can pray with the individual 
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 4. One can read scripture to the individual 

 5.  Discuss spiritual matters.  Recall you key purpose is to provide 
 friendship and spiritual support so the individual know people and the 
 church care about them. 

 6.  Ask a pastor to do a home communion with you 

 7. One can listen … listen … and listen.  More listening and less 
 talking is always the rule. 

 8.  One should not: 

 a.  Get involved in medical related items 

 b.  Get involved in physically demanding items 

 c.  Get involved in anything you are not comfortable with or 
 trained in.  This means at times saying no. 

 d.  Some people have found they enjoy taking folks out on a 
 short outing.  This can be to lunch, or maybe 1  st  Café, or maybe 
 a Sunday service. 

 2. Whatever you do make sure it does not become a burden to you or the person 
 you are trying to help.  The Shepherding Ministry is a Ministry of Joy.  If it becomes a burden 
 you need to readjust it to a point where once more it is a ministry of joy for you. 

 Shepherding Assignments 

 “… Jesus said to Simon Peter, “Simon, son of John, do you love me more than these?” He 
 said to him, “Yes, Lord; you know that I love you.” He said to him, “Feed my lambs.”  16 

 A second time he said to him, “Simon, son of John, do you love me?” He said to him, 
 “Yes, Lord; you know that I love you.” He said to him, “Tend my sheep.”  17  He said to 
 him the third time, “Simon, son of John, do you love me?” Peter was grieved because 
 he said to him the third time, “Do you love me?” And he said to him, “Lord, you know 
 everything; you know that I love you.” Jesus said to him, “Feed my sheep…” (The last 
 instructions and nearly the last words of Jesus to his disciples, John 21:15-17) 

 Mission of Shepherding Ministry 

 When members of the church are in long care facilities such as Quality Health, Savannah 
 Grand or Osprey Village or are living at home in a restricted environment due to 
 health issues, a Deacon may be assigned  to minister and befriend those during their 
 times of need.  The purpose of the Shepherding Ministry is to provide a close 
 relationship with the member in need.  This can include phone calls, notes, face to 
 face visits, shopping trips and generally helping the member in need. 
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 Deacon’s Shepherding Management Process 

 1. The Church Office keeps a list of people who are in long-term care facilities or 
 have restricted mobility at home and would benefit from a befriending ministry. 

 2. This list will be shared with the Moderator or Shepherding Lead Deacon on a 
 regular basis.  They will in turn share the list with the Deacons and together find volunteers 
 who can cover the care facility (e.g. Osprey Village, Quality Health, Savannah Grand) or 
 who are willing to make home visits 

 3. At Deacon Monthly meeting we’ll try to roughly tally who has had visits to 
 ensure we do not have people we are missing.  Generally a list is kept by the Moderator of 
 who are Shepherds and who are currently being Shepherded. 

 4. In some instances an individual Deacon may be given responsibility for a 
 particular care institution which they would visit regularly and meet with Church members 
 that are in re  sidence. 
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 Bereavement Ministry Procedures 

 Bereavement Committee: 

 Mission of Bereavement Committee: 

 The Mission of the Bereavement Committed is to assist families and individuals who have lost a loved 
 one.  In particular, to reach out and support members of our Congregation who have suffered a loss 
 of a family member by: 

 1. Contacting family members and offering them compassion, aid and food. 

 2. Coordinating with the Pastor and Worship Committee to provide the family with their 
 desired Bereavement process. 

 3.  Managing a Bereavement reception at the church, if the family desires one. 

 Process to meet the Bereavement Mission 

 1. Each member of the Diaconate will serve a 3 month term on the Bereavement 
 Committee.  2  nd  and 3  rd  year members will serve as  chairman of the committee. The 
 Quarterly Bereavement Committees will be staffed with a mixture of experienced and 
 inexperienced Deacons.  In this manner the Committees are meant to be self-taught 
 (example form below).  The teams are generally formed in the 1  st  Diaconate meeting of the 
 year and to allow for smooth transition generally teams are formed through the 1  st  Q of the 
 following year. 

 2. When a death in a church family occurs the Church Office will inform the Deacon 
 Moderator and Chairperson of the Bereavement Committee.  One of the two will: 

 a. Call the family and determine what support they would like.  Often a “food 
 basket” will be delivered to support the family as soon as the news of the Family 
 Death is known.  The Bereavement Fund can be used for this purpose. 

 b. Based on that call the Bereavement Committee will develop plans to meet the 
 family’s wishes.   These could include 

 i.  A reception in Jim Thomas Hall which the Bereavement Committee will fund 
 and manage.  The reception details are jointly developed with the family 

 members.  But generally would include: 

 1. A small catered meal with sandwiches from a food service 

 2. Floral arrangements to decorate tables 

 3. Tables with cloth tablecloths 

 4.  Drinks (ice tea, lemonade, coffee, water) 

 5.  Tissues in the Sanctuary where the family will sit 
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 6.  Tissues and water in the room where the Pastor has a pre-service 
 meeting with the family members 

 7.  Assorted desserts from a food service 

 8.  The committee is responsible for food ordering/pick-up, set up and clean 
 up.  This includes laundering the table clothes so they are ready for 
 future events.  The kitchen and Jim Thomas Hall are to be left clean. 

 The Sexton will break down the furniture and prepare the hall for the 
 next event.  The Sexton will also set up the tables for the reception. 

 9.  If food is left over it is generally sent with the family. 

 10. The Bereavement Committee is responsible to have someone available to 
 receive floral or food deliveries as necessary. 

 11.The Bereavement Committee sets up a reception line, if the family wishes, 
 provides the family members with water and tissues, and sets up an 

 area where the family can gather with the Pastor prior to the service. 

 12. In the Deacons cabinet there is a Bereavement Book.  Generally an 
 Obituary is placed there and there is a form to be filled out which 
 records the event. 

 13. In the Deacons Closet paper goods, plastic ware, napkins, cups and 
 table clothes are stored.  A #4 key is required to open the Closet.  This 
 can generally be found in the Bereavement Book (in the Deacons 
 cabinet). 

 14. The Pastor will generally let the family know that donations to the Church 
 would be appreciated.  This money is placed in the Bereavement fund. 

 15. Contacts for a large reception: 

 a. The worship committee is responsible for the service and all 
 aspects of the sanctuary.  This includes providing ushers, and 
 setting out signs for parking. The Deacons are responsible for the 
 Jim Thomas Hall reception. 

 b.  The worship committee is responsible for the bulletin. 

 c.   Food and Fellowship may provide an individual to help the 
 committee who is familiar with the Kitchen. 

 d.   As already mentioned, the Sexton will set up tables for the 
 reception and take them down at the end of the reception. The 
 Church office can help contact the Sexton. 

 e.   Contact Presbyterian Women who may assist for food 
 preparation.  Presbyterian Women Moderator will email food 

 request to Circle Chairs.  The church office will have contact 
 information of the current Presbyterian Women’s Moderator. 

 ii. Home reception is possible.  Generally in this case the Deacons provide 
 the food but the home arrangements are carried out by the family. 
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 iii.  There is a bereavement fund which pays for the event.  This is managed 
 by the Deacon Moderator.  Receipts for all expenditures are required. 
 Families are encouraged to contribute to the Bereavement fund by the 
 Pastor.  However, this is voluntary.  At each Diaconate meeting the 
 Moderator is to report on the Bereavement Fund. 

 Organization of Bereavement Committee Form 

 Jan-March  April-June  July-Sept  Oct-Dec. 

 Chairperson 

 Member 1 

 Member 2 

 Member 3 

 Member 4 

 Bereavement Fund Accounting 

 The Church Financial Secretary can provide the Moderator with the monthly changes to the 
 Bereavement Fund.  The Moderator or Chair of the Bereavement Process reports monthly at the 
 Diaconate changes to the fund using the below format. 

 Month      Contributions               Withdrawal  Month to                           Current Balance 

 To Fund              from Fund  Month Change  of Fund 

 Jan 

 Feb 

 March 

 April 

 May 

 June 

 July 

 August 

 September 
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 November 

 December 

 Prayer Table Ministry 

 Purpose: 

 The purpose of the Deacons Prayer Table Ministry is to empower the congregation to support a 
 ministry of sympathy, witness and service.  In particular Prayer Requests and Congregational 
 Well-wishing Cards are administered. 

 General Description  : 

 1. Deacons will staff a weekly Deacon’s Ministry Tale before and after the services. 

 a.  First shift  8:15 AM – 8:30 AM and 9:30  AM – 10:00 AM 

 b.  Second shift  10:00 AM- 11:00 AM 

 2.  Each Deacon will be assigned approximately 5 shifts through-out the year. 

 3.  At the prayer table members, friends, or visitors may provide names of people to be 
 remembered  in prayer, and have individuals placed on the church prayer list. 

 a. The Deacon attending the prayer table will provide updated names to the associate 
 pastor  prior to the service so those people may be included in the services prayers. 

 4.  The table also has Congregational Well-wishing Cards which members are encouraged to 
 sign.  These cards will be sent to people requested by members or individuals on the prayer list. 

 Deacons staffing the table provide an opportunity for members to sign the Cards. 

 a. In the Deacon Prayer Table Book there is a list of people who have previously 
 received  prayer cards.  Any prayer cards sent out should be documented in that book 

 by the  Deacon at the prayer table. 

 b. The Deacon at the Prayer Table should consult the book and see what members on 
 the   prayer list (found in bulletin) have not recently received a card.  The Deacon at the 

 Prayer Table should address an envelope and select a card for some of those on the 
 prayer list who have not recently received a card.  That envelope (with the signed card 

 inside) can  then be placed in the offering plate and the church office will stamp and  mail 
 the card.  i. In 
 the prayer table documents there is an address book for each church 
 member. 

 ii.There is also a local phone book to aid in finding address for local 
 non-members. 
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 c.  As stated earlier, any member may also ask for a card from the Deacons table to be 
 sent. 

 Prayer List Guidelines 

 Names of “friends of the church” are removed after 14 days by the church office. 

 Members of the church are removed by: 

 1. A call to the church office when name is no longer appropriate 

 2.  Pastor direction 

 3.  Deacon input 

 4.  Names are removed by church office after the death of the person. 

 Supplies 

 Location: 

 Deacon Table supplies are located in the Deacon’s Cabinet.  As one walks from Jim 
 Thomas Hall to the Library, the Deacon’s Cabinet is on the right in the first room one 

 enters after exiting Jim Thomas Hall. 

 Deacon’s Supplies 

 1. Prayer request sheets 

 2.  Envelopes by which one can send out Congregational Well-wishing Cards. 

 3. Congregational Well-wishing Cards are signed by members, addressed by Deacon at 
 prayer table, put in collection dish and mailed by the church office to people on the 

 prayer list or those requested by members at the prayer table. 

 4. A sheet which documents who has received Congregational Well-wishing Cards. 

 5. Master list of card scripture verses 

 6.  Pens 

 7.  Church directory (make sure it is current) and local phone book. 

 8.   Picture directory of church members 

 Duties of the Chairperson of Prayer Table: 
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 The duties of the Chairperson of the Prayer Table are: 

 1. Keeping adequate supplies in the box. 

 2.  Working with the Moderator ensure there is a staffing schedule for the year.  Each 
 Deacon will be assigned around 5 shifts throughout the year. 

 3.  It is hoped that any conflicts can be resolved by individual Deacons; however, if 
 conflicts cannot be resolved, the Prayer Table Chair and Moderator will assist the 
 individual Deacon to resolve the conflict. 

 4.  A schedule of the prayer table staffing will be placed in the Prayer Table supplies 
 box. 

 5.  Around Monday or Tuesday send out an email to the individual who have the Pray 
 Table for the upcoming week (as a reminder). 

 Duties of First Service Deacon Staffing the Prayer Table 

 1.  Staff the desk from  8:15 AM – 8:30 AM and 9:30  AM – 10:00 AM 

 2.  Place the box labeled Deacon Prayer Ministry on the prayer table. 

 3.  Set up pictures for armed services persons. 

 ̀  4.  Arrange 5 (or so) Congregational Well-wishing Cards on the Prayer table to be signed 
 by members. 

 5.  Administer the sending of Congregational Well-wishing cards. 

 a  Members may request cards to be sent to members or non-members.  Make 
 sure you get the address for non-members.  Address an envelope (member 

 ddresses may be found in the prayer box), place a signed card in the envelope, 
 and place the card in the collection plate. The church office will then stamp and  mail 

 the card. 

 b.  Send out Cards to People in the bulletin prayer list.  Check the cards sent 
 sheet to see who on the Bulletin Prayer List has not received a card.  Address an 
 envelope (member addresses may be found in the prayer box), place a signed 

 card in the envelope, and place the card in the collection tray.  The church office 
 will  stamp and mail the card. 

 c. Document on the cards sent sheet who you sent cards to. 

 6. Administer Prayer requests 

 a.  At the Prayer table, members may request Congregational Prayers for 
 individuals at the 8:30 or 11:00 AM services. If you receive such a request, give 

 a prayer card with the name of the person to be prayed for to the Associate 
 Pastor prior to  the 8:30  AM service. 
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 Duties of Second Service Deacon Staffing the Prayer Table 

 1.  Second Shift staffs the Table from  10:00 AM-  11:00 AM  . 

 2.  Arrange 5 (or so) Congregational Well-wishing Cards on the Prayer table to be signed 
 by members. 

 3.  Administer the sending of Congregational Well-wishing Cards. 

 a.  Members may request cards to be sent to members or non-members.  Make 
 sure you get the address for non-members.  Address an envelope (member 

 addresses may be found in the prayer box), place a signed card in the 
 envelope, and place  the card in the collection plate.  The church office will then 

 stamp and mail the card. 

 b.  Send out Cards to People in the bulletin prayer list.  Check the cards sent 
 sheet to see who on the Bulletin Prayer List has not received a card.  Address an 
 envelope (member addresses may be found in the prayer box), place a signed 

 card in the envelope, and place the card in the collection tray.  The church will 
 then stamp and mail the card. 

 c.  Document on the cards sent sheet to whom you sent cards.. 

 4.  Administer Prayer requests 

 a.  At the Prayer table, members may request Congregational Prayers for 
 individuals  at the 8:30 or 11:00 AM services. If you receive such a request, 

 give a prayer card with the name of the person to be prayed for to the associate 
 Pastor prior to  the 8:30 AM service 

 5.   Put the supplies back in the Deacon’s cupboard located in the first room as you exit 
 Jim Thomas Hall going to the library.  The cupboard is on the left as you go from 

 Jim Thomas Hall towards the library. 

 Please personalize the cards that are sent out. For example you can write: “ Dear xxxx, the prayers and 
 blessing of the Congregation are with you.”  The recipients appreciate the personalization of the cards. 

 Transportation Ministry 

 Purpose 

 The purpose of the Deacon’s Transportation Ministry is to provide transportation to members in 
 need.Typical examples are Doctor’s visits, grocery shopping or Church attendance.  The Committee 

 is managed by the Diaconate but members are from the broad congregation. 

 Transportation Ministry Activities 

 The Transportation ministry is: 
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 1. Led by a subcommittee with a chairperson; but, all members of the Diaconate  are 
 expected to participate as their schedules permit. 

 2.  The Transportation committee publishes the service periodically in the church 
 bulletin to build awareness around the committee. 

 3.   Diaconate members (past and present) and Church members at large 
 volunteer to drive church members locally or to Jacksonville for doctor’s 

 appointments, tests, therapy, etc. 

 4.   Providing special needs rides to and from church worship will also be 
 arranged through the Deacons. 

 5.   Deacons will use the car time to be an encouraging and positive presence in 
 someone’s life and help make the trip and appointment less threatening for them. 

 6.   To start the process a Transportation Request Form (attached below) should  be 
 filled out and sent to the Transportation Committee. 

 7.   A listing of contact information for the Transportation Committee is kept 
 (attached below).  The role is generally filled by passing around a sheet at the  January 
 Diaconate meeting.  Also in January a sign-up sheet is placed on the  Deacon’s Table. 
 This allows non-Diaconate members to join the Transportation  Ministry. 

 Drivers can be reimbursed for mileage from the Deacons fund. 
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 Transportation Request Form 

 Person Requesting 
 Transportation: 

 Telephone:  Address: 

 Pick Up 
 Date:                     Time: 

 Location: 

 Destination:  Description of Service 

 Team Member Providing 
 Service: 

 Date:                    Time:  Comments: 

 Transportation Team Member/ Sign-up: 
 Team Member  E Mail  Phone  Restrictions 
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 Ushering and Head Ushering Ushering 
 Instructions are found in  Appendix U 

 Communion 
 There are two roles which Deacons play relative to Communion Services: 

 1,  Home Service Communions for those unable to attend Church Services 
 2.  Church Service Communions. 

 1: Communion Home Service: 
 A Deacon paired with an Elder or Minister can deliver a home communion to those of our Congregation which 
 do not have the capability of attending a Church Service.  Below is an outline which can be used at a home 
 communion with an Elder or Minister (simply substitute the Minister for the Elders Roles). 
 Order for the Extended Serving of the Communion of the Church 
 When all are ready for communion, prepare the elements by uncovering the bread and pouring the cup. Elders 
 and deacons may invite others present to join in this service. 

 GREETING 
 A deacon says: 

 Our help is in the name of the Lord, 
 the Maker of heaven and earth. 

 EXTENDING THE LORD’S TABLE 
 Then an elder says these words: 

 When our congregation gather in the Church for the celebration of the Lord’s Supper, 
 we hear the story of God’s mighty acts of love, embodied in the death and resurrection of 

 our Lord Jesus Christ. With thanksgiving we remembered that: 

 On the night he was betrayed, 
 Jesus took bread, and gave thanks, broke it, 
 and gave it to his disciples saying, 
 “This is my body, given for you. 
 Do this in remembrance of me.” 
 Again, after supper, he took the cup, 
 gave thanks, and gave it to his disciples saying. 
 “This cup is the new covenant in my blood, 
 shed for you and for all people for the forgiveness of sin. 
 Do this in remembrance of me.” 

 We were also given assurance of the Lord’s presence through the gift of his Holy Spirit. 
 Now we bring you this same bread of life and this same cup of blessing that you may be strengthened through 

 our communion in the Body of Christ. 
 CONFESSION 
 A deacon says: 

 Almighty and merciful God, 
 we have erred and strayed from your ways like lost sheep. 
 We have followed too much the devices and desires of our own hearts. 
 We have offended against your holy laws. 
 We have left undone those things which we ought to have done; 
 and we have done those things which we ought not to have done. 
 O Lord, have mercy upon us 
 Spare those who confess their faults. 
 Restore those who are penitent, according to your promises 
 declared to the world in Christ Jesus our Lord. 
 And grant, O merciful God, for his sake 
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 that we may live a holy, just, and humble life 
 to the glory of your holy name. 

 ASSURANCE OF FORGIVENESS 
 An elder says: 

 Anyone who is in Christ is a new creation. 
 The old life has gone: a new life has begun. 
 Know that you are forgiven and be at peace. Amen. 
 May the peace of Christ always be with you. 

 SCRIPTURE READING 
 Exodus 19:3-7; 20:1-17 (Deacon and Elder can share this reading) 
 3Then Moses went up to God; the Lord called to him from the mountain, saying, ‘Thus you shall say to the 

 house of Jacob, and tell the Israelites: 4You have seen what I did to the Egyptians, and how I bore you 
 on eagles’ wings and brought you to myself. 5Now therefore, if you obey my voice and keep my 
 covenant, you shall be my treasured possession out of all the peoples. Indeed, the whole earth is 
 mine, 6but you shall be for me a priestly kingdom and a holy nation. These are the words that you 
 shall speak to the Israelites.’ 7 So Moses came, summoned the elders of the people, and set before 
 them all these words that the Lord had commanded him.20Then God spoke all these words: 

 2 I am the Lord your God, who brought you out of the land of Egypt, out of the house of slavery; 3you shall 
 have no other gods before me. 4 You shall not make for yourself an idol, whether in the form of 
 anything that is in heaven above, or that is on the earth beneath, or that is in the water under the earth. 
 5You shall not bow down to them or worship them; for I the Lord your God am a jealous God, 
 punishing children for the iniquity of parents, to the third and the fourth generation of those who reject 
 me, 6but showing steadfast love to the thousandth generation of those who love me and keep my 
 commandments. 7 You shall not make wrongful use of the name of the Lord your God, for the Lord will 
 not acquit anyone who misuses his name. 8 Remember the sabbath day, and keep it holy. 9For six 
 days you shall labor and do all your work. 10But the seventh day is a sabbath to the Lord your God; 
 you shall not do any work—you, your son or your daughter, your male or female slave, your livestock, 
 or the alien resident in your towns. 11For in six days the Lord made heaven and earth, the sea, and all 
 that is in them, but rested the seventh day; therefore the Lord blessed the sabbath day and 
 consecrated it. 12 Honor your father and your mother, so that your days may be long in the land that 
 the Lord your God is giving you. 13 You shall not murder. 14 You shall not commit adultery. 15 You 
 shall not steal. 16 You shall not bear false witness against your neighbor. 17 You shall not covet your 
 neighbor's house; you shall not covet your neighbor's wife, or male or female slave, or ox, or donkey, 
 or anything that belongs to your neighbor. 

 INTERPRETATION OF THE WORD 
 Elders and Deacons may recount the sermon from the day or the week. 
 COMMUNION 
 The bread and the cup are given saying: 

 The body of Christ, given for you. (Elder) 
 The blood of Christ, shed for you. (Deacon) 

 PRAYER OF THANKSGIVING AND INTERCESSION-Deacon 
 Join hands to offer this or a similar prayer. It is especially appropriate for a deacon to lead the prayer. Specific 
 prayers for the individual or the church may be added. 

 Mighty God of mercy, we thank you for the resurrection dawn bringing the glory of our risen Lordwho 
 makes every day new.Especially we thank you for the beauty of your creation ...the new creation in Christ ...all 
 gifts of healing and forgiveness ...the sustaining love of family and friends ...the fellowship of faith in your 
 church ...Merciful God of might, renew this weary world, heal the hurts of all your children,and bring about your 
 peace for all in Christ Jesus, the living Lord. Especially we pray for those who govern nations of the world 
 ...people in countries ravaged by strife or warfare ...all who work for peace and harmony ...all who strive to 
 restore the earth ...the church of Jesus Christ in every land ...We pray for those names who we have spoken 
 aloud this morning, and those prayers we hold close in our hearts. Her our needs for ourselves and others. 
 Eternal God, our beginning and our end, be our starting point and our haven, and accompany us in each day’s 
 journey. Use our hands to do the work of your creation and use our lives to bring others the new life you give 
 this world in Jesus Christ, Redeemer of all, who taught us to pray together, saying:  (all 
 should pray the Lord’s Prayer together) 
 ̀  Our Father, who art in heaven, hallowed be thy name. Thy kingdom come, thy will be done, 

 on Earth as it is in Heaven. Give us this day our daily bread, and forgive us our debts as we 

 83  |  Page 
 updated 8/16/2020 



 forgive our debtors. Lead us not into temptation, but deliver us from evil, for Thine is the 
 kingdom, the power, and the glory, now and forever      Amen. 

 BLESSING 
 An elder says: 

 The Lord bless you and keep you. The Lord be kind and gracious to you. The Lord look upon you with 
 favor and give you peace. 

 This concludes the Home Communion Service 

 2: Communion at Church Service and Deacon roles 

 Instructions are in  Appendix C 

 Deacon’s Fund 
 Background  : 

 From the beginning (Acts 6:1-7) funds were provided to the Diaconate for fair distribution to the poor. 

 “If a brother or sister is ill-clad and in lack of daily food, and one of you says to them, “Go in 
 peace, be warmed and filled,” without giving them the things needed for the body what does it 
 profit? (James 2:15-17) 

 John Calvin highlighted the misuse of alms collected to support the poor as a major failing of the Catholic 
 Church.  Calvin claimed that the Deacons responsible for the funds were stealing from God…thieves 
 of God. (Institutes of the Christian Religion Book 4 Chapter 5:15-17).  His basic complaint was that 
 money collected for the poor was not given to the poor.  Instead the money went to high living for the 
 clergy and deacons (ornate chapels, ornate priestly housing, ornate priestly clothing, sumptuous food 
 etc.). 

 “The deacon, who was steward of the poor, received what was given that he might distribute it. 
 Now, of these alms no more comes to the poor than if they were cast into the sea. They, 
 therefore, delude the Church by that lying deaconship. Assuredly in this they have nothing 
 resembling the apostolical institution or the ancient practice. The very distribution of goods 
 they have transferred elsewhere, and have so settled it that nothing can be imagined more 
 disorderly. For as robbers, after murdering their victims, divide the plunder, so these men, after 
 extinguishing the light of God's word, as if they had murdered the Church, have imagined that 
 whatever had been dedicated to pious uses was set down for prey and plunder. Accordingly, 
 they have made a division, each seizing for himself as much as he could.” (John Calvin in 
 Institutes of the Christian Religion Book 4 Chapter 5:15) 

 One focus of the Reform Church was to correct this practice and the Reformed Churches focused the Deacons 
 on supporting the poor, the sick, the elderly and the needy in their churches.  1  st  Presbyterian Church 
 of Fernandina Beach has continued this practice. 

 Through a gift of a member, a fund was established to help members and friends of the church manage an 
 emergency financial crisis.  Church members have continued to contribute to this fund which has 
 focused to “help members of the church and friends of the church in financial emergency” mission. 
 Money collected at Christmas Eve service and the Maundy Thursday service is generally donated to 
 the Deacon’s fund. 
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 Mission or Uses of Deacon’s Fund: 

 1.  Help members and friends of the church manage through an emergency financial crisis or 
 recover from a personal disaster (such as a storm, accident, fire etc) for which they are not 
 financially capable of coping.. 

 Policy relative to use and accounting for Deacon’s Fund expenditures: 

 1. The expenditure of funds must be consistent with the mission of the fund. 

 2. All expenditures must be explicitly accounted for and shared with the Diaconate at the 
 monthly Diaconate meeting and in the monthly reports. 

 3. The Moderator can approve Petty Cash of expenditures for the Deacon Roles. Expenditure 
 must be accounted for per point 2 of Deacon Funds Rules. 

 4. For Emergency support up to $300 the Moderator or Associate Pastor, may authorize 
 expenditures for such assistance.  The expenditure must be accounted for per point 2 of 
 Deacon Funds Rules. 

 5. For assistant expenditures above $300 the Diaconate must approve by majority vote.  The 
 vote will be recorded in the monthly meeting minutes and the expenditures are accounted for 
 per point 2 of Deacon Fund Rules.  This may be done by email vote. 

 6. Payment by credit card by moderator or associate pastor is acceptable but must be reported 
 to the financial secretary and reported at the next monthly Diaconate meeting and yearly to the 
 Session. 

 Funding of the Deacon’s Fund: 

 1. Individual donations 

 2. Donations after Bereavement events 

 3. Collections taken at Christmas Eve service 

 4. Session Funding from Church general funds 

 Accounting Sheet for Deacons Fund 

 Date      Inflow   Source  Outflow  Purpose               Approval  Current  New 

 ($)          (name)  ($)  Person/Group  Balance  Balance 
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 The Session’s Formation Document for Deacon’s Fund 

 Deacons’s Fund is established 2009 

 A Deacon’s Fund is for the purpose of distributing freely given church benevolence resources 
 to meet  emergency and one-time needs  of primarily  church members and friends of First 
 Presbyterian Church of Fernandina Beach. 

 A pastor and a Deacon Representative, usually the Moderator or a designated Deacon, would 
 initiate or respond to a specific need in the congregation or the community.  The  name of the 
 family in need would be held in confidence. 

 The need would be attested to with the agreement of those who would receive help.  This 
 might include a phone call to a landlord, phone company, utility, friend or relative. 

 The extent of help, via a pastor and/or moderator/deacon, would be limited, not to exceed 
 $300.00 per situation or a larger amount annually, as agreed to by the Deacon board. 
 (Funding above $300 requires full Deacon Board approval) 

 The funds to be used to help a person/family, with food, a utility bill, rent, gas, school supplies, 
 or transportation ticket, will be freely given outside the church budget.  Checks are made out 
 to vendor or electric company NOT to an individual.  Checks require normal processing 
 time and signers. 

 Deacon Fund money will carry over from one year to the next, when not fully used in a given 
 year. 

 Requests for financial or other support exceeding the agreed to normal limit must come before 
 the entire Board of Deacons at a regular or special called meeting. 

 The Deacons will report this fund activity to the Elders annually without naming the recipients. 
 The Deacons may ask the Elders to agree to a date or dates annually that the Deacons might 
 inform the congregation of fund activity and/or the need of support for the fund. 

 Committee Service 
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 First Presbyterian Church Deacons are assigned to Division and Committee positions each year usually at the 
 combined Session and Deacon meeting/retreat. The responsibilities and structure of these Divisions and 
 Committees are contained in this manual. 

 Being a Visible Deacon in the Church 
 Deacons are expected to be visible examples to the Congregation and to be known by the 
 Congregation so those in need can approach them.  To this end the names of Deacons are 
 published and located in the Pews.  Deacons also are provided with a name tag that states they 
 are Deacons.  Deacons are requested to wear the name tag when attending worship service or 
 other Church functions. 

 Community Service 
 “Religion that is pure and undefiled before God and the Father is this: to visit orphans and widows in their 
 affliction, and to keep oneself unstained from the world.” (James 1:27) 

 The problem of resourcing the human and spiritual needs of God’s congregation did not begin in the New 
 Testament.  Although the  Diaconal office is explicitly  stated only in the New Testament (and after the time of 
 Christ at that), the origin of systematically organizing people and resources to service human needs flows back 
 to the beginnings of human time and into the future.  The needed works of mercy and Christian love have ever 
 been too great for one person. Ironically, properly viewed, the burden is light (Matt 11:28-30). 

 While the Greco-Roman cultures surrounding Israel at the time of Jesus developed an economy based on 
 privilege and patronage in which the wellbeing of the poor seemed to matter little , the Hebrews were 
 reminded: 1) all was owned by God and only lent to individual (Lev 25:23), 2) God wanted no poor among the 
 Congregation (Deut 15:4), 3) and if there were poor the Congregation was to actively alleviate poverty (Deut 
 15:8) (see ref. 15 for detail comparison of Roman and Hebrew customs towards poor). 

 “  4  But  there will be no poor  among you …  5  if only  you obey the voice of the Lord … 
 (however)  7  If there is among you a poor man, one  of your brethren, in any of your towns within 
 your  land which the Lord your God give you  , you shall  not harden your heart or shut your 
 hand against your poor brother,  8  but you shall open  your hand to him, and  lend him sufficient 
 for his need  , whatever it may be.” (Deut. 15:4-8) 

 The Judeo-Christian ethical base does not accept poverty; and, if there is poverty the community is to muster 
 resources to alleviate it:  no poverty is acceptable.  Although eventually a stratified society of Kings and 
 aristocrats evolved in Israel where the masses were in poverty, the philosophical underpinnings of the society 
 was different from Rome and the prophets raged at the lack of care for the poor. 

 Deacons have done outreach work to help children with reading problems and help those with mental health 
 issues.  The Deacon’s Fund may be used to support this work. 

 From Calvin’s time forward helping the Community has frequently been a Diaconate responsibility. 

 In 1  st  Presbyterian Church there are multiple Groups  that focus on this end.  For example the Outreach 
 Division has responsibility in this area.  Deacons may get involved in a number of community focused activities 
 including: 

 Habitat for Humanity 
 Hope House (see Instructions for Hope House Meal Below) 
 Council  on  Aging 
 Gracie’s Kitchen 
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 America’s Youth 
 It is hoped each Deacon will find an area of community support to which they are called. 

 The Deacons also serve a meal at the Hope House Once a Year.  See  Appendix H. 

 Some Final Thoughts: Lightening or Darkening the Soul 

 A final thought:  Each Deacon needs to determine what ministry works for them and how much time to devote 
 to their ministry. 

 A Deacon’s ministry should bring light to your soul and not create anxiety or grist in your soul.  If the role brings 
 anxiety, reflect on the type of work you are doing, how you are approaching the Deacon activities, the amount 
 of time you are spending and how it is impacting other important issues in your life.  A simple rule is: 

 A right sized calling should feel right. 

 A Deacon can do too much, or not enough.  A Deacon can get in situations they are not trained for or suited 
 for.  Find the type of work and the level of work which brings joy to your life. 

 Choosing the Right Type of Work: 

 There is always more work to do so it is important not to be overwhelmed by the task; but, to set goals for 
 yourself which are consistent with your calling.  The goals need to include the type of work you feel 
 comfortable with and the time level you can devote to your calling.  Personalize your calling.  Do you feel 
 called to work with adults or children?  Do you feel called to work with the hungry or the abased?  Do you feel 
 called to help those who are in physical need or mental need?  Do you like cooking, serving food, reading, 
 gardening, home improvements, sewing, visiting with people or driving people?  The list of possibilities is 
 endless.  Pick and choose those areas which bring a light to your soul. 

 Choosing and Scheduling the Right Time Commitment: 

 Determine how much time you can schedule for your Deacon activities.  Setting aside a regularly scheduled 
 time often helps.  This way your family, your work, and other callings do not become dominated by your calling 
 as a Deacon.  The amount of time you can spend is limitless; but, select the time contribution which brings a 
 light to your soul. 

 Approaching the Calling you Select in the Right Manner 

 The manner in which Deacons approach their chosen task is discussed in Scripture.  Often the Scripture 
 reference does not specifically refers to Deacons but discusses how we should approach those we help, work 
 and live with.  The message is simple.  As we help others we are to help them as servants (Greek work is 
 diakonos which is the root word for Deacon), not as “betters” or in a condescending manner. 
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 “ …“You know that those who are supposed to rule over the Gentiles lord it over them, and their 
 great men exercise authority over them.   But it shall not be so among you; but whoever would be 
 great among you must be your  servant  (the Greek word  hear is diakonos the root word for Deacon) 
 and whoever would be first among you must be slave of all.” (Mark 10:42-4) 

 Or for a more negative view of the same issues. 

 “He who is slack in his work is a brother to him who destroys”(Prov 18:9) 

 Supporting other Deacons 

 Finally Deacons, need to need to remember to Support and Understanding fellow Deacons. Each of us is 
 doing the work of Christ in our own way.   Help each other and appreciate the gifts each brings and the time 
 each individual can bring to the office of Deacon.   How can we do the work of Christ, if we do not work 
 together in Christian Love?  An environment of Support and Understanding make the work of being a Deacon 
 easier and more enjoyable. 

 Conclusion: 

 Each Deacon should search out their truth, in regards to being a Deacon.  Each Deacon needs to talk with 
 God about their calling. 

 “how small a whisper do we hear of  God  ”   Job 26:14 

 People hear and see God through our small works of kindness: For our God is kind. 
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 APPENDIX F 

 Funerals in the First Presbyterian Church 
 The funeral is a precious part of a minister’s relationship with the congregation and a 

 mediating influence involving the entire church and often the community. This outline 
 of procedures is prepared with the hope that all concerned with the funeral may make 
 it an occasion of comfort and satisfying strength to the bereaved. 

 The minister of our church is available to conduct funerals of members of bereaved families 
 that are connected with our church, either as member or as relatives of members, or 
 others who look to our church as their church home. The request for and presence of 
 the minister brings the service within the influence of the church and makes the 
 emphasis within the funeral uniquely a Christian worship service. 

 Ordinarily, in the case of members and those closely related to the church, the minister will 
 have knowledge of the impending death and should be assisting in the actual funeral 
 arrangements, (e.g. the order of service, music to be used). This is a proper function 
 of total ministry to any bereaved family, and encourages his/her being consulted 
 before all final arrangements are made. 

 The Sanctuary of the church is available for funerals and memorial services for both 
 members and non-members. In this, there are two regulations: 

 1.  When the Sanctuary of this church is used, the minister of this church is to 
 officiate. 

 2.  Both the Session and this church’s minister must invite any other minister. 

 The organist of this church shall normally play for all funerals. Exceptions must be 
 approved by our Session. 

 If the casket is present in the service, it may be open before the beginning of the 
 service, but before the service begins the casket shall be closed. 

 Relating to the use of the Sanctuary for all funerals and memorial services, the Funeral 
 Director or Church Representative  is expected to be  responsible for seeing that the 
 Sanctuary is returned to its original order. The Communion Table with the cross and 
 candle and the Baptismal Font are to remain in their original places in the sanctuary. 
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 However, other furniture may be moved  .  If any piece of furniture is moved for the funeral, 
 the Funeral Director or Church Representative will see that it is replaced after the 
 service, and that all flower stands and flower petals that have fallen off the flowers on 
 to the carpet are removed from the sanctuary. Our custodian will do the normal 
 cleaning. 

 In the case of Memorial services where the Funeral Director is not involved, a Church 
 Representative will be in touch with the family of the deceased prior to the service. 
 The memorial urn may be placed on a table or stand in front of the sanctuary, but not 
 on the Communion Table. 

 The funeral service music shall conform to the standards in keeping with a tradition of 
 reverence. Music suitable for the funeral directs attention to God and expresses the 
 faith of the church (W-4.0704). The minister and/or organist of the church should 
 approve music selections. Use of pre recorded music is not allowed. 

 If a family wishes special remembrances (such as music or DVD) of the deceased family 
 member, they may do so in the fellowship hall prior to or after the funeral or memorial 
 service in the sanctuary. 

 No fee or honorarium is charged or expected for the services of the minister. This is a part of 
 the ministry of the church. It is hoped that this may be quite clear to the bereaved by 
 the funeral director, and in no case should the services of the minister be made a part 
 of the funeral bill. If the family wishes to express its appreciation in a monetary way, a 
 gift to the church would be appreciated. 

 Because there may be a misunderstanding about a fee, especially among the non-church 
 families, further elaboration may be necessary. Any obligatory fee or honorarium 
 becomes an intrusion upon a delicate relationship between Pastor, congregation, and 
 bereaved family. 

 A funeral involves much more than the preparation and conducting of a memorial service 
 and internment. Calls upon the family between the time of death and the service 
 should be made. 

 One further matter needs to be mentioned, one upon which both the Funeral Director and 
 the minister must surely agree: the wishes of the family are a major factor. Among 
 Christians, funeral practices differ. For example, the disposition of the body by burial 
 or cremation, the floral tribute or memorial gifts instead of floral tributes, the open or 
 closed casket. In these matters the minister will usually give support to the best 
 judgment of the family so long as their wishes do not violate the  Book of Order  , and 
 will be happy to confer with the funeral director if requested to do so. 
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 Because the proper object of service is the worship of God and the consolation of the living, 
 it follows that the body of the deceased is not necessary to the service. The service 
 may be held before or after the committal of the body. The Christian service of 
 witness of the resurrection shall be considered complete in itself, and another hour 
 and place should be appointed for any fraternal or civic rites. Our minister will 
 welcome discussion of these and other matters connected with the Christian attitude 
 toward funerals and our church practices about funerals. 

 Established by action of the Session March 12,1988. Modified, by Session approval, 
 November 17, 2009, to include memorial services with no Funeral Director 
 utilizing a church representative and to clarify appropriate music. 
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 Miscellaneous Funeral Information for First Presbyterian Church 

 Types of services: 
 1.  Funeral service with casket present 
 2.  Memorial service with cremains present 
 3.  Memorial service without cremains 
 4.  Either a funeral or memorial service with military honors 

 Internment Options: 
 1.  Burial in ground in cemetery of choice 
 2.  Columbarium 
 3.  Scatter Garden 
 4.  Name on Memorial Tower 
 5.  Scatter at family request in a different location – done by the funeral home 

 Items that must be attended to prior to the service: 
 1.  All lights on in the sanctuary 
 2.  Unlock the sanctuary front doors -  One and a half hours prior to the scheduled 

 service or when the funeral home representatives arrive. 
 3.   Check the thermostat 
 4.   Check the candles on the communion table 
 5.   Make sure the sound system and the microphone on the pulpit are working 
 6.   The paraments should be white 
 7.   Place “reserved seating signs” on the requested number of pews; right side for 

 family, left side for pall bearers if present. 
 8.   Bulletins are done by the church office 
 9.   Memorial book provided by the funeral home. Requires a podium, pen, and, if 

 the family requests, memorial cards.  If the book has loose leaf pages, 
 several pages and a pen should be in Jim Thomas Hall.  We do keep extra 
 Memorial books in the closet in Jim Thomas Hall. 

 10.  Two (2) ushers are necessary: one (1) in Jim Thomas Hall and one (1) in the 
 narthex 

 11.   If a reception is to be held in Jim Thomas Hall, the usher in the narthex should 
 make a count of those in attendance and, once the service begins, give that 
 number to the Deacons in Jim Thomas Hall. 

 12.   First Presbyterian Church has a pall: W-4.0704: Order of Worship 

 Compiled January 2020 
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 APPENDIX G 

 Sanctuary Guild Instructions 

 Each volunteer is responsible for having the Sanctuary prepared for every occasion for the 
 month. This may include funerals, weddings and Lenten or Advent services. If at any time, 
 you are unable to perform these duties and cannot find someone who can, call your Guild 
 Leader or Worship Chairperson. 

 The best time to schedule weekly cleanup is Monday or Tuesday so the sanctuary is 
 prepared for any last minute service. The supplies needed are stored in the worship closet 
 in Jim Thomas Hall. A key that will open the doors to JTH as well as the closet may be 
 obtained from the church office.  The paraments are hanging in the bell choir room in 
 labeled garment bags. 

 TO BE CHECKED EACH WEEK 

 1.  Check for the correct parament color (white, green, red or purple) for the 
 communion table and pulpit.  There is a color-coded calendar in the worship closet. 
 Also check with the church office to see if there is a baptism, wedding or funeral for 
 which white is used. Communion is the first Sunday of the month, and white is used. 
 During Advent and Lent the purple paraments do not need to be changed to white 
 except if there is a funeral/memorial service.  Remove  the plexi-glass from the 
 communion table to change the color. If the glass is dirty, there are glass cleaner and 
 paper towels in the worship closet or kitchen. After changing the paraments on the 
 worship table and lectern, hang the unused ones on the hanger and return to the bell 
 choir room.  Notify the Worship Committee Chairman if the paraments need to be 
 cleaned. 

 2.  The friendship pads are to be placed on the center aisle side of the pews. Check 
 pads and remove any sheets that have been used and leave them in the church 
 office. If a pad binder is empty, replacement pads are in a box in the worship closet. 
 Make sure each binder has a working pen in it. 

 3.  Check pew racks for hymnals and one Bible. Each pew holder should have four 
 (4) offering envelopes, five or six (5 or 6) prayer concern cards and a sharpened 
 pencil.  In the balcony, hymnals and Bibles should be alternated in the racks under 
 the seats. Each corner of the balcony front rail should have envelopes, prayer 
 concern cards and an offering plate.  Nothing else should be left on the ledge of the 
 balcony. 

 4.  Clean up any papers, bulletins, etc. left from Sunday. Return crayons to the 
 baskets on the shelf in the Narthex. Confirm the drinking glasses for the pastors have 
 been removed from the lectern, if not take to kitchen, wash and leave in rack to dry. 

 5.  Check the Narthex area to see that only appropriate items are stored and 
 displayed, and the area is neat and inviting to members and visitors. Check folder on 
 table to be sure there are blank attendance sheets and pens available. 
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 6.  The Communication table candles will burn up to 26 hours and they only need to 
 be filled once monthly. Please fill them at the beginning of the month to ensure 
 consistency. Take them to the kitchen and fill them over the sink, being careful to not 
 overfill.  The Sexton/Property Committee will clean or polish the brass balcony rail 
 when needed. 

 7.  Children’s church bags are to be left hanging on the banisters in the Narthex. 
 Check each bag and remove any used pictures or paper. Ensure that each bag 
 contains: crayons, a pencil and a variety of notepads, etc.  Also include one piece of 
 plain white paper folded in half. This may be obtained in JTH where the copier is 
 located. Please replace any damaged bags with new ones, available in the Worship 
 closet.  Return bags to the stair newel posts. Check  that the headsets are placed 
 back on the chargers on top of the sliding shelf at the electronic box in the balcony. 
 This is the responsibility of the 11:00 am ushering team, but double check. 

 Thank you and bless you for your service to make worship more meaningful for our 
 congregation. 

 Revised 12/3/2019 
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 APPENDIX H 

 Hope House Meal Instructions 

 Revised 05/26/2018 

 Dinner Procedures 

 Team meetings & assignments – 

 The Chairperson should introduce themselves to the Floor manager at the Hope House 
 (HH) office so they will know who to contact if anything is to be done.  There is a 
 report on the refrigerator that is a calendar. Please fill out on our date with number of 
 guests, number of children, and number of volunteers and cost of meal. 

 Menu selection  – 

 Chicken and Noodle Casserole, Meat Loaf, Ham and Macaroni and cheese, some other 
 pasta dish, meat balls, Barbeque or some other dinner of your choice. These can be 
 served with a salad, vegetables, dessert (sometimes available at HH) and bread 
 (Bread is available in the refrigerator/freezer). May need to check at HH on Monday 
 to see what desserts or Bread are available. Please mark with FPC if you plan to use 
 them. 

 Shopping  – 

 Each church is responsible for purchasing food. You may check the pantry or under the 
 table in the kitchen for can goods. Please let the Hope House Floor Manager know 
 when you get there if you will be going in the kitchen on a different time or day to 
 check for supplies. 

 You can make sweet tea at HH. They have a Coffee/Tea Maker. Directions are on side and it 
 even tells how to make sweet tea. Also make 4 pitchers of Lemonade. We have to 
 provide it. Set drink table up in front of the cabinet on South end of Hall. There may 
 be ice in the HH freezer. If not, fill the HH cooler with ice from FPC ice maker or 
 purchase one bag of ice. 

 Meet at Hope House at 3:00  – 

 Park cars in side lot on S. of building 

 Begin food prep 

 Set-up tables – 4:15 to 4:30 – 

 Placemats/table, prayers, etc. All of this information is in the cabinet at the end of the room. 
 Placemats are in the bottom of the cabinet and along with check in information, 
 marked for  Interfaith Dinner Network (  IDN). There  are 4 tables already set up and 
 they can be set with 6 chairs (use green chairs on stand that are now stored in the 
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 kitchen). Extra tables are in the kitchen between the front refrigerator and freezer. Set 
 up the drink table in front of the IDN cabinet. 

 Sign In – 

 Sign in notebook in IDN cabinet. New guests should check Column A. Make sure guests are 
 signed in as male, female, boys, and girls. They usually can fill out forms. Make sure 
 to note the number of children. 

 Rules: 

 Set Rules in frame on desk and assign someone to be in charge of the closing checklist in 
 the desk. Both are in the IDN cabinet with the sign in notebook. 

 Complete prep by 4:45 and be ready to serve at 5:00. 

 Pre-dinner prayer with those who are volunteers and those present to eat. There is a 
 pre-written prayer in the IDN cabinet. 

 Begin serving at 5:00 

 People needed (suggested) – 

 3 to prepare, 3 to serve in kitchen, 2 on main floor to serve drinks and serve guests. 1 
 person to check in. The same 7 that serve and check in can also clean up or you can 
 have another 2or 3 people come in and clean up. Clean up can usually start around 
 6:00 but leave at least one table set until a little before 6:30. Bathrooms need to be 
 tidied up with the clean-up. 

 Cooks  - 2 or 3 to prepare food (Can start at HH at  3:00) 

 2 people to take food to America’s Youth (AY). 

 Call John Gilbert 904 264 5383 on Tuesday morning to get head count. These two can 
 come back and help at HH. John usually has helpers AY has serving utensils but 
 along with food they will need plates, napkins, forks, and small cups. Also 1 gallon of 
 lemonade. 

 Kitchen Help at Hope House – 

 3 to make drinks, plate the food and pass to servers (4:30 to 7:00) 

 Set – up and serve (4:15 or 4:30 set up) and serve 5:00 til 6:30. 

 Drink Server – 1 person, set up a drink table in front of cabinet at south end of room. Put 
 Ice in cooler (usually located with brooms at south end of kitchen), get drink cups, fill 
 with tea or lemonade and serve the guests 
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 Entry door/“sign-in” monitor- 1 person. See sign in procedure above. (4:30 to 6:30) They 
 can also be responsible for closing checklist. 

 Clean up - At least 2 people. 

 Some others may help. Kitchen cleaned, dishes washed and put in proper places, All table 
 items put back in proper place, tables washed off, floors vacuumed and mopped. 
 Also it is best to bring your own towels and dish cloths so that you can just take them 
 home and not have to bring any back to Hope House. 

 Fill out calendar on the refrigerator under your  date with # served, # children, # 
 volunteers, cost of meal. 

 Begin clean-up at 6:00 (depending on how busy you  are) 

 Close and escort people out at 6:30 

 Workers can eat also. (It is nice for workers to  eat with guests and socialize a bit) 

 Leftovers 

 Leftovers can be put in plastic containers that are found in the pantry and mark as to 
 content and dated. If they are not perishable. - John Gilbert can take extra food. Do 
 not leave leftovers in the refrigerator unless you let someone at HH know that you 
 plan to do that. The leader can talk to Mary and the food should be marked. They can 
 serve Tuesday night dinner on Wednesday. 

 Clean-up and return kitchen and room to original  condition 

 Refer to closing checklist and check off items. 

 Lock kitchen door, “exit door” and front door. 

 Turn off all light switches beside kitchen counter.  Set the alarm by pushing the 
 button with the “empty house” picture until it beeps - then you have 45 seconds to 
 turn off light switches, lock door, go out and close it Tightly. The door has to be 
 closed to set the alarm 

 Complete “Feedback Report”  and e-mail copy to idn4fb@gmail.com  and 
 showalte@bellsouth.net the night of the dinner. Number of Guests, Number of children, 

 number of volunteers, Cost of Meal, and Menu. Any pertinent information. Supplies that 
 need to be replaced or any incidents good or bad. 

 98  |  Page 
 updated 8/16/2020 



 APPENDIX I 

 Forms 

 ATTENDANCE SHEET 

 FPC EXPENSE REPORT/CHECK REQUEST 

 CAMPUS MAP 

 SESSION ACTION FORM 

 99  |  Page 
 updated 8/16/2020 



 Attendance Sheet 

 Date: ______________  08:30am ____      11:00am _____ 

 Worshiper count (including children)  _______  Staff count ________ 

 Head Usher:  _____________________ 

 Usher:  ______________________ 

 Usher:  ______________________ 

 Usher:  ______________________ 

 Usher:  ______________________ 

 # of extra bulletins:  ___________  # short of bulletins:  _________ 

 Comments: 

 This form is used by ushers See appendix U 

 Revised  1/2020 
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 FPC EXPENSE REPORT/CHECK REQUEST 
 Submitted by purchaser: __________________________________  Phone #: _______________ 

 Dat 
 e 

 Payee: Name & 
 Address of Company 
 or Individual 

 $ Within Committee Budget 
 Line 

 $ Outside Committee Budget Line 

 Description or purpose 
 of purchase: 

 CHECK ONLY ONE: 

 ___ I paid for this. Please reimburse me via check. 
 ___ I charged this to the church’s account with the following vendor: 

 _____________________________________ 
 (I am an Authorized Signer on this account) 

 ___ I charged this to the following church credit card : 
 _________________________________________________ 

 (I am an Authorized Signer on this credit card account) 

 ___Please pay the party indicated above via check. 
 ___ Please order this for committee. 

 APPROVED BY:  Signature of Purchaser:_________________________________________ 

 PLUS  for items  >  $100   Second signature* (see below):__________________________________ 

 Please attach any receipts/documentation to this form. 
 ------------------------------------------------------------------------------------------------------------------ 

 DIRECTIONS TO THE FINANCIAL SECRETARY: 

 Please deduct this from Line Item _________________#_______of the Budget. 

 Please deduct this from FUND: ______________________________________ 

 Check # __________  *Second signature should be the committee chairman 

 Written 11/09/13; Revised 11/05/15 
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 CAMPUS MAP 
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 Session Action Form 
 To be submitted to the clerk no later than the Wednesday prior to the stated session meeting. 

 Date: 

 Proposed by:  (committee or elder): 

 Motion: 

 Rationale: 

 Cost: (if any) 

 Next steps, if passed: 

 This form is distributed prior to session meetings. Requests for clarification prior to meetings are encouraged. 
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 APPENDIX J 

 JOB DESCRIPTIONS 

 Staff Job Descriptions 
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 S  ENIOR  P  ASTOR  / H  EAD  OF  STAFF 

 P  OSITION  D  ESCRIPTION 

 W  RITTEN  : O  CTOBER  1, 2018 (R  EVISED  : 12.17.2019) 

 O  VERVIEW  :  T  HE  S  ENIOR  P  ASTOR  ,  AS  H  EAD  OF  S  TAFF  ,  GIVES  LEADERSHIP  TO  THE  OVERALL  MINIS     TRY  OF  F  IRST 

 P  RESBYTERIAN  C  HURCH  ,  PARTNERS  WITH  THE  SESSION  IN  SETTING  AND  ACCOM     PLISHING  THE  CHURCH  '  S  VISION  ,  LEADS 

 THE  STAFF  IN  ITS  VARIOUS  MINISTRIES  AND  INITIA     TIVES  ,  OVERSEES  ALL  WORSHIP  SERVICES  ,  SERVES  AS  THE  CHURCH  '  S 

 PRIMARY  PREACHER  AND  ADMIN     ISTRATOR  OF  THE  SACRAMENTS  ,  AND  PROVIDES  PASTORAL  LEADERSHIP  AND  SPIRITUAL 

 DEVELOP     MENT  FOR  THE  CONGREGATION  IN  COLLABORATION  WITH  OTHER  STAFF  ,  OFFICERS  ,  AND  CONGRE     GATION 

 MEMBERS  . 

 R  ESPONSIBILITIES  : 

 C  ORE  R  ESPONSIBILITIES 

 ●  P  LAN  AND  IMPLEMENT  ,  IN  COLLABORATION  WITH  THE  MUSIC  STAFF  ,  WEEKLY  WOR     SHIP  EXPERIENCES  THAT 

 CREATES  A  WELCOMING  AND  ENCOURAGING  ATMOSPHERE  FOR  YOUTH  AND  ADULTS  TO  HEAR  AND  UNDERSTAND 

 G  OD  ’  S  W  ORD 

 ●  P  REACH  SERMONS  THAT  STIMULATE  ,  CHALLENGE  ,  AND  INSPIRE  THE  CONGREGA     TION  THROUGH  PROCLAMATION 

 OF  THE  W  ORD  IN  WEEKLY  CORPORATE  WORSHIP 

 ●  P  ROVIDE  PASTORAL  AND  SPIRITUAL  LEADERSHIP  TO  CONGREGATION  ,  BOTH  PERSONALLY  AND  IN  COLLABORATION 

 WITH  STAFF  ,  SESSION  ,  AND  THE  DIACONATE  ,  GIVING  PARTICULAR  ATTENTION  TO  THOSE  IN  CRISIS  SITUATIONS 

 ●  O  FFER  EFFECTIVE  ADMINISTRATIVE  LEADERSHIP  TO  THE  CHURCH  STAFF  ,  SESSION  ,  AND  CONGREGATION  TO 

 FULFILL  THE  MISSION  OF  THE  CHURCH  AND  THE  UNIQUE  STRATE     GIC  OBJECTIVES  DETERMINED  BY  THE  SESSION 

 ●  E  NSURE  EDUCATIONAL  AND  SPIRITUAL  DEVELOPMENT  OF  THE  CONGREGATION  BY  LEAD     ING  STAFF  AND  KEY  LAY 

 LEADERSHIP  TO  OFFER  STIMULATING  B  IBLE  STUDIES  ,  CHURCH  OFFICER  TRAINING  ,  SMALL  GROUP  STUDIES  ,  AND 

 EXCELLENT  S  UNDAY  SCHOOL  CLASSES 

 A  DDITIONAL  R  ESPONSIBILITIES 

 ●  E  NCOURAGE  AND  GUIDE  CHURCH  LEADERS  AND  THE  CONGREGATION  IN  DEVELOP     ING  MORE  EFFECTIVE  METHODS 

 OF  EXPANDING  THE  MEMBERSHIP  OF  AND  PARTICIPATION  IN  THE  LIFE  OF  THE  CHURCH  ,  SUCH  AS  A  ROBUST  MUSIC 

 MINISTRY  ,  A  THRIVING  CHILDREN  ’  S  AND  YOUTH  MINISTRY  ,  AND  OTHER  INNOVATIVE  AND  INVITING  EXPRESSIONS 

 OF  FPC’  S  LIFE  AND  WITNESS  IN  THE  COMMUNITY  AND  BEYOND 

 ●  N  URTURE  AND  ENCOURAGE  CONGREGATIONAL  FELLOWSHIP  AND  THE  WELCOME  OFFERED  VISITORS  THROUGH  A 

 WARM  ,  CARING  AND  REASSURING  STYLE 

 ●  G  UIDE  SESSION  ,  STAFF  AND  APPROPRIATE  COMMITTEES  IN  DEVELOPMENT  AND  CONDUCT  OF  NEW  MEMBER 

 CLASSES  (  INCLUDING  TEACHING  INQUIRERS  CLASSES  AS  TIME  ALLOWS  )  AND  IN  PROGRAMS  TO  ASSIMILATE  NEW 

 MEM     BERS 

 ●  P  ROVIDE  STRONG  ADMINISTRATIVE  LEADERSHIP  ,  USING  A  PARTICIPATORY  STYLE  THAT  PROMOTES  UNITY  AND  A 

 POSITIVE  AND  EFFECTIVE  ENVIRONMENT  ,  TO  GUIDE  AND  SUPPORT  ELDERS  ,  DEACONS  ,  STAFF  ,  AND  COMMITTEES 

 IN  WEEKLY  MEETINGS  AND  IN  MODERATING  MONTHLY  SESSION  MEETINGS 
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 ●  S  UPPORT  DEVELOPMENT  AND  ACCOMPLISHMENT  OF  THE  CHURCH  '  S  STRATEGIC  PLAN  . 
 ●  E  NCOURAGE  INCREASES  IN  STEWARDSHIP  AND  CHURCH  GIFTS  THROUGH  CREATIVE  IDEAS  ,  LOGISTI     CAL 

 SUPPORT  ,  AND  INSPIRING  MESSAGES  ,  RESULTING  IN  HEALTHY  INVEST     MENTS  OF  THE  CONGREGATION  '  S  TIME  , 
 TALENTS  AND  RESOURCES 

 ●  D  EVELOP  AND  NURTURE  THE  LEADERSHIP  OF  THE  CHURCH  ,  INCLUDING  THE  OFFICERS  ,  CHAIRS  OF  COMMITTEES  , 
 AND  THOSE  WITH  POTENTIAL  FOR  FUTURE  LEADERSHIP 

 ●  P  ROVIDE  A  DYNAMICALLY  FOCUSED  TEACHING  MINISTRY  IN  VARIOUS  SETTINGS  OF  THE  CHURCH  ,  INCLUDING 

 S  UNDAY  SCHOOL  , W  EDNESDAY  NIGHTS  ,  CONFIRMATION  , B  IBLE  STUDIES  ,  AND  SMALL  GROUPS  FOR  ALL  AGES 

 ●  R  EPRESENT  THE  CHURCH  AS  AN  ACTIVE  MEMBER  OF  S  T  . A  UGUSTINE  P  RESBYTERY  ,  ATTENDING  STATED 

 PRESBYTERY  MEETINGS  ,  SERVING  ON  A  COMMITTEE  OF  PRESBYTERY  ,  AND  SERVING  AS  A  COMMUNICATION  LINK 

 BETWEEN  THE  PRESBYTERY  AND  CONGREGATION 

 ●  P  ARTICIPATE  IN  COMMUNITY  ,  ECUMENICAL  AND  INTERFAITH  ACTIVITIES  ,  AS  TIME  PERMITS 

 ●  I  NVITE  AND  CHALLENGE  THE  ENTIRE  CHURCH  FAMILY  FOR  DEEPER  ,  MORE  FAITHFUL  ENGAGEMENT  IN  LOCAL  AND 

 OTHER  MISSION  OPPORTUNITIES  SPONSORED  BY  F  IRST  P  RESBYTERIAN  C  HURCH  (  E  .  G  ., H  ABITAT  FOR 

 H  UMANITY  , H  OPE  H  OUSE  ,  ETC  .) 

 R  EPORTING  R  ELATIONSHIP  : A  S  A  MEMBER  OF  P  RESBYTERY  ,  THE  S  ENIOR  P  ASTOR  / H  EAD  OF  S  TAFF  IS  ACCOUNTABLE 

 TO  THE  C  OMMITTEE  ON  M  INISTRY  . 

 E  VALUATION  :  F  ORMALLY  EVALUATED  BY  THE  C  OMMITTEE  ON  M  INISTRY  (  OF  THE  P  RESBYTERY  )  AND  TO  SATISFY  ITS 

 OBLIGATIONS  UNDER  THE  T  ERMS  OF  C  ALL  ,  THE  P  ERSONNEL  C  OMMITTEE  (  OF  F  IRST  P  RESBYTERIAN  – F  ERNANDINA  )  IN 

 CONSULTATION  WITH  THE  SESSION  SHALL  CONDUCT  AN  ANNUAL  EVALUATION  OF  THE  S  ENIOR  P  ASTOR  AND  RECOMMEND 

 CHANGES  AS  APPROPRIATE  IN  THE  T  ERMS  OF  C  ALL  . 

 H  OURS  :  T  HIS  IS  A  FULL  -  TIME  POSITION  .  T  HOUGH  HOURS  CAN  VARY  BASED  ON  SPECIFIC  PROGRAMMING  DEMANDS  , 
 ORDINARILY  THIS  POSITION  REQUIRES  APPROXIMATELY  40  HOURS  A  WEEK  . 

 C  OMPENSATION  , V  ACATION  , S  TUDY  L  EAVE  , P  ERSONAL  D  AYS  :  S  ET  FORTH  IN  THE  T  ERMS  TO  C  ALL 
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 A  DMINISTRATIVE  ASSISTANT 

 P  OSITION  D  ESCRIPTION 

 Written: October 1, 2018 (Revised: 5.26.2019) 

 Overview  : The Administrative Assistant serves as a  personal assistant, aiding Senior Pastor and 
 Associate Pastor to carry out their leadership and pastoral duties. The position requires use of 
 personal gifts and technical skills for the benefit of the church so as to enhance the effectiveness 
 and efficiency of Senior and Associate Pastors. The Administrative Assistant is accountable to 
 Senior Pastor. 

 Responsibilities: 

 ●  Accept all phone calls from people requesting to speak with Senior Pastor 
 ●  Sort Senior Pastor’s mail, prepare correspondence and memoranda as requested, and distribute or 

 mail the same 
 ●  Schedule appointments, noting phone number of person making appointment 
 ●  Prepare, scan and email meeting materials (agenda, minutes, etc.) to Session members on Friday 

 prior to Session meeting 
 ●  Prepare visitor’s letters for signing and mailing 
 ●  Prepare order of service by Friday for both Sunday morning services 
 ●  Maintain and order as needed office supplies and equipment 
 ●  Coordinate, train, and mentor office volunteer staff 
 ●  Attend weekly staff meetings, taking notes when requested 
 ●  Produce agendas and minutes for meetings conducted by Senior Pastor 
 ●  Prepare, maintain, and update church master calendar 
 ●  Maintain, back-up, and confirm the integrity of Archival Records on scheduled basis 
 ●  Prepare annual church report 
 ●  Prepare statistical report for submission to Presbyterian Church (USA) 

 General Duties: 

 ●  Initiate phone calls at Senior Pastor’s request, keeping an updated phone file 
 ●  Maintain register for membership, baptism, and funerals 
 ●  Prepare printed scripts for baptisms 
 ●  Assist couples preparing for marriage by providing them with wedding manual and scheduling 

 marriage counseling Sessions 
 ●  Prepare funeral programs when requested 
 ●  Send announcements and acknowledgments for all special gifts and bequests, including memorial 

 gifts to church funds and Columbarium 
 ●  Accept and record all purchases made to the Columbarium 
 ●  Request and receive all membership transfer requests 
 ●  Assist Associate Pastor and church committees as assigned by Senior Pastor 
 ●  Update computer files at the main computer 
 ●  Coordinate meetings initiated by Senior Pastor. 
 ●  Assist, as requested, Senior Pastor with writing projects 
 ●  Respond to requests for general secretarial support of Senior Pastor as needed. 
 ●  Update website 
 ●  Assist with newsletters, constant contact, and phone tree. 
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 Position Requirements: 

 ●  Proficient in the use of standard tools: computer, phone system, copy machine 
 ●  Demonstrates strong organizational skills 
 ●  Exhibits ability to relate well with diversity of persons, including pastoral staff, office colleagues, 

 church leaders, members and office visitors 
 ●  Shows willingness to grow spiritually, attitudinally and vocationally, exhibiting a personal faith in Jesus 

 Christ as Lord 
 ●  Evidences comprehensive understanding of First Presbyterian Church and its reformed tradition, and 

 obtains additional training in such areas if necessary 
 ●  Is cooperative team member in relation with others who share work environment and office 

 responsibilities 
 ●  Treats all personal information in the church with care and caution, recognizing the paramount 

 importance of maintaining confidentiality of communications and church records and setting an 
 example in that regard for the entire office staff 

 Commitments: 

 ●  Keeps Senior Pastor informed as to church needs, as well as personal matters including complaints, 
 that come to AA’s attention 

 ●  Treats each call or visitor with courtesy, cheerfulness and respect 
 ●  Makes an effort to use time wisely, while demonstrating willingness to allow for appropriate 

 interruptions 
 ●  Evidences loyalty to Senior Pastor, both in and out of church office 
 ●  Offers special attention to proper recording of messages, identifying the party who called, what call is 

 in reference to, call-back number, and best time of day to return call 
 ●  Always provides Senior Pastor’s wife and children with immediate access to him if they request 

 Reporting Relationship:  The Administrative Assistant  is accountable to the Senior Pastor. 

 Evaluation:  With the leadership of the Senior Pastor,  the Personnel Committee shall conduct an annual 
 performance evaluation and review the adequacy of compensation. 

 Hours:  This is a full-time position.  Though hours  can vary based on specific programming demands, ordinarily 
 this position requires approximately 35 hours a week. 

 Compensation: 

 Vacation: 

 Personal Days:  3 Days Annually 
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 A  SSOCIATE  P  ASTOR 

 P  OSITION  D  ESCRIPTION 

 Written: October 1, 2018 (Revised: 5.26.2019) 

 Overview:  The Associate Pastor provides general pastoral  ministry for First Presbyterian 
 Church of Fernandina Beach, with a primary focus on pastoral care, adult Christian 
 formation, and mission. The Associate Pastor serves as the staff liaison to the Diaconate, 
 the Outreach Division, the Stephen’s Ministry, and the Christian Formation Division, in 
 addition to providing leadership as assigned for worship and other programs of the church. 

 Responsibilities: 

 Pastoral Care 

 ●  Offers appropriate pastoral care for the congregation through hospital visits, 
 home visits, and follow-up calls and notes. 

 ●  Serves as the staff liaison to the church’s Stephen Ministry 
 ●  Keeps a master list of the church’s pastoral needs at all times and 

 communicates those needs to the Senior Pastor. 
 ●  Coordinates quarterly communion for shut-ins. 
 ●  Provides intentional, timely, and well-coordinated follow-up for all visitors and 

 inactive members. 

 Christian Formation 

 ●  Works to support, enhance, and develop the church’s Christian Formation 
 efforts 

 ●  Serves as the theological guide and resource for Christian Formation 
 ministries, with a special emphasis on the church’s adult formation efforts 

 ●  Teaches in the church’s education ministries such as Sunday school classes, 
 seasonal studies, and small groups 

 ●  Serves as the staff liaison to the Christian Formation Division and the Adult 
 Formation Committee. 

 ●  Provides a ministry of presence, encouragement, and support for First Café. 

 Worship Leadership 

 ●  Provides worship leadership for the church on a regular basis, including 
 preaching as assigned and serving as a liturgist. 

 ●  Administer the sacraments as requested and assigned. 
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 ●  Be available for weddings and funerals as needed and requested, coordinating 
 these events with the Senior Pastor. 

 General Pastoral Duties 

 ●  Serves as the pastoral liaison to the Diaconate 
 ●  Moderates Session meetings and weekly staff meetings when the Senior 

 Pastor is unavailable. 
 ●  Serves as the staff liaison to the Outreach Division and participates in the 

 church’s mission and outreach efforts as needed or assigned. 
 ●  Participates in the church’s Inquirers Class as requested. 
 ●  Provides input and counsel to the church’s social media efforts 

 Reporting Relationship:  The Associate Pastor is accountable  to the Senior Pastor. 

 Evaluation:  With the leadership of the Senior Pastor,  the Personnel Committee shall 
 conduct an annual performance evaluation and review the adequacy of compensation.  The 
 Associate Pastor is a member of St. Augustine Presbytery 

 Hours:  This is a full-time installed position.  Though  hours can vary based on specific 
 programming demands, ordinarily this position requires approximately 40 hours a week. 

 Compensation:  The Terms of Call document approved  by the vote of the Congregation 
 and the Presbytery describes the specific details of compensation.  This position is fully 
 enrolled in the Board of Pensions 

 Vacation:  Per the Terms of Call 

 Personal Days:  Per the Terms of Call 
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 A  SSOCIATE  FOR  F  AMILY  M  INISTRY 

 P  OSITION  D  ESCRIPTION 

 Written: October 1, 2018 

 (Revised: 12.10.2019) 

 Overview:  The Parish Associate for Family Ministry  serves as a member of the pastoral team of 
 First Presbyterian Church, serving as assigned in ministries of preaching, teaching, administration of 
 the sacraments, and pastoral care. In addition to the more general pastoral work, the Parish 
 Associate for Family Ministry has focused responsibility for overseeing the church’s programming for 
 children and youth, church-wide special events, as well as giving clergy leadership to the church’s 
 communication and mission efforts. 

 Responsibilities: 
 ○  Administrative 

 ○  Hire, train, lead, and evaluate a part-time staff team, flexibly 
 configured for the effective coverage of the church’s ministries for 
 children, youth, and families, as well as its communication, major 
 event, and missions work. 

 ○  Develop and administer a program budget for the church’s ministry 
 for children, youth, and families, as well as its communication, major 
 event, and missions work, reporting to the Senior Pastor and Finance 
 Committee on adherence to that budget. 

 ○  Ensure that the church’s policies and procedures are followed in the 
 church’s ministry for children, youth, and families, as well as its 
 communication, major event, and missions work. 

 ○  Prepare monthly written reports to the Senior Pastor on ministry 
 activities and accomplishments. 

 ○  Christian Education 
 ○  Develop goals and objectives for youth, children’s, and family 

 ministry consistent with the church's mission. 
 ○  Assess ministry youth, children’s, and family ministry needs, and 

 develop programs/activities to meet those needs 
 ○  Recruit, train, and lead lay volunteer leaders to serve in the church’s 

 youth, children’s, and family ministry. 
 ○  As a pastor, address specific personal and spiritual needs of children, 

 youth, and their families, through programming, hospital visits, or 
 informal meetings away from the church campus. 
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 ○  Oversee the curriculum for children & youth, ensuring that what is 
 taught adheres to the values of the local church and the essential 
 tenants of the Reformed faith. 

 ○  Provide pastoral presence and hands-on leadership as needed for 
 programs for children, youth and families. 

 ○  Develop programs tailored to needs and interests of college students. 
 ○  Oversee the nursery program of the church, including hiring and 

 managing appropriate staff and recruiting and supporting volunteers. 

 ○  Communications 
 ○  Oversee the administration of the church’s communication plan to 

 ensure that members and friends of FPC are warmly well-informed of 
 key programming and progress in and through the church. 

 ○  Strategically utilize a variety of channels (email, website, social 
 media, text, phone, bulletin) according to the church’s communication 
 plan. 

 ○  Serve as a resource to FPC staff and committees to appropriately 
 communicate priority information to the members and friends of the 
 church. 

 ○  Work to grow the church’s Power Church database. 

 ○  Special / Community Event Planning 
 ○  Oversee the planning and implementation of congregation-wide 

 events, working with appropriate sponsoring committees for each 
 event. 

 ○  Serve as a pastoral resource to congregation-wide-event volunteers. 
 ○  Oversee the integrated promotion of church-wide events to ensure 

 that target participation levels are achieved. 

 ○  Mission 
 ■  Serve as the pastoral liaison to the Outreach Division and its 

 committees 
 ■  Administer Sacrament of the Lord's Supper on local and international 

 mission trips as well as at the annual Church Wide Retreat. 
 Reporting Relationship:  The Parish Associate for  Family Ministry is accountable to the 
 Senior Pastor. 
 Evaluation:  With the leadership of the Senior Pastor,  the Personnel Committee shall 
 conduct an annual performance evaluation, including a compensation review. 

 Hours:  This is a full-time position.  Though hours  can vary based on specific programming 
 demands, ordinarily this position requires approximately 40 hours a week. 
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 Vacation & Study Leave:  Four Weeks Vacation and Two Weeks Study 
 Personal Days:  3 

 F  AMILY  M  INISTRY  P  ARTNER  FOR  C  HILDREN 

 P  OSITION  D  ESCRIPTION 

 Written: May 1, 2019 (Revised: 5.26.2019) 

 Overview:  The Family Ministry Partner for Children  helps lead and administer Children’s Ministry 
 programs at First Presbyterian Church, Fernandina Beach, FL. 

 Responsibilities: 

 1.  Bring a joyful, compassionate presence to all interactions with the members and friends of 
 FPC, as well as with all Family Ministry Partners. 

 2.  Know the names and faces of members and regular attenders at FPC, especially children (birth 
 through 5th grade) and their families. 

 3.  Lead gathering activities on Sunday mornings and Wednesday evenings. 
 4.  Serve as a resource to nursery workers and Children’s Ministry volunteers. 
 5.  Report and provide feedback on Children’s programs to Parish Associate for Family 

 Ministries. 
 6.  Attend Family Ministry Partners meetings and training sessions. 
 7.  Occasionally prepare/lead the Time with Young Disciples portion of Sunday Morning 

 Worship. 
 8.  Help with special events as needed and available. 
 9.  Provide pastoral care to members and friends of FPC as required. 
 10.  Take on additional initiatives when such opportunities align the gifts of the Family Ministry 

 Partner for Children and the needs of the congregation. 

 Reporting Relationship:  The Family Ministry Partner  for Children is directly accountable to the 
 Parish Associate for Family Ministry. 

 Evaluation:  The Parish Associate for Family Ministry,  the elder chair or representative of the 
 Children’s committee, and the divisional chair of Christian Formation may assist in evaluations and 
 reviews. The personnel committee will also review compensation and make recommendations for 
 Session approval. 

 Hours:  This is a part-time position as follows: 

 ·  Regular Hours:  Up to 7 Hours / Week –  [as scheduled w/ the Director of Family Ministry] 
 Example Schedule:  Sunday –  9:00am – 12:00am 

 Wednesday –  6:00pm – 7:30 pm 
 Flex Hours –  1 - 2 hours / week 

 ·  Additional Hours:  In Support of Other  Worship Services or Church Events 

 113  |  Page 
 updated 8/16/2020 



 As agreed upon in advance w/Parish Associate for Family 
 Ministry 

 F  AMILY  M  INISTRY  P  ARTNER  FOR  C  OMMUNICATIONS 

 P  OSITION  D  ESCRIPTION 

 Written: May 1, 2019 (Revised: 5.26.2019) 

 Overview:  The Family Ministry Partner for Communications  helps facilitate clear communication 
 between leadership and congregants at First Presbyterian Church, Fernandina Beach, FL. 

 Responsibilities: 
 1.  Bring a joyful, compassionate presence to all interactions with the members and friends of 

 FPC, as well as with all Family Ministry Partners. 
 2.  Know the names and faces of members and regular attenders at FPC. 
 3.  Administer Communication Plan to promote FPC events and engage congregants. 
 4.  Utilize a variety of channels (email, website, social media, text, phone, bulletin) for 

 consistent, clear distribution of information. 
 5.  Serve as a resource to FPC leadership by working closely with FPC staff and committees. 
 6.  Assist in maintaining a master calendar of events. 
 7.  Assist in maintaining a database of contact information for various groups around the church. 
 8.  Report and provide feedback on Communications toParish Associate for Family Ministries. 
 9.  Attend Family Ministry Partners meetings and training sessions. 
 10.  Help with special events as needed and available. 
 11.  Take on additional initiatives when such opportunities align the gifts of the Family Ministry 

 Partner for Children and the needs of the congregation. 

 Reporting Relationship:  The Family Ministry Partner  for Communications is directly accountable to 
 the Parish Associate for Family Ministry. 

 Evaluation:  The Parish Associate for Family Ministry,  the elder chair or representative of the 
 Hospitality and/or Worship committee, and the divisional chair of Christian Formation may assist in 
 evaluations and reviews. The personnel committee will also review compensation and make 
 recommendations for session approval. 

 Hours:  This is a part-time position as follows: 
 ·  Regular Hours:  Up to 5 Hours / Week  – [as scheduled w/ the Director of 
 Family Ministry] 

 Example Schedule:  Sundays / Wednesdays 1 to 2 hours / 
 week 

 3 to 4 Flexible hours / week 

 ·  Additional Hours:  In Support of Other  Worship Services or Church Events 
 As agreed upon in advance w/ Director of Family Ministry 

 Compensation:  Vacation:  Personal Days: 
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 F  AMILY  M  INISTRY  P  ARTNER  FOR  M  AJOR  E  VENTS 

 P  OSITION  D  ESCRIPTION 

 Written: May 1, 2019 (Revised: 5.26.2019) 

 Overview  :  The Family Ministry Partner for Major Events  helps coordinate and administer 
 community-wide events at First Presbyterian Church, Fernandina Beach, FL. 

 Responsibilities: 

 1.  Bring a joyful, compassionate presence to all interactions with the members and friends of 
 FPC, as well as with all Family Ministry Partners. 

 2.  Know the names and faces of members and regular attenders at FPC. 
 3.  Plan and administer congregation-wide events. 
 4.  Recruit and serve as a resource for event volunteers 
 5.  Work closely with Communications Partner to promote events. 
 6.  Report and provide feedback on Major Events to Director of Family Ministries. 
 7.  Attend Family Ministry Partners meetings and training sessions. 
 8.  Cooperate/meet with other church/community leaders as necessary. 
 9.  Provide pastoral care to members and friends of FPC as required. 
 10.  Take on additional initiatives when such opportunities align the gifts of the Family Ministry 

 Partner for Major Events and the needs of the congregation. 

 Reporting Relationship  : The Family Ministry Partner  for Children is directly accountable to the 
 Parish Associate for Family Ministry. 

 Evaluation:  The Parish Associate for Family Ministry,  the elder chair or representative of the 
 Hospitality committee, and the divisional chair of Christian Formation may assist in evaluations and 
 reviews. The personnel committee will also review compensation and make recommendations for 
 session approval. 

 Hours  : This is a part-time position as follows: 

 ·  Regular Hours:  Up to 5 Hours / Week  – [as scheduled w/ the Director of Family Ministry] 

 Example Schedule:  Flexible Hours – Understanding that some weeks will require 
 more than 5 hours and some will require less with the goal of an average of ~ 5 hours / 
 week. 

 ·  Additional Hours:  In Support of Other  Worship Services or Church Events 

 As agreed upon in advance w/ Director of Family Ministry 
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 F  AMILY  M  INISTRY  P  ARTNER  FOR  Y  OUTH 

 P  OSITION  D  ESCRIPTION 

 Written: May 1, 2019 (Revised: 5.26.2019) 

 Overview:  The Family Ministry Partner for Children  helps lead and administer Youth Ministry 
 programs at First Presbyterian Church, Fernandina Beach, FL. 

 Responsibilities: 

 1.  Bring a joyful, compassionate presence to all interactions with the members and friends of 
 FPC, as well as with all Family Ministry Partners. 

 2.  Know the names and faces of members and regular attenders at FPC. 
 3.  Intentionally build/maintain relationships with youth (6th grade through 3 years removed from 

 high school) and their families. 
 4.  Lead gathering activities on Sunday mornings and Wednesday evenings. 
 5.  Serve as a resource to Youth Ministry volunteers. 
 6.  Report and provide feedback on Youth programs to Parish Associate for Family Ministries. 
 7.  Attend Family Ministry Partners meetings and training sessions. 
 8.  Chaperone youth ministry trips/events as available. 
 9.  Help administer Aunts/Uncles program. 
 10.  Help with special events as needed and available. 
 11.  Provide pastoral care to members and friends of FPC as required. 
 12.  Take on additional initiatives when such opportunities align the gifts of the Family Ministry 

 Partner for Children and the needs of the congregation. 

 Reporting Relationship:  The Family Ministry Partner  for Youth is directly accountable to the Parish 
 Associate for Family Ministry. 

 Evaluation:  The Parish Associate for Family Ministry,  the elder chair or representative of the Youth 
 committee, and the divisional chair of Christian Formation may assist in evaluations and reviews. The 
 personnel committee will also review compensation and make recommendations for session approval. 

 Hours:  This is a part-time position as follows: 

 ·  Regular Hours:  Up to 6 Hours / Week –  [as scheduled w/ the Parish Associate for Family 
 Ministry] 

 Example Schedule:  Sunday –  9:30am – 11:30am 
 Wednesday –   5:30pm – 7:30 pm 

 Flex Hours –  2 - 3 hours / week 

 ·  Additional Hours:  In Support of Other  Worship Services or Church Events 
 As agreed upon in advance w/ Parish Associate for Family Ministry 
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 C  HANCEL  C  HOIR  D  IRECTOR 

 P  OSITION  D  ESCRIPTION 

 Written: October 1, 2018 (Revised: 5.26.2019) 

 Overview:  The role of the Chancel Choir Director  is to develop, coordinate, and administer 
 an effective, well-rounded choral program and provide leadership and supervision of 
 professionals and volunteers involved in this ministry.  The Chancel Choir Director will work 
 closely with the Organist, other staff, and church members to carry out this mission as a 
 member of a team in ministry.  The Chancel Choir Director is accountable to the Senior 
 Pastor. 

 Responsibilities: 

 ●  Plan and implement music appropriate for all choral components of FPC’s 
 ministry. 

 ●  Develop goals and objectives for choral ministry in line with FPC’s mission. 
 ●  Assess choral ministry needs and develop programs and activities to meet 

 those needs. 
 ●  Plan and implement (in coordination with the preaching  pastor and Organist) 

 appropriate choral offerings, including participation of guest vocalists, for 
 Sunday worship services and midweek and special services reflective of the 
 liturgical season and designated Scripture and in adherence to the program 
 budget. 

 ●  Plan and produce choral programs during the church year for special events 
 such as Christmas Cantata, Maundy Thursday, and others as may be 
 requested by the Senior Pastor or Session. 

 ●  Lead, evaluate, and mentor volunteers. 
 ●  Recruit, train, and lead rehearsals of the Chancel Choir. 
 ●  Arrange for substitute Chancel Choir Director when unable to be present. 

 Reporting Relationship:  The Chancel Choir Director  is accountable to the Senior Pastor. 

 Evaluation:  With the leadership of the Senior Pastor,  the Personnel Committee shall 
 conduct an annual performance evaluation and review the adequacy of compensation. 

 Hours:  This is a part-time position.  Though hours  can vary based on specific programming 
 demands, ordinarily this position requires approximately _____ hours a week. 

 Personal Days:  3 Days Annually 
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 F  INANCIAL  S  ECRETARY 

 P  OSITION  D  ESCRIPTION 

 Written: October 1, 2018 (Revised: 5.26.2019) 

 Overview:  The Financial Secretary is entrusted with  maintaining the church’s financial 
 records and handling daily church finances.  The Financial Secretary pays all expenses, 
 including vendor bills and staff salaries. The Financial Secretary also receives, maintaining 
 appropriate confidentiality, all tithes and collections. This position is accountable to the 
 Senior Pastor. 

 Responsibilities: 

 Daily Church Finances 

 ●  Process bank deposits 
 ●  Process all offerings, whether in the form of cash, check or electronic transfer and maintain 

 record of offering by contributor as well as contribution compared to stewardship pledge 
 ●  Manage accounts payable 
 ●  Arrange for payment of all vendor invoices 
 ●  Contact payroll service (Paychex) twice monthly 
 ●  Arrange for payment of payroll taxes quarterly 
 ●  Review and reconcile monthly checking, savings, and investment accounts 

 Books and Records 

 ●  Maintain and update as needed church database files for all church members 

 ●  Maintain church financial records 

 ●  Ensure proper backup of all database files and financial records 

 ●  Gather and record stewardship pledges and confirmation items 

 ●  Maintain, and segregate as required, record of endowments and restricted gifts 

 Statements and Reports 

 ●  Prepare annual 1099 statements. (W-2’s done by Paychex) 
 ●  Prepare monthly financial reports for Finance Committee and Session 
 ●  Prepare reports on church offerings and pledges as requested by the Senior Pastor and 

 Finance Committee 
 ●  Prepare for Administration Assistant to Senior Pastor list of special gifts so thank you 

 cards/letters may be sent to acknowledge receipt 
 ●  Work with Endowment Committee on quarterly financials. 
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 Annual Budget 

 ●  Assist Finance Committee, as requested, in development of the annual budget 

 ●  Maintain records reflecting actual income and expense versus budget 
 ●  Assist annual stewardship team in their work 
 ●  Works with Treasurer and sends bank reconciliation monthly and accounting fund report to 

 treasurer and finance committee. 
 ●  Records monthly contributions for Generations of Generosity or other special things. 

 Reporting Relationship  :  The Financial Secretary is  accountable to the Senior Pastor. 

 Evaluation:  With the leadership of the Senior Pastor,  the Personnel Committee shall conduct an annual 
 performance evaluation and review the adequacy of compensation. 

 Hours:  This is a full-time position.  Though hours  can vary based on specific programming demands, ordinarily 
 this position requires approximately 35 hours a week. 

 Compensation:  Vacation:  Personal Days:  3 Days Annually 
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 CHURCH  ORGANIST 

 P  OSITION  D  ESCRIPTION 

 Written: October 1, 2018 (Revised: 5.26.2019) 

 Overview:  The role of the Organist is to support and  enhance the worship experiences of 
 First Presbyterian Church by using the organ/piano in worship services, including weddings 
 and funerals. The Organist will work alongside the Chancel Choir Director, staff and church 
 members to carry out this mission as a member of a team in ministry. The Organist is 
 accountable to the Senior Pastor. 

 Responsibilities: 

 ●  Plan and implement music appropriate for all music components of FPC’s ministry 
 ●  Develop goals and objectives for worship ministry in line with FPC’s mission 
 ●  Select and provide organ/piano music for all Sunday worship services, mid-week 

 worship occasions, and special worship celebrations where organ/piano is the primary 
 instrument 

 ●  Select hymns and arrange for other instrumentalists or vocalists (in conjunction with 
 the preaching pastor and Chancel Choir Director) reflective of the liturgical season and 
 designated Scripture and in adherence to program budget 

 ●  Work with the Chancel Choir Director in choosing instrumentalists for special music 
 events 

 ●  Oversee tuning and maintenance of musical instruments within the approved budget 
 ●  Provide reports to Worship and Property Committees identifying maintenance needs 

 of musical instruments 
 ●  Arrange for substitute Organist pianist when unable to be present 

 Reporting Relationship  :  The Church Organist is accountable  to the Senior Pastor. 

 Evaluation:  With the leadership of the Senior Pastor,  the Personnel Committee shall conduct an annual 
 performance evaluation and review the adequacy of compensation. 

 Hours  :  This is a part-time position.  Though hours  can vary based on specific programming demands, 
 ordinarily this position requires approximately _____ hours a week. 

 Personal Days:  3 Days Annually 
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 S  EXTON  (P  ART  – T  IME  ) 

 P  OSITION  D  ESCRIPTION 

 Written: October 1, 2018 (Revised: 5.26.2019) 

 Overview:  First  Presbyterian  Church  of  Fernandina  Beach’s  Sexton  is  responsible  for  the 
 overall  cleanliness  and  maintenance  of  all  ground  and  building  facilities,  ensuring  church 
 campus  is  well  kept,  clean,  safe,  and  secure.  In  addition  to  set-up/take-down  services  and 
 cleaning  after  special  events,  the  Sexton  makes  all  minor  plumbing,  electrical,  painting,  and 
 carpentry  repairs  and  is  periodically  able  to  handle  many  more  major  repairs.  If  unable  to 
 make  repairs,  the  Sexton  coordinates  with  Chair  of  Property  team  to  ensure  repairs  are 
 made.The  Sexton  is  responsible  for  assisting  church  volunteers,  supporting  outside 
 contractors  as  appropriate,  and  ensuring  consistently  safe  work  practices  for  those 
 contractors.  The  Sexton  reports  to  the  Senior  Pastor  and  works  closely  with  the  Property 
 Committee Chair, who helps provide direction and supervision as needed. 

 Note:  This  job  description  developed  assuming  implementation  of  supplemental  cleaning 
 service  one  to  one-and-a  half  days  a  week  to  service  Sanctuary/Compass/Jim  Thomas  Hall 
 (JTH)/Angel Davis Hall and Library. 

 Responsibilities: 

 Administrative: 

 ●  Maintain  all  manuals  and  warranties,  keep  them  readily  available,  and  be  able  to  interpret  and 
 understand their contents. 

 ●  Supervise  and  interact  frequently  with  all  contracted  service  vendors  such  as  yard  maintenance/turf 
 management, sprinkler servicing, pest control, fire safety, pressure washing, cleaning services, etc. 

 ●  Assist, as required, any repair service vendors such as electrical, plumbing, HVAC, etc. 
 ●  Keep heat and air conditioning turned off or adjusted appropriately when not needed. 
 ●  Order  and  maintain  an  adequate  inventory  of  paper  products,  custodial  supplies,  and  cleaning 

 equipment. 
 ●  Keep reasonable records regarding inventory of all church equipment and furnishings. 
 ●  Monitor  expenses  to  stay  within  annual  budget  and  coordinate  irregular  expenditures  over  $100 

 through  Property  Committee  Chair.  Provide  recommendations  and  counsel  in  the  development  of 
 annual Property Committee budget. 

 ●  Establish  a  maintenance  schedule  to  keep  the  church  facilities  in  good  repair  and  presentable. 
 Provide  advice  to  Building  and  Grounds  Committee  regarding  the  church’s  repair  and  replacement 
 needs. 

 ●  Attend  Property  Committee  monthly  meetings.  For  each  monthly  meeting  submit  to  the  Property 
 Committee Chair a summary of work and assignments completed since the last meeting. 

 Safety and Security: 

 ●  Keep  campus  grounds  in  good  appearance  with  trash  picked  up  and  sidewalks  free  of  debris, 
 especially at building entrances. 
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 ●  Keep  interior  storage  areas  and  garage  clean,  neat,  and  well-organized.  Work  with  committee  chairs 
 to determine if items in storage are needed. 

 ●  Inspect fire extinguishers for full functionality at least monthly. 
 ●  Assist fire and insurance inspectors as necessary. 
 ●  Store all flammable and toxic substances in a safe and secure manner. 
 ●  Maintain all tools and equipment in safe operating condition. 

 Cleaning: 

 ●  Work  with  contracted  cleaning  service,  Moore  Cleaning,  to  ensure  that  all  church  areas  are  cleaned 
 and  ready  for  use  weekly.  Clean  JTH  and  restrooms,  Compass,  and  Anchor  as  needed  in  between 
 cleaning service visits, and clean sanctuary after special events as needed.  Clean office monthly. 

 ●  Clean  and  service  church  facilities  as  required  after  Wednesday  activities  and,  as  necessary,  during 
 the week. 

 ●  Ensure all restrooms are adequately stocked with paper goods over the week. 
 ●  Arrange for the shampooing of the fellowship hall carpet twice a year and all other carpet annually. 
 ●  Maintain and follow a routine cleaning schedule for all other floor surfaces. 
 ●  Make  sure  that  cleaning  service,  PropertyCommittee,  or  some  other  vendor  cleans  windows 

 quarterly 
 ●  Ensure that outside pressure washing of buildings and sidewalks happens annually. 

 Maintenance and Repair: 

 ●  Identify  and  address  maintenance  and  repair  needs  of  all  church  campus  facilities  both  inside  and 
 outside. 

 ●  Keep  a  preventative-maintenance  schedule,  and  adhere  to  that  schedule,  weekly,  monthly,  quarterly, 
 and annually. 

 ●  Keep available necessary supplies for making repairs as well as fuses, bulbs, filters, etc. 
 ●  Replace heating and air conditioner filters quarterly. 
 ●  Ensure all wiring and electrical switches are in safe operating condition. 
 ●  Inspect all locks, doors, and windows regularly.  Replace or repair as needed. 
 ●  Inspect all lighting and controls regularly.  Repair or replace as necessary. 
 ●  Inspect all plumbing fixtures regularly.  Repair or replace as necessary. 
 ●  Touch up interior and exterior paint touch-up as needed. 

 General: 

 ●  Ensure  Sanctuary,  Jim  Thomas  Fellowship  Hall,  and  classrooms  appropriately  arranged  to  handle  all 
 church activities/events including set up/take down tables/chairs and adjusting moveable walls. 

 ●  Spray  sidewalks  and  flowerbeds  (especially  under/around  vegetation)  with  weed  control  at  least 
 monthly. 

 ●  Check  sprinkler  system  at  least  monthly  in  winter,  more  frequent  in  growing  season  and  repair  as 
 necessary. 

 ●  Perform other maintenance tasks as directed by Senior Pastor. 

 Reporting Relationship  :  The Sexton is accountable  to the Senior Pastor. 

 Evaluation:  With the leadership of the Senior Pastor,  the Personnel Committee shall conduct an annual 
 performance evaluation and review the adequacy of compensation. 
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 Hours:  This  is  a  part-time  position.  This  is  a  part-time  position,  requiring  flexibility  for  special  events  such  as 
 weddings,  funerals,  and  weekend  services.  The  Sexton  will  be  on  call  for  emergencies.  The  Sexton  will 
 coordinate  time  off  with  the  Senior  Pastor.  The  Sexton  will  turn  in  a  time  sheet  twice  per  month  and  paid 
 according to the hourly rate approved. 

 N  URSERY  S  UPERVISOR 

 P  OSITION  D  ESCRIPTION 
 Written: October 1, 2018 (Revised: 5.26.2019) 
 Responsibilities: 
 Primary Nursery Worker Duties & Responsibilities: 

 1.      Show God’s love to all children and families; respect, play with and engage with 
 children, and keep them safe. 

 2.      Have a basic understanding of early child development. 
 3.      Understand, follow and implement the Child Protection Policy of First Presbyterian 

 Church. 
 4.      Complete a background check screening per our Child Protection Policy. 
 5.      Be CPR certified or willing to be within 60 days of employment. 
 6.      Arrive 15 minutes prior to your shift. 
 7.      Be reliable in your attendance, give adequate advance notice to the Nursery 

 Supervisor if a conflict arises; arrange for a substitute, and notify the Nursery Supervisor if you must 
 be absent. 

 8.      Wear modest clothing and name tag. 
 9.      Provide appropriate guidance and assistance to children, inclusive of diapering and 

 assisting with restroom needs, in accordance with our Child Protection Policy. 
 10.  Maintain the cleanliness and sanitization of the area and items used by children. 
 11.  Attend called meetings and scheduled training events provided by the church. 
 12.  Do not use physical discipline with any child. 

 Supervisory Duties & Responsibilities: 
 The nursery supervisor is to contact the parents/guardians  and the coordinator/Parish 

 Associate for Family Ministry IMMEDIATELY if any emergency should occur in the nursery. 
 In addition to all of the primary duties and responsibilities outlined for nursery workers at First 

 Presbyterian Church, the nursery supervisor schedules nursery staff, logs the hours worked by 
 the staff and submits them to the financial secretary for payroll purposes. 

 The nursery supervisor also oversees the supplies needed for use in the nursery: diapers, baby wipes, 
 disinfectants, tissues, and other items necessary for child care and cleaning of the furniture 
 and equipment and submits a list of needs to the coordinator/director of Children’s ministry 
 for purchase as needed. 

 The nursery supervisor regularly monitors the toys, fixtures and other equipment used in the nursery 
 to ensure they operate correctly and safely and that they are appropriate for the age of the 
 child using them. 

 The nursery supervisor should model best practices for the nursery staff and volunteers. 

 Reporting Relationship  : The Nursery Supervisor is  directly accountable to the Parish Associate for 
 Family Ministry and / or the Head of Staff. 
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 Evaluation  :  The Parish Associate for Family Ministry, the elder chair or representative of the 
 Children’s committee, and the divisional chair of Christian Formation may assist in evaluations and 
 reviews. The personnel committee will also review compensation and make recommendations for 
 session approval. 

 Hours  : This is a part-time position as follows: 
 ·  Regular Hours:  Each Sunday Morning  – 4 hours 
 ·  Additional Hours:  In Support of Other  Worship Services or Church Events 

 As agreed upon in advance w/ the Nursery Supervisor & Parish 
 Associate for Family Ministry 

 Compensation: 

 Vacation: 

 Personal Days  : 3 Days Annually 
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 C  HILDCARE  W  ORKER  / N  URSERY  S  TAFF 

 P  OSITION  D  ESCRIPTION 

 Written: October 1, 2018 (Revised: 5.26.2019) 

 Overview:  First Presbyterian’s nursery staff are responsible  for children birth to 35 months who are 
 placed in our care by members and guests during events scheduled by session or committees of 
 session. This care includes children’s spiritual, emotional, physical, intellectual and social needs. The 
 position requires a positive attitude, a joyful demeanor, and attentiveness and willingness to play with 
 and engage with children.  It also requires solid communication and hospitality skills between 
 co-workers, church staff, parents, guardians and other children. 

 Responsibilities: 
 Primary duties and responsibilities: 

 1.      Show God’s love to all children and families; respect, play with and engage with 
 children, and keep them safe. 

 2.      Have a basic understanding of early child development. 
 3.      Understand, follow and implement the Child Protection Policy of First Presbyterian 

 Church. 
 4.      Complete a background check screening per our Child Protection Policy. 
 5.      Be CPR certified or willing to be within 60 days of employment. 
 6.      Arrive 15 minutes prior to your shift. 
 7.      Be reliable in your attendance, give adequate advance notice to the Nursery 

 Supervisor if a conflict arises; arrange for a substitute, and notify the Nursery Supervisor if you must 
 be absent. 

 8.      Wear modest clothing and name tag. 
 9.      Provide appropriate guidance and assistance to children, inclusive of diapering and 

 assisting with restroom needs, in accordance with our Child Protection Policy. 
 10.  Maintain the cleanliness and sanitization of the area and items used by children. 
 11.  Attend called meetings and scheduled training events provided by the church. 
 12.  Do not use physical discipline with any child. 

 Reporting Relationship:  The Childcare Worker / Nursery  Staff Member is directly accountable to 
 the Nursery Supervisor and / or Parish Associate for Family Ministry. 

 Evaluation:  The Parish Associate for Family Ministry,  the elder chair or representative of the 
 Children’s committee, and the divisional chair of Christian Formation may assist in evaluations and 
 reviews. The personnel committee will also review compensation and make recommendations for 
 session approval. 

 Hours: This is a part-time position as follows: 
 ·  Regular Hours:  Each Sunday Morning  – 4 hours 
 ·  Additional Hours:  In Support of Other  Worship Services or Church Events 

 As agreed upon in advance w/ the Nursery Supervisor & Parish Associate for  Family Ministry 
 Compensation:  Vacation:  Personal Days: 3 Days Annually 
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 APPENDIX P 

 PERSONNEL MANUAL 

 FIRST PRESBYTERIAN CHURCH 

 FERNANDINA BEACH, FLORIDA 
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 Personnel Manual 
 The following information contains the Personnel Manual of First Presbyterian Church of Fernandina Beach, 
 Florida (“FPC” or the “Church”). 

 General Statement of Personnel Philosophy 
 To assure stability, uniformity and clarity, there are five principles or policies that we believe must be 
 followed and fully developed: 

 1.  All employees are to be treated by the Golden  Rule. We expect all employees to be considerate and 
 cooperative with all others, sharing common interests in development of the ministry of Jesus Christ in this 
 church. 

 2.  Staff members are expected to exercise leadership  in their areas of responsibility under the direction of the 
 Senior Pastor. We shall make every effort to select and place employees so that they will be physically, 
 mentally, and temperamentally fitted to the jobs they are expected to do. It is expected, however, that all 
 employees will view their employment at FPC as members of one team. We strive to work together to 
 accomplish the tasks Christ has set before us. 

 3.  We shall make every effort to provide adequate  equipment and material for the work to be performed and 
 will keep working conditions as pleasant and comfortable as possible  . 

 4.  We shall provide fair compensation for work done,  provide reasonable security for continued employment, 
 and in every way possible provide for opportunity and hope for advancement both in salary and level of work 
 performed  . 

 5.  An atmosphere of pleasant association shall be  maintained. All employees are expected to “have the mind 
 in him which was also in Christ Jesus.” We will think and work positively, looking ahead and planning for more 
 and better things. 

 Equal Employment Opportunity 
 FPC shall recruit, hire, call, train, and promote all persons in all job classifications without regard to 
 race; creed; color; national origin; gender; age; marital status; religious affiliation, except when after 
 careful study religious affiliation is determined to be a bona fide occupational qualification; or physical, 
 mental or medical disability (including non-sighted) unrelated to the ability to engage in job-related 
 activities  . 

 Process of Employment 
 1.  For any position to be filled by FPC, the Personnel  Committee shall develop, or rely upon an existing, 
 job description that has been approved by the Session  . 

 2.   Position descriptions will be rewritten in consultation with the new staff member four to six months 
 following employment and shall be approved by the Session. 

 3.   If the position is advertised, it shall state that FPC is an Equal Opportunity Employer. 

 4.   The Equal Employment Opportunity policy of the Church shall be followed when considering 
 applicants for interviews and employment. 

 5.   References shall be kept for six months only from the date of employment in order to comply with the 
 legal requirements for equal employment opportunity. They should be destroyed thereafter. 
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 6.   Care shall be taken during the interviews to see that the privacy of the individual is protected. All 
 questions shall be job-related. 

 7.   Except for ordained ministers, any person wishing to be hired by FPC on a full- or part-time basis will 
 complete and submit to the church office an application for employment. Personal resumes will also be 
 accepted. When an applicant becomes an employee, these documents will be kept in his/her personnel 
 file. 

 Terms of Employment 
 This section contains the following terms of employment: 

 Application for Employment 
 Except for ordained ministers, any person wishing to be hired by FPC on a full or part-time basis will 
 complete an Application for Employment and submit it to the church office. Personal resumes will also 
 be accepted. When an applicant becomes an employee, these documents will be kept in the 
 individual’s personnel file. Prior to employment, the Personnel Committee shall arrange for a 
 background check to be performed for all staff. Background checks will include, but not be limited to, a 
 search of criminal records, as well as the sexual offender registry. 

 Fair Labor Standards Act 
 The  Fair Labor Standards Act of 1938 (20 U.S.C. §  201) (“FLSA” or the “Act”), among other things, 
 sets general standards for minimum wages and overtime compensation.  The Act applies, however, 
 only to covered enterprises and covered employees.  The Wage and Hour Division (“WHD”) of the 
 Department of Labor has ruled that “[generally], enterprise coverage is not applicable to employees 
 engaged exclusively in the operation of a church or synagogue since their activities are not performed 
 for a ‘business purpose’ within the meaning of FLSA.”  See  WHD opinion letter dated November 4, 
 1983;  see also  WHD opinion letter dated July 23, 1975  (Coverage would  not  be applicable to church 
 employees, such as a janitor, engaged exclusively in the operation of the church since their activities 
 are not performed for a business purpose.”). 

 Employees of enterprises not covered under the FLSA may still be individually covered by the Act if 
 they are engaged in interstate commerce, the production of goods for commerce or activities closely 
 related and directly essential to the production of goods for commerce. The WHD has asserted, 
 however, that it will not assert that an employee who on isolated occasions spends an insubstantial 
 amount of time performing individually covered work is individually covered by the FLSA.  See  WHD 
 opinion letter dated September 23, 2005. 

 In  short, none of the employees of FPC is subject  to the FLSA because the Church is a non-covered 
 enterprise and no employees are engaged in interstate commerce other than on isolated occasions. 
 Accordingly, none of the Church’s employees, including part-time employees, is entitled to the benefits 
 of the minimum wage or overtime compensation provisions of the FLSA. 

 Enrollment in PC(USA) Benefits Plan 
 The  PCUSA Book of Order  mandates that each church  must enroll all pastors for full participation in 
 the Board of Pensions Benefit Plan.  See  Administrative  Rule 105.  Lay employees may be enrolled for 
 either full or limited coverage as described in Sections 5.2 and 5.3 of the Plan.  Employees with the 
 same classification must be treated the same for purposes of enrollment in the Benefits Plan. For Plan 
 purposes, the Benefits Plan uses the following employment classifications: 

 ●  Ordained – full-time 
 ●  Ordained – part-time 
 ●  Exempt lay – full-time 
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 ●  Exempt lay – part-time 
 ●  Non-exempt lay – full-time 
 ●  Non-exempt lay – part-time 

 Ordained applies only to Teaching Elders (pastors) ordained by or received into the PCUSA and 
 non-ordained employees who have graduated from seminary, have their first call and have their 
 ordination date scheduled. Exempt lay applies to lay employees whose duties are primarily 
 administrative and commissioned lay pastors. Non-exempt lay applies to lay employees whose duties 
 are primarily non-administrative. 

 Employees are classified as full-time for purposes of Administrative Rule 105 when they are scheduled 
 to work at least 35 hours per week.  Employees who work fewer than 35 hours per week but between 
 20-34 hours per week are considered part-time under the Benefits Plan. 

 FPC presently has elected not to enroll its part-time employees, whether classified as exempt or 
 non-exempt, in the Benefits Plan. 

 Performance Evaluations 
 Purpose:  The purposes of the performance evaluation  are as follows: 

 1.  To take a personal inventory, pinpoint strengths  and weaknesses, review present goals, 
 recognize accomplishments, and identify those areas where performance may be improved for 
 the benefit of both the employee and the Church. 

 2.  To provide a basis to the Personnel Committee to  make recommendations to the Session 
 changes in compensation. 

 3.  To promote good and effective communication between  and among staff, pastors and 
 committees of the Church. 

 Frequency of Rating:  Employee evaluations will be  completed after the first six months of employment 
 and each year thereafter before December 31  st  . 

 Procedure: 

 1.  Administrative and program staff will prepare prior  to their annual review each year a written 
 self-evaluation, in a format provided by the Senior Pastor in consultation with the Personnel 
 Committee  . 

 2.  Each administrative supervisor and Committee chair  shall complete a performance evaluation 
 annually for the person(s) under his/her supervision, or in the case of Committee chair, for person(s) 
 responsible to liaison with such Committee. The Personnel Committee shall be responsible for 
 circulating the evaluation forms. Written evaluations from administrative supervisors and Committee 
 chairs shall be shared with the Senior Pastor prior to the evaluation of each staff member. 

 3.  As part of the annual evaluation, every staff member  shall meet in person with one or more 
 members of the  Personnel Committee. The evaluators  will discuss the employee's strong points as 
 well as limitations with a view towards improving performance. 

 4.  Objectives that concentrate on the fundamentals,  skills, methods and procedures required in the 
 position should be presented and accepted as "challenges." These discussions should include 
 opportunity for staff to share observations, hopes, and new or renewed objectives for the New Year. 

 5.  Copies of written evaluations will be given to  the employees and placed in the employee’s personnel 
 folder. 
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 Personnel Files 

 A personnel file will be prepared and maintained for each employee. This file will be a complete history 
 of each employee's work-related information. In addition to other documents, the following will be 
 included: 

 ●  Application for employment or personal resume (support staff) 
 ●  Results of background check (support staff) 
 ●  Written statement acknowledging obligations of confidentiality as set forth in this Personnel 

 Manual (support staff) [  see, page 10, infra  ] 
 ●  Position description (ordained and support staff) 
 ●  Terms of call (pastors) 
 ●  Employee personal information form (PIF) (ordained staff) 
 ●  IRS Form W-4 (support staff) 
 ●  Annual evaluation, self-evaluation and related meeting notes 

 Custody of Personnel Files:  The Senior Pastor/Head  of Staff is the official custodian of the personnel 
 files. 

 Access to Personnel Files:  Access to the personnel  files shall be limited to: 

 ●  Senior Pastor/Head of Staff 
 ●  Personnel Committee Chair 
 ●  The Personnel Committee Chair will provide personnel files on an as-needed basis.  A file will 

 only be removed from the office for a performance evaluation. Each employee may have 
 supervised access to his/her file upon request to the chair of the Personnel Committee. The 
 Senior Pastor/Head of Staff or Personnel Committee Chair will monitor this file review by the 
 employee. 

 Position Description 

 The Personnel Committee will prepare a Position Description for every position. The Senior 
 Pastor/Head of Staff, the Personnel Committee and the staff member will review position descriptions 
 annually.  Copies of position descriptions will be in the personnel files and the Personnel Manual. 

 Qualification Period 

 Each non-ordained employee is hired with the provision that the first six months of employment are 
 considered a probationary period. At the end of this period, the Senior Pastor/Head of Staff and the 
 Personnel Committee shall evaluate performance. A determination will be made as to whether the 
 employee is to remain on staff. During the qualification period, the church is under no obligation to 
 furnish prior notice of termination for unsatisfactory performance. 

 Staff Changes 

 The Personnel Committee and the Senior Pastor/Head of Staff are responsible for all matters 
 regarding personnel. If a vacancy occurs in any support position, it is the responsibility of the 
 committee to initiate appropriate procedures for replacement. After nomination by the Nominating 
 Committee, a search committee (Pastor Nominating Committee) will be elected by the congregation 
 for recommendations on replacement of all ordained staff. 

 Hiring and Termination 
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 FPC is an at will employer in accordance with Florida state law. 

 The Senior Pastor/Head of Staff, with the concurrence of the Personnel Committee, is responsible for 
 the hiring and termination of all non-ordained staff.  Such action shall be reported to the Session in a 
 timely fashion. 

 Any employee wishing to end employment will give to the Pastor/Head of Staff or the Personnel 
 Committee Chair two weeks prior written notice of his or her intentions. 

 Appropriate reasons leading up to termination of an employee such as absenteeism/tardiness, poor 
 performance, and incompatibility with other staff or fiscal impropriety will be recorded and placed in the 
 employee's file. Personnel files of past employees shall be destroyed in a reasonable period of time 
 after the end of their employment. 

 Dismissal for cause shall take place by written notice from the Senior Pastor with the concurrence of 
 the Personnel Committee. 

 Notice must be given prior to termination except in the case of illegal, dishonest or unethical conduct, 
 in which case termination may be immediate. Such notice shall be two weeks for administrative staff 
 and one month for program staff. Pay in lieu of these intervals may be given. 

 Reasons for dismissal include, but are not limited to: unsatisfactory performance, insubordination in 
 the line of assigned duties, neglect in the use and care of FPC property and/or funds, repeated 
 unexcused absence and/or repeated absences or tardiness, illegal, dishonest or unethical conduct or 
 repeated failure or refusal to observe FPC policies. 

 Termination of employment is the action of last resort when measure to improve performance have 
 been ineffective or when the employee’s conduct is such as to preclude continued employment. 

 Compensation 
 This section provides information on compensation. 

 Advance on Pay 

 The Senior Pastor/Head of Staff may grant an advance of salary for hardship or when a pay date falls 
 within an employee's vacation. Only one check will be given in advance. 

 Attendance Record 

 When requested, each salaried and hourly employee will provide the Personnel Committee with a 
 completed attendance record. Each employee must maintain attendance records personally during the 
 period requested by the Personnel Committee. 

 Garnishments 

 The church office must receive and process garnishments according to legal requirements. 

 Method and Payment of Wages 

 133  |  Page 
 updated 8/16/2020 



 FPC considers full-time employees to be those employees working 35 hours per week or more on a 
 regular basis. These employees will be compensated on an annual salary basis paid in twenty-four 
 pay periods on the 15th and 30th of each month, unless other arrangements are made with the 
 Personnel Committee. 

 FPC considers all employees who work less than 35 hours per week to be part-time.  Such employees 
 will be compensated according to employment agreements made with the Personnel Committee. 

 Social Security (PICA) 

 All non-ordained staff members will participate in Social Security contributions upon employment. The 
 church will pay its full share and automatically deduct the employee's share. Ordained staff members 
 are responsible for paying their own Social Security taxes; reimbursement is at the discretion of the 
 congregation in that minister's Terms of Call. 

 Benefits/Allowances 
 This section provides information on benefits and allowances. 

 Holidays 

 The following days are designated as holidays for the church staff. The church office will not be open. 

 1.  New Year's Day or its legal holiday 
 2.  Martin Luther King’s Birthday 
 3.  President’s Day 
 4.  Good Friday 
 5.  Memorial Day 
 6.  Independence Day or its legal holiday 
 7.  Labor Day 
 8.  Veteran’s Day or its legal holiday 
 9.  Thanksgiving Day and the day after 
 10.  Christmas Eve 
 11.  Christmas Day 
 12.  New Year’s Eve (1/2 day) 

 Jury Duty 

 Employees who are summoned for jury duty are encouraged to be available to serve. A copy of the 
 summons and an estimate of the amount of time the employee will be away from the church should be 
 provided to the Senior Pastor/Head of Staff as soon as possible. While serving, each employee will be 
 paid his/her normal rate of pay. 

 Parental Leave 
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 Parental leave for the birth or adoption of a child by full-time employees shall be granted for up to six 
 (6) weeks with full compensation for female employees in the final days of pregnancy, delivery and 
 postpartum and for up to two (2) weeks for male employees. Vacation time may be used to 
 supplemental leave at the discretion of the employee and subject to approval of the Personnel 
 Committee. Extensions may be granted for longer periods only upon written approval of the Personnel 
 Committee. A pregnant employee may work until the due date or delivery with the written concurrence 
 of her physician. Such concurrence will be required at the seventh month and shall be provided in 
 writing by the physician. 

 From the time an employee begins parental leave, the position will be held for a maximum of sixteen 
 (16) weeks with the approval of the Personnel Committee. FPC’s parental leave policy is not governed 
 by the Family and Medical Leave Act. In general, however, unpaid maternity leave, taken either before 
 or after birth, may be granted for six weeks. 

 Personal Leave 

 Personal leave may be granted by the Senior Pastor/Head of Staff or Personnel Committee Chair to 
 full-time and part-time employees of the church for a variety of reasons such as: 

 1.  A medical, dental or optical treatment and/or examination 
 2.  Death of a family member or friend. 
 3.  Personal business 

 Rate of Accrual:  It is the policy of the church to  grant three (3) days of personal leave to employees 
 annually. The Senior Pastor/Head of Staff may grant more personal leave at his/her discretion in the 
 exercise of pastoral care. Personal leave may not be accrued from one year to the next. 

 When Personal Leave May Be Taken:  All staff must  receive approval for personal leave from the 
 Senior Pastor/Head of Staff in light of the needs of the church, except in case of emergencies. 
 Personal leave will be charged exactly as it is taken. The minimum charge for personal leave will be 
 one half day. 

 Payment of Salary for Personal Leave Days:  An employee  on personal leave will receive full pay 
 except for those employees still completing their probationary period (first six months of employment). 
 No payment will be made for accrued personal leave of an employee upon termination of his/her 
 employment with the church. 

 Sabbatical Leave 
 Sabbatical leave is a planned time of study and renewal by which one seeks personal and 
 professional growth.  It is an opportunity for pastors to disengage from regular and routine tasks so 
 that their ministries may be viewed from a new perspective and their soul may be renewed to serve 
 refreshed. It is not a prolonged vacation. Through reflection, prayer, rest, study and travel, one finds 
 through this temporary vocation the promise of God who sustains us through a period of reflection, 
 leading to a renewal of energy upon return to the permanent call. 

 Subject to the Terms of Call, sabbatical leave is offered to full-time ordained ministers, after seven 
 years of service. Sabbatical leave with full pay will  not, ordinarily, exceed ninety (90) days. However,  it 
 may be taken in conjunction with earned vacation. In contrast, time allotted for continuing education in 
 the calendar year in which Sabbatical leave is taken shall be included in the period of leave and shall 
 not be in addition to such leave. 
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 A written plan of study with identified goals shall be presented to the Personnel Committee for 
 consideration and recommendation to the Session at least six months prior to the beginning of the 
 proposed leave and in sufficient time to consider the impact of the proposed leave on the church 
 budget for the calendar year in which the leave is to be taken. The proposal shall include details on 
 how the time will be used, proposed arrangements for covering the pastor’s congregational duties in 
 his or her absence, and costs associated with the proposed leave. 

 Sabbatical leave shall not be terminal leave. If the pastor chooses to leave that particular ministry 
 within the period of one year after the completion of a sabbatical, the salary attributable to the 
 sabbatical should be refunded to the church. 

 Before the leave begins, the pastor and the Personnel Committee or the Session shall inform the 
 congregation about the leave. It is appropriate at that time to explain the church’s policy on Sabbatical 
 leave and to outline the pastor’s proposed plans. To the extent that the proposed leave varies from 
 the Terms of Call, approval by the congregation is required. The timing and plans for such 
 communication should be determined when the Sabbatical leave is approved by the Session. 

 Upon the return from Sabbatical, the pastor should share with the Personnel Committee, Session and 
 congregation details of the leave as well as reflections on its value and benefits. 

 Sick Leave 

 Sick leave may be granted to full-time and part-time employees of the church when a personal illness 
 or physical disability results in the incapacity of the employee to perform his/her usual duties. It is the 
 policy of the church to grant six (6) days of sick leave to full-time employees annually. 

 Unjustified Leave 

 Employees taking leave without advance approval and in the absence of an unforeseen emergency 
 may be terminated. 

 Vacation Eligibility 

 All ordained ministers will receive vacation equal to or in excess of Presbytery minimum requirements 
 and in accordance with their Terms of Call. 

 All other staff members who have completed one year of service are entitled to two weeks of paid 
 vacation.  All staff members who have completed five years of service are entitled to three weeks of 
 paid vacation, and all staff members who have completed ten years of service are entitled to four 
 weeks of paid vacation. Four weeks paid vacation is the maximum for all non-ordained staff. 

 Part-time staff members who work less than 35 hours per week will have their vacation pay based on 
 their part-time wages. 

 When Vacation May Be Taken:  Annual vacation will  be taken only with the approval of the Senior 
 Pastor/Head of Staff, concurrent with the chair of the Personnel Committee. While vacation cannot be 
 denied an employee, it must be scheduled at the convenience of the church. 

 Accrual:  Vacation may not be accrued for more than  one year. Staff may accrue beyond this period 
 under unusual circumstances if approved by the Pastor/Head of Staff, in concurrence with the chair of 
 the Personnel Committee. 

 Worker's Compensation Insurance 

 Worker's Compensation insurance will be provided to all employees for job-related injuries. 

 General Office Procedures 
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 This section describes the general office procedures. 

 Absences 
 In the event of absence, the employee will notify the church office or Senior Pastor/Head of Staff by 
 9:00 a.m., or as soon as possible; the reason and length of absence should be furnished. Further calls 
 should be made to the church office or Senior Pastor/Head of Staff each day of absence, except when 
 the illness or reason for absence is of a nature that the daily call would be impractical. 

 Accidents on Church Property 
 Every reasonable and prudent effort should be made to assist persons injured on the church premises. 
 The church administrative assistant or one of the pastors should be notified promptly of any such 
 accidents.  For anyone 17 years of age or under, every effort should be made to contact the parents. If 
 the injury appears serious in any respect, an ambulance should be summoned to take the injured 
 person to the hospital. A full report of the accident by all witnesses should be obtained promptly, 
 together with their names and addresses. Employees will not make any statements or discuss the 
 accident and injury with anyone except the investigating law enforcement officers, the Senior 
 Pastor/Head of Staff and the Personnel Committee Chair. 

 Alcohol and Drugs 
 Neither alcohol nor drugs, other than those prescribed by a physician or over-the-counter medications, 
 will be allowed on church premises. Using either alcohol or drugs during working hours may be cause 
 for immediate dismissal. 

 Confidential Nature of Church Business 
 The confidential relationship between a minister and each church member or friend is a fundamental 
 principle of the ministry of FPC. It is essential for every member of the church staff, whatever his/her 
 position, also to respect and maintain the confidential aspect of the church's business. Transactions, 
 correspondence, counseling, conversations and negotiations involving our members and friends must 
 not be discussed with other persons or in any way made public. Information from church files is equally 
 confidential and may be used only in accordance with established procedures. 

 Information about the church's internal activities should also be treated with care and ensuring that its 
 confidentiality is maintained. Only the Pastor/Head of Staff or his/her delegate is authorized to release 
 such information to the public. 

 The following declaration of confidentiality emphasizes the importance of protecting the confidential 
 nature of the church and members/friends' relations and exercising prudence in any discussion relating 
 to church matters. Each member of the church staff is required to sign this declaration and a copy shall 
 be maintained in his/her personnel files: 

 As a staff member of the First Presbyterian Church, I pledge that I will respect and maintain the 
 confidential relationships that exist between this church, ministers, Session and each of its members or 
 friends. I will not discuss transactions, correspondence, counseling conversations, personal information, 
 or negotiations involving our members or friends, with other persons or in any way make such 
 information public. I also will refrain from divulging information concerning the church's internal 
 activities. 

 Cooperation 
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 In addition to specific areas of ministry, employees should always be willing to assist other staff 
 members in a ministry of spiritual edification and in a cooperative effort. All employees are expected to 
 engage in mutual and cooperative actions in relationships, not only with other employees, but also with 
 officers and members of the church. 

 Dress Code & Behavior 

 Employees and volunteers have an identity with the church in addition to their personal identities. 
 Therefore, it is necessary that representation of the church by each employee be the ultimate in good 
 grooming, dress and behavior. 

 Employee Accidents on Church Premises 

 In the case of a job-related injury to any employee of the church, immediate notification will be given to 
 the church office. This notification is to be followed by a written statement, signed by the employee 
 stating the nature and time of the accident and the injury received. If the injury requires immediate 
 medical attention, the employee should be taken to the hospital Emergency Room or an ambulance 
 summoned. 

 Employee Relationships 

 1.  Employees should be familiar with the church’s policy manual. 
 2.  Employees should demonstrate loyalty to the church and to each other. 
 3.  Employees should not discuss confidential information in the office that might be 

 overheard by church members, visitors or others not authorized to have access to such 
 information. 

 4.  Employees should not criticize any staff member to any other person except as may be 
 required in the context of a personnel evaluation. 

 5.  When any misunderstanding arises among or between employees, employees should 
 not relate this misunderstanding to another employee or church member; rather, they 
 should follow the procedures outlined in Matthew 18:15-17. If, after going to the 
 offending employee personally, the misunderstanding cannot be resolved, the employee 
 should go to the Senior Pastor/Head of Staff immediately so that the problem may be 
 resolved. Employees should not allow misunderstandings or inter-office conflicts to 
 interfere with their responsibilities.They should make every attempt to resolve them 
 prayerfully and scripturally so that unity and love can permeate our relationships 
 together. 

 Handling Money 

 Employees should be extremely sensitive to their responsibility in handling money in any amount or for 
 any purpose. Employees should be diligent in channeling as quickly as possible any money from any 
 individual directly to the church office manager. 

 Hours 

 Office hours for FPC are from 8:30 a.m. to 5:00 p.m., Monday through Thursday, with forty-five 
 minutes off for lunch. Friday the office hours are 8:30 AM to 12:30 PM at which time the church office 
 shall close.  The Senior Pastor/Head of Staff may grant permission for alternate work hours if it is in 
 the interest of the Church to do so.  Employees are expected to be on time each day.  Lunch should be 
 taken between the hours of 11:00 a.m. and 2:00 p.m. under normal circumstances, coordinating with 
 other staff to ensure coverage of the church office. 

 Unless others specified in the terms of employment, employees will conduct their work on church 
 premises. If circumstances require an employee to perform office work at another location, the 
 employee must inform the Senior Pastor/Head of Staff. Such action is to be the exception rather than 
 the rule. 
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 Keys 

 Each employee is issued keys for his/her personal use and should maintain possession of such keys 
 at all times. Keys should not be loaned to others and must not be left in desks overnight. Each 
 employee is personally responsible for the safekeeping of any keys received. 

 Neatness 

 Employees should keep their offices and other areas of the church in which they might work neat and 
 orderly at all times. 

 Chain of Command 

 All employees of FPC work under the direction and supervision of the Senior Pastor/Head of Staff, who 
 may delegate specific administrative and supervisory responsibilities. The Senior Pastor is responsible 
 to the Personnel Committee and Session in personnel matters. 

 The Senior Pastor is charged with responsibility to both initiate and be available for consultation with 
 each employee for hearing suggestions or complaints concerning the job without prejudice. If 
 appropriate, the Senior Pastor/Head of Staff may pass on suggestions, concerns, etc. to the Personnel 
 Committee. 

 Public Relations 

 It is vital that members and friends are treated with unfailing courtesy and understanding at all times, 
 regardless of the situation. This means that employees should meet all situations prayerfully, calmly 
 and courteously.  Many members and friends visit the church and its offices daily. The courteous 
 reception they receive from employees and the neat appearance of the office greatly influences their 
 confidence and attitude. 

 All employees must make public relations a priority. A friendly greeting, a smile, a wave of the hand, a 
 handshake—all  of these are important since FPC is called to serve God's people. Therefore, every 
 employee must go out of his/her way to be friendly, courteous and helpful to all who come to the office, 
 call on the phone or attend our services. Employees must take the lead in public relations. 

 Requests for Financial Assistance 

 Any person appearing at the church asking for financial assistance, for whatever cause, should be 
 referred to the ministerial staff, if appropriate, or to Barnabas Center. 

 Sexual Harassment 

 It is the policy of FPC to maintain a workplace free from any form of sexual misconduct or sexual 
 harassment by any employee, member or friend of the congregation. The scope of this policy is not 
 limited to church buildings or grounds. It includes all contacts in carrying out this congregation’s 
 responsibilities and relationships with employees, volunteers and others.  Any form of sexual 
 misconduct or sexual harassment is unacceptable behavior. Appropriate corrective or disciplinary 
 action shall be taken as warranted.  For guidance, FPC relies on the Equal Employment Opportunity 
 Commission (“EEOC”) definition of sexual harassment. 
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 The EEOC defines sexual harassment in the following terms: "Unwelcome sexual advances, requests 
 for sexual favors, or other verbal or physical conduct of a sexual nature constitute sexual harassment 
 when (1) submission to such conduct is made either explicitly or implicitly a term or condition of an 
 individual's employment, (2) submission to or rejection of such conduct by an individual is used as the 
 basis for employment decisions affecting such individuals, or (3) such conduct has the purpose or 
 effect of unreasonably interfering with an individual's work performance or creating an intimidating, 
 hostile or offensive working environment." 

 In addition to the definition of sexual harassment discussed above, EEOC guidelines outline sexual 
 harassment in more detail. What follows is a summary of some of its more salient points. Victims of 
 sexual harassment may be male as well as female.  Sexual harassment may also occur between 
 employees of the same sex. The sex of the harasser and the victim are not important; the key is 
 whether one person, regardless of that person's sex, is the target of unwelcome sexually oriented 
 conduct. 

 If you feel you have been a victim of sexual harassment, it is appropriate to report this to the Senior 
 Pastor/Head of Staff and/or the Personnel Committee Chair. It is not appropriate to discuss the 
 incident(s) with other members of the staff. The person to whom the complaint is made should 
 document the conversation in writing, asking the employee to be as specific as possible about 
 particular incidents. These questions should include: 

 ●  What happened? 
 ●  When did it happen? 
 ●  W  here did it happen? 
 ●  Were there any witnesses to the incident? 
 ●  How did you respond? 
 ●  Has this person ever done this to you before or done something else to you which you 

 considered sexual  harassment? 
 ●  D  id you tell anyone else about this incident? 
 ●  Do you know of anyone else this person may have treated similarly? 

 An investigation of the complaint will begin immediately. Every effort will be taken to treat the situation 
 confidentially. If the victim says there were witnesses or that the accused has treated other employees 
 similarly, these people will be interviewed individually and privately before the accused is confronted. 
 Every step of the investigation will be documented in writing, including meetings with the accuser, the 
 accused and other employees. Employees who are interviewed as part of a sexual harassment 
 investigation must treat the investigation as confidential. 

 Special safeguards will be applied in handling sexual harassment complaints in order to protect (as far 
 as possible) the privacy of the complainant and the alleged harasser.  In order, however, to act on 
 behalf of all the employees, the church cannot guarantee the anonymity of an individual making or 
 filing a formal or informal complaint. 

 After interviewing all pertinent employees, the person conducting the investigation will meet with the 
 alleged harasser with another witness to get his/her side of the story. The employee should be 
 reminded about what sexual harassment is and be instructed not to engage in that behavior again 
 even if it seems innocent. 

 Depending on the seriousness of the conduct, an employee may not be terminated for a first offense of 
 sexual harassment. Instead, he/she may be counseled about the serious nature of the complaint and 
 reminded that sexual conduct will not be tolerated. This meeting will be documented and the employee 
 will sign a statement indicating that he or she understands that future incidents could lead to 
 termination. Of course, complaints that are more serious will warrant more severe action, including 
 termination. 
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 If the Personnel Committee does not achieve a satisfactory resolution of the complaint, the Committee 
 on Ministry of the St. Augustine Presbytery may be asked for assistance. If an ordained staff member 
 is accused of improper conduct within the EEOC's definition of sexual harassment, any procedure 
 prescribed by the Committee on Ministry and the St. Augustine Presbytery will be implemented. 

 Smoking 

 FPC is a non-smoking facility. Employees who choose to smoke must do so outside of the church 
 buildings during lunch or on a break. 
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 APPENDIX R 

 INCLUSION TASK FORCE REPORT 

 FIRST PRESBYTERIAN CHURCH 

 FERNANDINA BEACH, FLORIDA 
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 APPENDIX S 

 CHILD PROTECTION POLICY 

 FIRST PRESBYTERIAN CHURCH 

 FERNANDINA BEACH, FLORIDA 
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 First Presbyterian Church of Fernandina Beach, FL 

 Child Protection Policy 

 Introduction 

 First Presbyterian Church is committed to providing a safe, nurturing, and Christian environment for 
 children and youth. First Presbyterian Church makes every effort to assure that the persons placed in 
 positions of trust and responsibility with respect to the children and youth, entrusted to our care, are 
 persons deserving of that trust and responsibility. This policy directs that activities involving children, youth, 
 and adults be conducted in a manner to minimize the risk of abuse or false accusations of abuse. 

 Explanation of terms 

 For the purpose of this Child Protection Policy, there are explanations of the following terms: 

 ●  "Abuse" includes, but is not limited to, directly injuring or excessively punishing a child; placing a child 
 in a situation in which they will likely be injured or emotionally-verbally abused. 

 ●  "Sexual abuse" or "sexual misconduct" includes, but is not limited to, any contact or interaction 
 between a child and an adult when the child is being used for the sexual stimulation of the adult 
 person or of a third person. The behavior may or may not involve touching. Sexual behavior between a 
 child and an adult is always considered forced whether or not consented to by the child. 

 ●  "Employee" is a comprehensive term used to cover individuals who are hired or called to work for the 
 church for salary or wages. 

 ●  "Volunteer" is a term used for those who provide services (for the church) and who receive no benefit 
 or remuneration. 

 ●  "Program Staff member" is the term used for non-ordained employees responsible for the education, 
 music, and youth programs of First Presbyterian Church. 

 ●  "Supervision" includes direct observation or control of activities, and may include open doors. 
 ●  Direct contact is defined as anytime an adult is supervising or instructing a youth member. 
 ●  "Youth members" fifth grade and below shall be considered children. Sixth through twelfth grades shall 

 be considered youth. 

 Volunteer Requirements 

 ●  Volunteers will have attended First Presbyterian Church for six months prior to volunteering and will be 
 known by the staff. 

 ●  Volunteers will complete an application providing all required information. 
 ●  A background check screening through a registered sexual offender database will be required for all 

 positions involving direct contact with children or youth. 

 1)  While awaiting approval of their volunteer application, parents of a child involved in a church 
 program may volunteer for positions that do not involve direct contact with children or youth. 

 144  |  Page 
 updated 8/16/2020 



 2)  Any person convicted of a crime of violence will not be allowed direct contact with children or 
 youth. 

 3)  Any person convicted of a sex related crime will not be allowed direct contact with children or 
 youth. 

 Volunteer Screening 

 ●  The Pastoral Staff will receive and review all volunteer applications and will conduct a good faith 
 evaluation of each candidate. 

 ●  All information gathered from the volunteer questionnaires and related background checks will be held 
 in strict confidence by the church in a confidential file. 

 ●  The Pastoral Staff will keep and maintain a list of approved volunteers. 
 ●  A list of approved volunteers will be available in the church office. 

 Appeal 

 ●  Any person having submitted a volunteer application who feels an error has been made in its 
 evaluation may request a follow up background investigation. 

 Transportation Policies & Driver Requirements 

 ●  When children or youth are transported by an employee or volunteer, for church activities, all drivers 
 must be between 25 and 69 years of age and have proof of a valid driver's license appropriate for the 
 vehicle to be driven and current auto insurance. 

 ●  Youth are not to transport other youth from any church sponsored activities without prior written or 
 verbal permission from their parent and from the parent of the youth who will be transported.  Such 
 permission is not required in the case of siblings. 

 ●  Drivers must have a valid, unrestricted driver’s license and a good driving record for the past three 
 years (no at fault accidents; no convictions for reckless driving, no driving under the influence, no 
 leaving the scene of an accident or other similarly serious offense; and no more than one moving 
 violation). 

 ●  One seat belt will be provided for and used by each passenger. 
 ●  No one will ride in the back of a pick up truck. 
 ●  Motorcycles will not be used. 

 Permissions 

 ●  Parents will provide in writing a list of persons who may pick up any child under the age of ten. 
 ●  Parents will provide in writing permission for their children to attend any off-site activities. 

 Standards of Conduct 

 ●  Two Person Rule:  Employees and volunteers working with children and youth shall work in pairs to 
 the fullest extent possible. If a volunteer or employee is working alone, there must be visual access to 
 the meeting space (open door or windowed door). 
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 ●  Common expressions of affection (hugs), affirmation (pats on the back), support (prayer), or physical 
 care taking (changing diapers, etc.) are appropriate in this community of caring Christians. Care must 
 be taken, however, that physical expressions of affection are not inappropriate or imposed upon a 
 non-receptive individual. 

 Bathroom Procedures 

 ●  Infant, Toddler, 2 year olds, 3 year olds: Diapering should be done in diaper stations and in the close 
 proximity to other care providers; bathroom doors must remain open. 

 ●  2 and 3 year olds: Bathroom doors should remain open in bathrooms with stalls; child may require 
 assistance. 

 ●  4 and 5 year olds: Permission granted to use facility; bathroom doors should remain open in 
 bathrooms with stalls; child may require assistance. 

 ●  Kindergarten through 5  th  grade:  Permission granted  to use facility unless special help is required. 

 Sleepover Procedures 

 ●  All sleepovers must be approved by the appropriate committees or staff. 
 ●  Employees and volunteers must have information for each participant including where parents can be 

 reached during the sleepover. 
 ●  The Two Person Rule must be followed.  A minimum of one adult for every ten students will be 

 required for sleepovers. 
 ●  Boys and girls must sleep in separate rooms (or areas) properly supervised by same gender leaders. 

 Shower Procedures 

 ●  Leaders of the same gender will inspect shower facilities prior to use. 

 ●  Adults and youth will use shower facilities privately. 

 Child Care 

 ●  There must be one adult for every four children under two years of age, and at least one adult for 
 every eight children over two years of age. 

 Accountability 

 ●  Each Program Staff member is responsible for enforcing the Child Protection Policy as it pertains to his 
 or her program area. If volunteers have questions about details of the child protection policy, they may 
 speak with any pastor, the youth director, or the director of Christian Education. 

 ●  All employees and volunteers who work with children and youth shall be required to sign this policy, 
 acknowledging that they have read this policy and agree to abide by it. 
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 Reporting Procedures - Allegations of Misconduct 

 ●  A person who has reason to believe that misconduct governed by this policy has occurred shall 
 immediately report such information to a member of the Pastoral Staff.  It is First Presbyterian's policy 
 to report all allegations of abuse of children to the Sexual Abuse Hotline, as required by law. 

 ●  By law, reports of abuse are strictly confidential. First Presbyterian Church will cooperate fully with 
 government authorities in the investigation of allegations of child sexual abuse. 

 I have read this policy and agree to abide by this policy. 

 Signature: ______________________________________        Date: _____________ 

 Please print name: _____________________________________________________  
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 First Presbyterian Church of Fernandina Beach, FL 

 VOLUNTEER APPLICATION 

 “Truly I tell you, unless you change and become like children, you will never enter the kingdom of 
 heaven. Whoever becomes humble like this child is the greatest in the kingdom of heaven. 

 Whoever welcomes one such child in my name welcomes me.  ” Matt 18:3-6 (NRSV) 

 NAME: ______________________________________________________ 

 ADDRESS: ___________________________________________________ 

 DATE OF BIRTH:  (M)____  (D)____  (Y)____ 

 HOME PHONE: _______________ WORK PHONE: _______________ 

 BUSINESS NAME: ____________________________________________ 

 MAY WE CALL YOU AT WORK?  YES __ NO __ 

 DO YOU USE ILLEGAL DRUGS?  YES __ NO __ 

 HAVE YOU BEEN CONVICTED OF A CRIME OF VIOLENCE?  YES __ NO __ 

 HAVE YOU BEEN CONVICTED OF A SEX RELATED CRIME?  YES __ NO __ 

 IS THERE ANY FACT OR CIRCUMSTANCE INVOLVING YOU OR YOUR BACKGROUND THAT WOULD CALL INTO QUESTION 
 YOUR BEING ENTRUSTED WITH THE 

 SUPERVISION, GUIDANCE, AND CARE OF YOUNG PEOPLE?  YES __ NO __ 

 IF YOU ARE VOLUNTEERING TO TRANSPORT CHILDREN OR YOUTH ON A CHURCH SANCTIONED EVENT, PLEASE 
 ANSWER THE FOLLOWING: 
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 DO YOU HAVE A VALID DRIVER LICENSE?  YES __ NO __ 

 DRIVER’S LICENSE NUMBER: _________________________________________STATE__________ 

 IS YOUR AUTOMOBILE INSURANCE CURRENT? YES__NO___CARRIER:___________________ 

 HAVE YOU HAD A MOVING VIOLATION WITHIN THE LAST 3 YEARS?  YES __ NO __ 

 HAVE YOU BEEN CONVICTED OF A TRAFFIC RELATED CRIME?  YES __ NO __ 

 APPLICANT’S STATEMENT 

 The information contained in this application is correct to the best of my knowledge.  Should my 
 application be accepted, I agree to a level one background check and to be bound by the policies 
 and standards of First Presbyterian Church, refraining from any physical punishment or improper 
 sexual conduct in the performance of my services on behalf of the church. 

 Applicant’s signature: _____________________________________________________ 

 Date:  _________________________  written 2/15/2008 
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 Appendix U 

 Usher Instructions 
 Head Usher and Assisting Usher Instructions 

 8:30 A.M. Service 
 Proper attire for ushers is coat and tie for  men and traditional church attire for 

 women. Name Tags are to be worn by all ushers. They are available in the narthex 
 under the left staircase. Please obtain a key from the church office if you need one, 
 and return it at the end of the month. 
 ARRIVAL, PRE AND POST-SERVICE ACTIVITIES: 

 Set out two cones to block the handicap access spot on the street and  “  special 
 needs  ”  signs for about 5 parking places. 

 Wipe hand rails going up the front steps to the church. 
 Bring headsets down from the balcony. They are sitting on the charger stands on top 

 of the sliding shelf at the electronic box.  Place them on the newel posts downstairs for 
 those who request one. 

 Head and assisting ushers should perform the following  tasks before the service: 
 1.  Arrive at 7:30 a.m. and proceed to the sanctuary narthex. (People do start to 
 arrive at 8:00) 
 2.  Turn the sanctuary, balcony and narthex lights on with switches to the right of 
 the center aisle doorway. (The back balcony lights must be pressed not just 
 turned.) 
 3.  Unlock the church’s front door and the door to The Compass. 
 4.  Turn on the Sound System using instructions on usher table under the 
 stairwell. 
 Place batteries in the transmitter located on the front of the lectern under the 
 parament. Hit transmitter “on” button one time. Batteries are located behind the 
 pulpit. If there is a sound problem contact Roger Martin (904-206-0444). 
 5.  Make sure that the Sunday service bulletins and music sheets are in the 
 narthex. (Usually found on the bookshelf under the right staircase.) 
 6.  Check that the 4 collection plates are on the front pews adjacent to the center 
 aisle and that plates are available in the balcony. 
 7.  Turn on the lights above the choir and the cross above the pulpit. Switches are 
 on the right side wall of the choir loft. 
 8.  Turn on the light to the window at the right side of the choir. The switch is on 
 the right side wall leading into the bell choir room. 
 9.  Put 2 glasses of water on the pulpit on the coasters there.  The glasses are in 
 the cabinet above the drying rack in the kitchen. 
 10.  It is recommended that ushers be assigned two at the church entrance and 
 two at the entrance into Jim Thomas Hall. 
 11.  Greet worshipers with a friendly smile. Ushers should be prepared to escort 
 anyone, member or visitor, to an open pew. Wheelchair access is in the second 
 row next to JTH. 
 12. On non Communion Sundays a real loaf of bread is placed on the plate on the 
 communion table. A new loaf will be provided on the 2  nd  Sunday – on other 
 Sundays the loaf will be in the freezer. 
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 13. Give children activity bags located on the newel posts of the stairways to 
 those who wish. 

 8:15 A.M. 
 1.  Light the candles on the communion table. The new candles are reported to 
 burn for 26 hours. The sanctuary guild will fill the candles once a month. However, 
 if needed, fuel (Kerry liquid) is located in the Worship closet in Jim Thomas Hall. If 
 you must refill the candles, do not tamper with the wicks. The wick should extend 
 from the top of the candle only ¼ inch and is not to be pulled or trimmed. If you 
 have a problem, notify a member of the Worship Committee for assistance. 
 2.  Ring the church bell located in the balcony near the rear wall. The rope should 
 be pulled firmly and steadily until the weight of the swinging bell starts the ringing. 
 Allow it to ring eight or nine times to indicate the time of the service. 

 8:30 A.M. 
 1.  Allow worshipers to enter the sanctuary until the pre-service announcements 
 are completed and the choir stands for the choral introit. Then close the four 
 narthex/sanctuary doors and the church entrance door. Do not allow access to the 
 sanctuary during times of prayer or musical solos. There are umbrella stands at all 
 of the entrance doors for wet umbrellas.  There is a wheelchair at the Compass 
 door and seating is on the front row next to JTH doors. 
 2.  Be alert to any disturbances in the balcony. Unacceptable behavior should be 
 monitored and stopped by one of the ushers. 
 3.  Head Usher should remain in the narthex during service to assist anyone 
 needing help. Having a cell phone handy in case of an emergency.  The address 
 of the sanctuary is 19 North 6  th  Street.  The minister  will give guidance on how to 
 proceed if there is an emergency. 

 HEAD COUNT 
 During the first part of the service take a headcount of worshipers including children and 
 members of the choir. Staff includes Pastor, Associate Pastor, Organist, Choir director, 
 Parish Associate and Family Ministry Associates. Fill out the form located on the table under 
 the staircase. Place the form in the offering bag at the completion of the service. 
 JOYS AND CONCERNS 
 Following the Assurance of Pardon and during the second hymn, two ushers, holding up Joy 
 & Concern cards, should proceed slowly down the center aisle and up the side aisles for the 
 collection of cards. Another usher can collect from the balcony. One usher should take the 
 cards to Pastor Julie via the left aisle. (Adjust if only one pastor is present.) 
 OFFERTORY – FOLLOWING THE PROCLAMATION OF THE WORD 
 Four ushers taking the collection should open the center aisle doors and line up by twos. 
 When the pastor has announced the Offertory, the organist will begin playing the Offertory 
 music. When the music begins the four ushers proceed to the front pews. The ushers in 
 front pick up the two collection plates on their respective sides, turn and place one plate in 
 the hand of the usher behind. The head usher can proceed to the balcony to take the 
 collection there. (Usually someone in the balcony will pass the plate and take them 
 downstairs to the ushers.) 
 Front ushers proceed to the side aisles and the rear ushers wait for them to reach there. 
 While proceeding to the side aisles the front ushers should take up the offering from anyone 
 sitting on the front pews. 
 The offering should be received with dignity and without rushing. 
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 When the offering is completed the offering from all plates should be combined into two 
 plates. (Return two plates to balcony if needed.) 
 Two ushers with the offering should stand in the center aisle doorway. When the Offertory 
 music is finished, the Doxology will begin. At this time the two ushers walk up the center 
 aisle to the communion table and stand and wait until the Doxology is ended and the pastor 
 has prayed.  At the end of the prayer, the ushers set the plates on the front pews, (place an 
 empty plate over the money plate so the money is not visible as people go by after the 
 service on the way to JTH) turn and return down the center aisle to the narthex. 
 CONCLUSION OF SERVICE 
 After the last hymn the Head Usher should open both outer front doors.  At the conclusion 
 of the Benediction, the Head Usher should open both center aisle doors for the pastor to 
 proceed through. Collect music sheets to be used for the second service. 
 AFTER SERVICE 
 Remove the offering from the plates and place in the empty bag under the communion 
 table. Replace the bag under the table. Be sure to fill out the Head Usher form on the table 
 in the narthex and also place it in the bag. 
 All ushers should check the pews and balcony.  Remove  any remaining bulletins and/or 
 trash  . Return hymnals and Bibles to racks. Replace  Friendship registers in the side of each 
 center aisle pew. Do not remove the signed sheets, but leave them for the 11:00 service. 
 Snuff out the candles on the communion table. 
 Return headsets to the newel posts. 
 Close outer front doors and narthex doors to preserve cooling and heating between 
 services. 
 At this point your duties are completed.  Thank you for your service. 
 PLEASE NOTE THAT THE PROPERTY COMMITTEE IS RESPONSIBLE FOR SETTING 
 THE THERMOSTATS.  Bill Brumund, property chair, is usually at the 8:30 service, as is Tom 
 Keenan. 
 Edited 1/1/2020 LL 
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 Head Usher and Assisting Usher Instructions 
 11:00 Service 

 Proper attire for ushers is coat and tie for men and traditional church attire for 
 women. Name Tags are to be worn by all ushers. They are available in the narthex 
 under the left staircase. Please obtain a key from the church office and return it at the 
 end of the month 
 ARRIVAL AND PRE-SERVICE ACTIVITIES 

 Head and assisting ushers should perform the following tasks before the service: 

 1.  Arrive at 10:30 and turn the sanctuary, balcony and narthex lights on with 
 switches to the right of the center aisle doorway. 
 2.  The sound system should be on, but stand in the center aisle and look up in 
 the balcony. You should see a green light glowing on the box to the right of center. 
 If not, turn on system using instructions on the table in the narthex. If there is a 
 sound problem, contact Roger Martin (904-206-0444). He usually attends the 
 11:00 service, 
 3.  Unlock the church’s front door and open the doors to JTH. 
 4.  Make sure that the Sunday service bulletins and music sheets are in the 
 narthex. (Usually found on the bookshelf under the right staircase.) 
 5.  Check that the 4 collection plates are on the front pews adjacent to the center 
 aisle and that plates are available in the balcony. 
 6.  Turn on the lights above the choir and the cross above the pulpit. Switches are 
 on the right side wall of the choir loft. 
 7.  Turn on the light to the window at the right side of the choir if unlit. The switch 
 is on the right side wall leading into the choir room. 
 8.  It is recommended that ushers be assigned two at the church entrance and 
 two at the entrance into Jim Thomas Hall. 
 9.  Greet worshipers with a friendly smile. Ushers should be prepared to escort 
 anyone, member or visitor, to an open pew. Wheelchair access is in the second 
 row next to JTH. 
 10. Give children activity bags located on the newel posts of the stairway for those 
 who ask for them. 
 11.There should be headsets on the newel posts.  If not, they are on chargers in 
 the balcony. 

 10:45 A.M  . 

 1. Light the candles on the communion table. The new candles are reported to 
 burn for 26 hours. The sanctuary guild will fill the candles once a month. 
 However, if needed, fuel (Kerry liquid) is located in the worship closet. If you 
 must refill the candles, do not tamper with the wicks. The wick should extend 
 from the top of the candle only ¼ inch and is not to be pulled or trimmed. If you 
 have a problem, notify a member of the Worship Committee for assistance. 
 2. Ring the church bell located in the balcony near the rear wall. The rope should 
 be pulled firmly and steadily until the weight of the swinging bell starts the 
 ringing. Allow it to ring eleven or twelve times to indicate the time of the service. 
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 11:00 A.M. 

 1.Allow worshipers to enter the sanctuary until the pre-service announcements 
 are completed and the choir stands for the choral introit. Then close the four 
 narthex/sanctuary doors and the church entrance door. Do not allow access to the 
 sanctuary during times of prayer or musical solos. There are umbrella stands at all 
 entrances for wet umbrellas. There is a broom in the sign closet if a sweep is 
 needed in the area.There is a wheelchair at the Compass entrance and seating is 
 usually in the front row next to the JTH doors. 
 2. Be alert to any disturbances in the balcony. Unacceptable behavior should be 
 monitored and stopped by one of the ushers. 
 3. Head usher should remain in the narthex during service to assist anyone 
 needing help. Have a cell phone handy in case of an emergency. The address of 
 the sanctuary is 19 North 6  th  Street. In such a case,  the minister will give guidance 
 on how to proceed. 

 HEAD COUNT 
 During the first part of the service take a head count of worshipers including children and 
 members of the choir.  Staff includes Pastor, Associate Pastor, Organist, Choir director, 
 Parish Associate and Family Ministry Associates. Fill out the form located in the folder on 
 the table in the narthex. Place the form in the offering bag at the completion of the service. 

 JOYS AND CONCERNS 
 Following the reading of the Call to Worship and during the first hymn, two ushers, holding 
 up Joy & Concern cards, should proceed slowly up the center aisle and down the side aisles 
 for the collection of cards. Don’t forget to collect in the balcony. One usher should take the 
 cards to the Associate Pastor via the left aisle. (Adjust if there is the only one pastor 
 present.) 

 OFFERTORY – FOLLOWING THE SERMON 
 Four ushers receiving the offering should open the center aisle doors and line up by twos. 
 When the pastor has announced the Offertory, the organist will begin playing the Offertory 
 music. When the music starts the four ushers proceed to the communion table or front 
 pews. The ushers in front pick up the two collection plates on their respective sides, turn and 
 place one plate in the hands of the usher behind. The fifth usher should proceed to the 
 balcony to take the collection there. (Usually someone in the balcony will collect the offering 
 and bring the plates downstairs.) 

 Front ushers proceed to the side aisles and the rear ushers wait for them to reach there. 
 While proceeding to the side aisles the front ushers should take up the offering from anyone 
 sitting on the front pews. 

 The offering should be received with dignity and without rushing. 
 When the offering is completed the offering from all plates should be combined into two 
 plates. Return two plates to balcony if needed. 
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 Two ushers with the offering should stand in the center aisle doorway. When the Offertory 
 music is finished, the Doxology will begin. At this time the two ushers walk up the center 
 aisle to the front of the church and stand and wait until the Doxology has ended and the 
 pastor has prayed.  At the end of the prayer, the ushers set the plates on the front pews, 
 (place an empty plate on top so the money is not visible to people passing after the service) 
 turn and return down the center aisle to the narthex. 

 CONCLUSION OF SERVICE 
 During the singing of the last hymn the Head Usher should open both outer front doors.  At 
 the conclusion of the Benediction, the Head Usher should open both center aisle doors for 
 the pastor to proceed through. 
 AFTER SERVICE 
 The offering will be retrieved by one of the assigned counters. 
 All ushers should check the pews and balcony.  Remove  any remaining bulletins 
 and/or trash  . Return hymnals and Bibles to racks.  Remove the sign-in sheets from the 
 registers and replace the registers in the side of each center aisle pew.  Deliver the sign 
 in sheets to the counters in the library, along with the Head Usher completed report of 
 attendance. Snuff out the candles on the communion table. 
 Turn off Sound System using instructions on Usher’s Table under stairwell. Remove 
 batteries from transmitter under the lectern parament and place them in the basket behind 
 the pulpit. Remove the water glasses from the pulpit and clean them in the kitchen.  They 
 are stored either on the shelf above the drying rack or in that side cabinet. 
 Retrieve the special needs signs and any cones from the curb and store in the closet under 
 the right stairway. 
 Return any headsets to the charger station in the balcony. 
 Take the bread loaf from the communion table and put it in the freezer.  On the last Sunday 
 of the month throw the loaf away. 
 When the sanctuary has been cleared, close and lock both outer front doors using the chain 
 locks at the door tops and stops at the bottom. 
 Turn off all lights in the narthex, sanctuary, choir, lighted cross and window and bathrooms 
 and Jim Thomas Hall. Turn off the sound system for JTH that is in the worship closet and 
 reset thermostats in JTH to 78. 
 Lock all outside doors in the fellowship hall, in the bell choir room behind the sanctuary and 
 the Compass door.  Do NOT lock the door between the sanctuary and Jim Thomas Hall. 
 At this point your duties are completed. 

 THANK YOU FOR YOUR SERVICE! 

 Edited 1/1/2020 LL 
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 Responding to Fire or Medical Emergencies 
 Head and assisting ushers should follow these guidelines during services  for worship, 
 funerals or weddings being held in the sanctuary. Head and assisting ushers should 
 take a few moments to familiarize themselves with the following emergency information 
 before the beginning of a service. 

 IF A FIRE SHOULD OCCUR 

 1.  Direct everyone to leave the sanctuary by the closest possible exit, instructing them 
 to assemble in the open area in front of Angel Davis Hall. Assign an usher to each 
 exit to (1) ensure that the exit is safely away from the fire (2) double doors are open 
 and (3) people are leaving in an orderly manner. Provide individual assistance to 
 disabled, elderly, or small children as needed. 
 2.  EMERGENCY 911 - A telephone is located on the outside kitchen wall (across 
 from Restrooms) of Jim Thomas Fellowship Hall. Assign an usher to call the 911: 

 Identify yourself and the location of the fire - First Presbyterian Church, 19 North  Sixth 
 Street (be more specific if possible). Stay on the phone until advised to hang  up. 

 3.  After all individuals have been cleared from the building, close all doors to the 
 immediate area of the fire to help isolate smoke and fire. 

 4.  If it is a small fire contained to the area where it started, use the nearest fire 
 extinguisher (locations listed below). With your back toward a safe escape route, 
 aim the extinguisher at base of fire and sweep from side to side. Discharge entire 
 contents of the extinguisher.  If you have the slightest  doubt whether or not  to 

 fight the fire – get out! Let the professionals handle it. 
 5.  DO NOT go back into the building. Re-enter only after the all-clear is given by 

 the fire department. 

 Additional Information 
 The Main Church Building (Sanctuary, Fellowship Hall, and Education Wing & Angel 
 Davis Hall) is equipped with an overhead sprinkler system.  An alarm bell located 
 outside the Education Wing, will go off if the sprinkler system is triggered.  However, if 
 you detect smoke, a burning odor, or see a fire begin the above steps 
 immediately!  Do not wait for the sprinkler system to activate. 
 Familiarize yourselves with exits from the Sanctuary, which are (1) The front entrance; 
 (2) double doors to the right of front pew, which open to Jim Thomas fellowship hall; 
 and (3) a door leading outside from the left side of the choir room. Know how to disable 
 ceiling and floor locks on double doors. Also, familiarize yourselves with the location of 
 telephone and nearest fire extinguishers (see bottom of next page). 
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 IN THE EVENT OF A MEDICAL EMERGENCY 

 1.  EMERGENCY 911  -  A telephone is located on the kitchen  wall of Jim Thomas 
 Fellowship Hall near the restrooms. Assign an usher to call 911.  Identify yourself 
 and the location of the medical emergency -  First  Presbyterian Church, 19 North 
 Sixth Street  (be more specific if possible). 

 2.  Describe the situation. 
 3.  Describe what has happened. 
 4.  Stater the type of medical emergency, if known. 
 5.  State what help is needed. 
 6.  Stay on the phone until the 911 dispatcher advises you to hang up. 
 7.  Obtain or provide on-site first aid, CPR, etc. Request immediate assistance from 

 individual(s) attending the service qualified to provide first aid or CPR. 
 8.  Try to keep the area around the victim clear. 
 9.  Assign an usher to be outside the front entrance to direct the emergency medical 

 responders. 

 Fire Extinguishers: 
 There are three fire extinguishers in or near the sanctuary and are located as follows: 

 1.     Above Ushers table in the Narthex of the sanctuary (front entrance) 
 2.     On the right side of the choir loft, mounted on backside of 3’ angled partition- 
 sanctuary. 
 3.     Outside kitchen wall in Jim Thomas Fellowship Hall. 

 Telephones: 
 When using the telephone mounted on the wall behind the kitchen, press one of the lines 
 that are not designated for a staff member. They are located below those already assigned. 
 This will give you an open line. 

 Pull extinguisher pin 

 Aim the extinguisher at BASE of fire 

 Squeeze the handle 

 Sweep across base of fire 

 Revised 1/2020 
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 APPENDIX  V 

 Hospital Visit Guidelines 
 1.       Check at the nurse’s station to be sure the visit is OK and that you are coming at an 
 appropriate time.  They will often have some helpful information. 

 2.       Wash your hands before going into visit and wash your hands after you leave the 
 hospital.  Those in the hospital frequently have compromised immune systems and you don’t 
 want to bring germs into them.  Likewise the hospital has infections and you don’t want to 
 bring those home with you.  There are generally hand sanitizers at each door. 

 3.       Pray before meeting with the patient. 

 4.       Remember we offer a Ministry of Presence.  Our presence shows concern.  Just 
 showing up and sitting in silence shows the patient you and the Church cares for them. 

 5.       Knock and say who you are (eg “Hello I am Deacon Joe from the 1  st  Presbyterian 
 Church.  Is now a good time for me to visit with you?”).  The hospital room is their space and 
 unfortunately it is routinely invaded without their permission.  Ask permission. 

 6.       Wear your Deacon’s name tag and leave a Deacon’s Business card. 

 7.       Upon entering the room notice if there are flowers, reading materials, cards and such in 
 the room or not.  This give you clues as to their level of support and/or isolation. 

 8.       A visit before surgery is often more impactful than one after a surgery when the patient 
 is tired and trying to recover. 

 9.       The patient may not really like visits in the hospital.  A visit of 10 minutes may be 
 welcomed whereas a 30 minute visit may be too long. They may feel good at the beginning of 
 the visit and tire quickly.  Try not to use up their healing energy.  If they want you to stay longer 
 they will likely tell you. 

 10.   Pastoral work or care giving is sacred so hold it confidentially!  You should us the golden 
 rule about how much to tell others about your visit.  Less is better.  If people pressure you for 
 information suggest they call the person or family.  You’ll be respected more if you do not 
 share information. 

 11.   Bring something to share with them.  They like to stay up to date and appreciate the 
 social contact.  You can bring a paper, a recent sermon, a devotional, a church bulletin, a card. 
 A little something is always appreciated. 

 12.   Offer to read a scripture (see section on potential scriptures) or prayer but be sure to ask 
 them if they would like to have you pray first.  You might also ask them: “What would you like 
 to include in this prayer?” 

 13.   Don’t leave immediately after the prayer.  Linger to see if they have any further requests 
 of you.  Often the patient will open up with a concern at what seemed to be the end of a visit. 
 Be prepared to listen.  But don’t overstay your welcome.  The patient may tire quickly. 

 14.   If they share their medical issues DO NOT SHARE YOUR EXPERIENCES OR THAT OF 
 ANOTHER WITH THEM!  They do not need that information and it could produce anxiety. 
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 15.   Respect hospital boundaries and doctor and/or nurse time with them.  If a Doctor comes 
 in offer to leave or ask “Would it be best for me to leave now?” 

 16.   Check out their support system for family and/or friends.  Offer to make some 
 connections for them. 

 17.   If a crisis occurs when you are visiting, do get help and get out of the way.  Some 
 hospitals now have a rapid response code indicating that we have a problem here. 

 18.   If they are in discomfort or pain, do excuse yourself soon. 

 19.   Don’t allow them to “triangle” you against a nurse or doctor.  You might share with a 
 nurse, “I think they are having a bad experience/day, perhaps they need to talk to someone. 

 20.   Recognize your presence is more important than your words.  Silent presence is ok and 
 even healing. 

 21.   After a brief visit don’t be afraid to give the patient’s hand a gentle squeeze.  Often touch 
 has a healing power.  That touch—or grip—communicates empathy, presence, strength, 
 companionship. Every patient needs those four things. And often a touch will give them 

 22.   If the family is there spend a few minutes with them.  They also need spiritual support. 

 23.   When you want to share a few verses of Scripture, consider portions of the Psalms. No 
 other portion of the Bible strikes the note of the openness of the soul—that directness with 
 God—quite like the Psalms. 

 Some Possible Bible Readings 

 1.  Ps 4:1-3,7 (Answer me when I call you) 
 1 Answer me when I call to you,  my righteous God. 
 2Give me relief from my distress;  have mercy on me and hear my 

 prayer. 
 3  Know that the  L  ORD  has set apart his faithful servant  for himself; 
 the  L  ORD  hears when I call to him. 
 4  Tremble and  do not sin;when you are on your beds, 

 search your hearts and be silent. 
 5  Offer the sacrifices of the righteous and trust  in the  L  ORD  . 
 6  Many,  L  ORD  , are asking, “Who will bring us prosperity?” 

 Let the light of your face shine on us. 
 7  Fill my heart  ,with joy  ,when their grain and new  wine abound. 
 8  In peace I will lie down and sleep,for you  alone,  L  ORD  , 

 make me dwell in safety. 

 2.       Ps 23 (The Lord is my shepherd) 
 The  L  ORD  is my shepherd, I shall not want; 
 2  he makes me lie down in green pastures.He leads  me beside still waters 
 3  he restores my soul.He leads me in paths of  righteousness 

 for his name’s sake. 
 4  Even though I walk through the valley of the shadow  of death, 

 I fear no evil; for thou art with me;   thy rod and thy staff,    they comfort me. 
 5  Thou preparest a table before me in the presence  of my enemies; 
 thou anointest my head with oil, my cup overflows. 
 6  Surely goodness and mercy shall follow me 

 all the days of my life; 
 and I shall dwell in the house of the  L  ORD 

 forever. 
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 3.       Ps 41:1-4, 12-13(Blessed is he…) 
 Blessed is he who considers the weak! 

 The  L  ORD  delivers him in the day of trouble; 
 2  the  L  ORD  protects him and keeps him alive; 

 he is called blessed in the land; 
 thou dost not give him up to the will of his enemies. 

 3  The  L  ORD  sustains him on his sickbed; 
 in his illness thou healest all his infirmities. 

 4  As for me, I said, “O  L  ORD  , be gracious to me; 
 heal me, for I have sinned against thee!” 

 12  But thou hast upheld me because of my integrity, 
 and set me in thy presence forever. 

 13  Blessed be the  L  ORD  , the God of Israel, 
 from everlasting to everlasting! 
 Amen and Amen. 

 4.       Ps 46: 1-3,7 (God is our refuge and strength) 
 God is our refuge and strength, 
 a very present help in trouble. 
 2  Therefore we will not fear though the earth should  change, 

 though the mountains shake in the heart of the sea; 
 3  though its waters roar and foam, 

 though the mountains tremble with its tumult. 
 4  There is a river whose streams make glad the city  of God, 

 the holy habitation of the Most High. 
 5  God is in the midst of her, she shall not be moved; 

 God will help her right early. 
 6  The nations rage, the kingdoms totter; 

 he utters his voice, the earth melts. 
 7  The  L  ORD  of hosts is with us; 

 the God of Jacob is our refuge. 

 5.       Ps 121 (I lift up my eyes to the hills..) 
 1 I lift up my eyes to the hills. 
 From whence does my help come? 
 2  My help comes from the  L  ORD  , 

 who made heaven and earth. 
 3  He will not let your foot be moved, 

 he who keeps you will not slumber. 
 4  Behold, he who keeps Israel 

 will neither slumber nor sleep. 
 5  The  L  ORD  is your keeper; 

 the  L  ORD  is your shade 
 on your right hand. 

 6  The sun shall not smite you by day, 
 nor the moon by night. 

 7  The  L  ORD  will keep you from all evil; 
 he will keep your life. 

 8  The  L  ORD  will keep 
 your going out and your coming in 
 from this time forth and for evermore. 
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 APPENDIX  W 

 WEDDING MANUAL 
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 First Presbyterian Church 

 Fernandina Beach, Florida 

 Anchored in grace.  Moved to mission. 

 A GUIDE TO  YOUR 
 WEDDING CELEBRATION 

 The celebration of a wedding is a joyous and holy occasion for a couple and their families and 
 friends.  The wedding service is a witness to the Christian conviction that marriage is instituted and 
 blessed by God. 

 First Presbyterian Church wants the preparation time for your wedding to be a period of growth in 
 your understanding of Christian marriage. 

 The wedding policy and traditions of First Presbyterian Church have been developed over the years 
 to ensure the beauty and dignity of the Christian wedding ceremony.  In order to help you plan your 
 wedding with an understanding of these policies and traditions, the following information is provided. 

 Christian Marriage 

 Marriage is a gift God has given to all humankind for the well-being of the entire human family. 
 Marriage involves a unique commitment between two people, traditionally a man and a woman, to 
 love and support each other for the rest of their lives.  The sacrificial love that unites the couple 
 sustains them as faithful and responsible members of the church and the wider community. (  Book of 
 Order 2017-2019  W-4.06) 

 We welcome you and your wedding  .  It is our hope that  you will look to us for help in making the 
 occasion of your marriage a beautiful, grace-filled experience 
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 THE WEDDING 
 Your wedding is an occasion for joy.  A Christian wedding is an act of public worship by the couple and the 
 church.  In a Christian wedding ceremony the worship of God is central.  Nothing  in a service should distract 
 the couple or congregation from giving God the place of honor.  The Wedding Coordinator is here to ensure 
 that the service is carried out in a reverent, dignified manner for the intent of God's institution of marriage. 

 THE DATE 
 Christian marriage should be celebrated in the place where the community gathers for worship.  As a 
 service of Christian worship, the marriage service is under the direction of the pastor and the 
 supervision of the session. 

 Therefore, the bride will fill out the Wedding Date Request Form and leave it for the senior pastor.  The senior 
 pastor after having met with the bride will make the decision concerning the recommendation to session of the 
 wedding request.  After approval of the session, the bride will meet with a member of the Wedding Coordinator 
 to go over fees and guidelines. 

 THE WEDDING COORDINATOR 

 The Wedding Coordinator of First Presbyterian Church performs the task of wedding coordinator.  Our church 
 requires that the pastor, along with the Wedding Coordinator, supervise the rehearsal and wedding service and 
 be consulted concerning  all  wedding ceremony arrangements.  The Wedding Coordinator has been trained to 
 work with the pastor, organist, custodian, florist, and photographer/videographer coordinating all wedding 
 activities in accordance with the  Book of Order  of  the Presbyterian Church USA.  Outside consultants, while 
 not necessary, will be allowed to assist the bride, but final plans for the wedding ceremony activities taking 
 place at First Presbyterian Church will be under the complete supervision and approval of the Wedding 
 Coordinator and pastor. 

 MUSIC 

 Having established that a wedding is a service of worship;  Music suitable for the marriage service  directs 
 attention to God and expresses the faith of the church.  Only appropriate sacred music may be played. 
 Your musical selections will be submitted to First Presbyterian's music staff for approval.  Our music staff 
 welcomes your suggestions and input,  but the final  decision rests with them.  First Presbyterian does not 
 permit accompaniment by tape, CD, or digital sources. 

 The wedding coordinator will help you make arrangements to meet with a member of our music staff to go 
 over music selections. Appropriate music for processional and recessional to be provided by organist/pianist. 
 Other special music may be part of the ceremony. 

 The organist at First Presbyterian has the right of first refusal for all wedding services.  If our organist is not 
 available, the Wedding Coordinator will work with you to find an appropriate substitute.  See Attachment 2 for 
 fees for an alternate organist. 

 The church organ is kept locked.  Arrangements will need to be made for the guest organist to use the organ 
 so as not to conflict with regularly scheduled programs and organ rehearsal. 

 Accomplished vocalists or instrumentalists may be invited to perform.  The guest musicians must confirm all 
 music with our church's music staff and rehearse at a mutually agreed upon date and time. 
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 FLOWERS AND GREENS 

 The sanctuary of First Presbyterian Church, having a rich heritage, is a place of dignified beauty and 
 reverence; it does not require extravagant decorations.  "Flowers, decorations, and other appointments should 
 be appropriate to the place of worship, enhance the worshipers' consciousness of the reality of God, and 
 reflect the integrity and simplicity of Christian life.  "  (  Book of Order  , Presbyterian Church USA W-4.9005) 

 It is preferred that only fresh flowers and greenery  be used.  Although flowers and greenery are lovely, please 
 remember their use is optional. 

 All seasonal decorations in the sanctuary are designed to give glory to God.  No removal of these decorations 
 is allowed. This includes the banners. 

 PHOTOGRAPHERS & VIDEOGRAPHERS 

 A responsible professional should be used and should be notified of our guidelines.  No pictures or videos are 
 to be taken by relatives or guests in the sanctuary during the wedding ceremony. Pictures prior to the 
 ceremony must be completed one (1) hour prior to the scheduled time of the ceremony. 

 BRIDE'S ROOM  &  GROOM'S ROOM 

 The church's library and Angel Davis Parlor are available for the bride and her attendants to use for dressing 
 and waiting prior to the ceremony. 

 The groom and the groomsmen will be provided a room in the Education wing of the church. 

 Snacks and  non-alcoholic  beverages are permitted. 

 Arrangements must be made to have these rooms cleared of all the wedding party's personal belongings 
 before the wedding party leaves for the reception.  The church is not responsible for your personal 
 belongings  . 

 REHEARSAL 

 The rehearsal should begin and proceed on time.  The members of the wedding party should remember that 
 they are in a holy place, dedicated to the worship of God.  The Wedding Coordinator and Pastor will meet you 
 at the appointed time.  The organist will be available to play the processional and recessional music.  Any last 
 minute questions or concerns should be addressed at the rehearsal. 

 MARRIAGE LICENSE 

 Please bring the marriage license to the wedding rehearsal.  The marriage license is issued from the State of 
 Florida.  You will need to contact one of the State courthouses to obtain information about applying for a 
 license. 
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 WEDDING  DAY 

 On the day of the wedding, the wedding party is asked to arrive no earlier than TWO HOURS before the hour 
 of the wedding.  Should an earlier arrival time be needed,  the Wedding Coordinator must be consulted  and 
 shall make that decision. 

 Arrangements must be made to have all personal belongings cleaned up and removed before the wedding 
 party leaves for the reception.  The custodial staff is not responsible for any items left following the wedding. 
 Any items left behind, may be disposed of as the sanctuary is returned to its usual worship service state. 

 FEES FOR PROFESSIONAL SERVICES 

 Attachment 2 shows the Fee Schedule for professional services and church contact formation for key 
 individuals. 

 WEDDING COORDINATOR 

 1.    The Church secretary will notify the Wedding  Coordinator of a wedding request. 

 2.    The Wedding Coordinator will contact the bride and/or her designee as quickly as possible after the date 
 of the wedding has been approved by the session to go over fees and guidelines. 

 3.    At least six weeks prior to the wedding the Wedding Coordinator should set up a personal meeting with 
 the bride and/or her mother to discuss arrangements for the ceremony. 

 4.    The bride will give the Wedding Coordinator the names and contact information of the florist, 
 photographer/videographer, and caterer (if anyone of these is being used.)  The wedding Coordinator will see 
 to it that the Church guidelines are given to the professionals listed. 

 5.    If you need additional assistance from the Wedding Coordinator, contact her directly. 

 6.  NO ALCOHOLIC BEVERAGES, OPENED OR UNOPENED,  ARE TO BE PRESENT ON CHURCH 
 PREMISES AT ANY TIME.  If participants are found to  be in violation of this policy, the offending individuals 
 may be asked to leave and/or the wedding may be subject to cancellation.  No smoking is to be done inside 
 Church buildings. 

 7.    No cameras are allowed in the sanctuary during the wedding ceremony except those of the professional 
 photographer and videographer. 

 8.    There will be no rice, confetti, bird seed, fresh or silk flower petals thrown in the Church or around the 
 grounds. 

 9.    It is the Wedding Coordinator's responsibility to see to the unlocking and locking of the church for both the 
 rehearsal and ceremony. 

 10.  The Wedding Coordinator will need to contact the church custodian about the dates for the wedding and 
 when church furniture is to be moved. 
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 11.  If a guest organist is used, a $250 deposit is required.  The Wedding Coordinator will contact the church 
 organist following the ceremony to ensure that no damage to the organ has occurred before the $250.00 
 deposit is returned to the bride's family. 

 12.  Various forms and information, required for the wedding ceremony, are included in Attachments 1-7. 
 Please read the information on these forms.  Complete the required forms and distribute the vendor 
 information attachments to your florist, caterer, photographer, and videographer. 

 13.  After the Session has approved the date of the wedding, the bride will sit down with the wedding 
 coordinator and review the wedding guild. 
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 INFORMATION FOR FAMILIES RESERVING FIRST PRESBYTERIAN CHURCH FOR 
 WEDDINGS  : 

 Congratulations on your upcoming wedding.  In order to provide order and dignity to the wedding 
 worship service, the Session has instituted First Presbyterian Church's Wedding Policy to provide 
 guidance in all aspects of planning and carrying out your wedding.  It is important that participants 
 and families read and understand the policy, however ultimately  -  the responsibility for 
 communication of and adherence to the policy resides with the party reserving the church for the 
 wedding date.  Certain important points are highlighted here: 

 ●  As a service of Christian worship, the marriage service is under the direction of the pastor 
 and the supervision of the session 

 ●  A member of the First Presbyterian pastoral staff will officiate at all wedding services at First 
 Presbyterian Church.  The Senior Pastor will decide whether to invite others (clergy, family 
 members, or friends) to assist in participating in the wedding ceremony. 

 ●  The Wedding Coordinator will be a member of the First Presbyterian church and will have 
 complete responsibility along with officiating pastor for directing and coordinating the 
 rehearsal and wedding ceremony. 

 ●  The organist of the First Presbyterian will have the right of first refusal for all weddings at 
 First Presbyterian Church.  Only appropriate sacred music will be played. 

 ●  A professional florist is preferred and "flowers, decorations, and other appointments  should 
 be appropriate to the place of worship" as directed by the  Book of Order  . 

 ●  A responsible professional photographer and/or videographer are preferred.  No pictures or 
 videos are to be taken by relatives or guests in the sanctuary during the wedding ceremony. 
 No flash photography may be used during the ceremony. 

 ●  All members of the wedding party will be 5 years of age or older. 
 ●  NO ALCOHOLIC BEVERAGES, OPENED OR UNOPENED, ARE TO BE PRESENT ON 

 CHURCH PREMISES AT ANY TIME  .  This includes the rehearsal,  wedding day, and 
 reception.  If participants are found to be in violation of this policy, the offending individuals 
 will be asked to leave and/or the wedding may be subject to cancellation. No smoking is 
 allowed in church buildings. 

 ●  The wedding fees and pertinent information concerning them are in Attachment 2. 

 The Wedding Information Form should be completed  within two weeks of Session's approval of the 
 wedding date and returned to the Wedding Coordinator to finalize the date of your wedding.  All 
 dates are tentative until this is complete. 

 The information presented in this Wedding Policy is understood and accepted:  WEDDING 
 INFORMATION FORMS 

 Attachment 1  Wedding Date Request Form 

 The Wedding Date Request Form must be completed and submitted to the church at your 
 earliest convenience. 
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 Attachment 2  Fees for Professional Services and Church Contact List 

 The current Fees for Professional Services and a Church Contact List is shown in 
 Attachment 2. 

 Attachment 3  Wedding Information Form 

 The required Wedding Information Form is shown in Attachment 3.  This information form 
 must be completed and submitted to the church no later than two weeks after the Wedding 
 Date Request Form is completed.  If some of the arrangements are not finalized, submit the 
 Wedding Information Form with the data you have within the two week period.  Provide 
 timely updates if not all the information is available. 

 Attachment 4  Information for Florists 

 The information for Florists is shown in Attachment 4.  This information is to be given to the 
 florist. 

 Attachment 5  Information for Photographers and  Videographers 

 The information for Photographers and Videographers is shown in Attachment 5.  This 
 information is to be given to both the photographer and videographer. 

 Attachment 6  Information for Caterers 

 The information for Caterers is shown in Attachment 6.  This information is to be given to the 
 caterer. 

 Attachment 7  Honor or Memory Flowers 

 Attachment 7 is to be used if you would like to leave flower arrangements at the church for 
 Sunday services. 
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 ATTACHMENT 1 - WEDDING DATE REQUEST FORM 

 Bride’s Full Name  ______________________________________________ 

 Bride’s Address:  _________________________________________________ 

 ________________________________________________________________ 

 _________________________________________________________________ 

 Home Phone:   _________________________  Cell Phone:  ___________________ 

 Work Phone:  ______________________________ 

 Bride’s Email:  _______________________________________________________ 

 Groom’ Full Name  _________________________________________________ 

 Groom’s Address  ___________________________________________________ 

 ___________________________________________________________________ 

 ___________________________________________________________________ 

 Home Phone:  ___________________________  Cell Phone:  ____________________ 

 Work Phone:  ______________________________ 
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 Groom’s Email:  ______________________________________ 

 Preferred Wedding Date: _________________________  Time: ______________ 

 Alternative Wedding Date: ________________________  Time:  ______________ 

 _____________________________________________________________________ 

 Session Approval Wedding Date: _______________________________________ 

 Clerk of Session:  ________________________________________________ 

 Session Moderator:  ______________________________________________ 
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 ATTACHMENT 2 - 2019 FEES FOR PROFESSIONAL SERVICES 

 1.    Current Fee Schedule 

 Pastor:  $300.00 

 Organist:  $250.00 ($25.00 for each additional rehearsal with soloist or instrumentalists) 

 Sexton:       $100 (An additional $150.00 if Jim Thomas Hall is used for the reception) 

 Wedding Coordinator:  $150.00 

 Outside Organist:  $250.00 refundable deposit. 

 Fees are to be given to the secretary in the front office one week prior to the wedding. 
 Please place separate amounts in envelopes for the appropriate professionals providing the 
 services. 

 2.    CONTACT LIST 

 Pastors: 

 Rev. Dr. W. Wain Wesberry  (904) 261-3837 

 Organist:  Andy Shepard  (904) 261-0524 

 Wedding Coordinator: 

 Church Secretary:  Gayle Wood  (904) 261-3837 

 churchoffice@1stpres-fb.com 

 3.     Church Information: 

 First Presbyterian Church 
 9 North 6  th  Street 
 Fernandina Beach, Florida 32034 

 Telephone:  (904) 261-3837 

 Fax:  (904) 261-0056 

 www.first-presbyterian  church32034.org 
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 ATTACHMENT 3 - WEDDING INFORMATION FORM 

 Wedding Date:  _______________________  Time:  ____________________ 

 Rehearsal Date:  ________________________  Time:  ___________________ 

 Bride’s Full Name: _________________________________________________ 

 Bride’s Address:  __________________________________________________ 

 _________________________________________________________________ 

 Home Phone:  ________________________ Cell Phone:  _____________________ 

 Work Phone:  _________________________ Email:  _________________________ 

 Bride’s present church membership:  ______________________________________ 

 Bride’s Parents names:  _________________________________________________ 

 Bride’s Parents phone:  _________________________________________________ 

 Groom’s full name:  _____________________________________________________ 

 Groome’s address: ____________________________________________________ 

 ____________________________________________________________________ 

 Home Phone:  __________________________Cell Phone:  ___________________ 

 Work Phone:  _________________________  Email:  ________________________ 

 Groom’s present church membership:  _____________________________________ 

 Groom’s Parents names:  _______________________________________________ 

 Groom;s Parents phone:  _______________________________________________ 

 Bride and Groom’s future address:  ______________________________________ 

 __________________________________________________________________ 

 Bride and Groom’s future phone:_________________________________________ 
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 Will Reception be held in Jim Thomas Hall? ___________________ 

 Officiating Pastor:  ________________________________________________________ 

 Guest Pastor :  ___________________________________________________________ 

 FPC Wedding Coordinator:  __________________________________________________ 

 Organist:  ________________________________________________________________ 

 Guest Musicians:  _________________________________________________________ 

 Photographer:  ____________________________________________________________ 

 Videographer:  ____________________________________________________________ 

 Attendance Expected:  _____________________________________________________ 

 I/we have read the Wedding Policy and will adhere to the provisions of the Wedding Policy 

 Bride’s Signature  Date 

 Groom’s Signature                         Date     
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 ATTACHMENT 4 - INFORMATION FOR THE FLORIST 

 1.    Fresh flowers and greens are preferred. 

 2.    The Communion Table and Baptismal Font are not to be removed from the sanctuary. 

 3.    All decorations should be in place at least two hours before the hour of the wedding. 

 4.    All arrangements on doors must be hung on the nails already in place. 

 5.    Nails, tacks, tape, etc. are not to be used to secure any arrangements.  No floral clay 
 may be used. 

 6.    The seasonal decorations of the church are not to be removed, rearranged, or altered. 
 This includes the banners. 

 7.    Aisle cloths are not permitted. 

 8.    There will be no rice, confetti, bird seed, fresh or silk flower petals thrown in the church 
 or around the grounds. 

 9.    Immediately after the ceremony and pictures, the florist is responsible for taking down 
 all arrangements, except those which are being left for Sunday services.  This should be 
 completed within one hour after the pictures are made and the wedding party has departed 
 for the reception. 
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 ATTACHMENT 5 - INFORMATION FOR PHOTOGRAPHERS AND 
 VIDEOGRAPHERS 

 1.    Professional photographers and videographers are preferred. 

 2.    Wedding portraits made at the church must be arranged in advance with the Wedding 
 Coordinator. 

 3.    On the day of the wedding, the church will be open approximately two hours before the 
 wedding for pictures of the bride and the wedding party. 

 4.    No pictures or videos are to be taken by relatives or guests during the ceremony. 

 5.  No flash may be used during the ceremony. 

 6.    As the bride and groom exit, you may enter as far as the second to last pew as 
 permitted by the Wedding Coordinator. 

 7.    Pictures should be completed one hour after the ceremony.  (This will allow the wedding 
 party to move to the reception.) 

 8.    You must have your equipment set up in the balcony of the Sanctuary and/or the 
 Narthex at least one hour before the wedding. 
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 ATTACHMENT 6 - INFORMATION FOR CATERERS 

 1.  Professional caterers are preferred.  Federal  guidelines demand the utmost safety 
 precautions be taken when serving food to the public. 

 2.    Must provide linens, hollowware, flatware, china, etc. 

 3.    Must set up, stay for the duration of the reception, break down, and clean areas used. 

 4.  NO ALCOHOLIC BEVERAGES WILL BE ALLOWED ON CHURCH  PROPERTY AND 
 NO SMOKING WILL BE ALLOWED IN CHURCH BUILDINGS. 

 5.    There will be no rice, confetti, bird seed, or fresh or silk flower petals thrown in the 
 church or around the grounds. 
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 ATTACHMENT 7 - HONOR OR MEMORY FLOWERS 

 If you would like to leave your wedding flower arrangement(s) in the Sanctuary for Sunday 
 morning services in memory or honor of a loved one, please fill out this sheet and give it to 
 the Wedding Coordinator.  This should be done at least three weeks before the wedding. 

 Flowers may be given: 

 ______“In honor of……………..” 

 ̈  ______ “In Memory of ………….” or 

 ̈  ______ “To the Glory of God” 

 Names(s) 

 __________________________________________________________________ 

 __________________________________________________________________ 
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