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Martha
Bowman

Welcome!

We are excited that you are a part of the ministry here at Martha Bowman. If you
havendt seen or heard, we are a busy place!
to be a part of the mission and outreach to our friends and neighbors. God has de-
signed you with specific gifts, abilities and passions. He desires to use you in a spe-
cific way to minister to His Kingdom. We are honored that you have chosen Martha
Bowman to serve.

Whom do | Call for . . .

e Administration/Physical Plant Rhonda Dorminy ext. 110
e Administrative Assistance Carol Maynard ext. 101
e Older Adult Ministries & Hospitality Carol Alford ext. 104
e Childrend6s Ministr i eMlickeyMoring ext. 115
Starry Morris ext. 128
e Communications / Newsletter Kim Smith ext. 125
e Evangelism /New Membership John Horton ext. 120
e Event Scheduling Carol Maynard ext. 101
e Financial Services Lisa Patterson ext. 126
e Multi -Media Services John Kail ext. 129
e Music Ministry Steve Hester ext. 119
Dottie Vaughn ext. 111
Anthony McPhail ext. 112
e Nursery & Preschool Program Jennifer Cowan ext. 121
Robin Martinez ext 130
e Prayer Ministry Jane Canady ext. 105
e Senior Pastor Jay Harris ext. 103
e Womends Ministries/ Adathy GriffiDi s c i pdxtel2h i p
e Youth Ministry Ashley Griffin ext. 116

Elizabeth Hammock ext. 113

Martha Bowman Memorial United Methodist Church 477-1901



Purpose of this Manual page 4

This handbook is for you. The primary purpose of our church is to carry on the
ministry God has called us to do. We want to help you know the most and best infor-
mation we can as you serve at Martha Bowman Church.

Martha Bowman has an active ministry to Adults, youth and children. It has a
significant outreach to the community. The music program of the church is one of the
best in Macon, Georgia. The programs and people of MBMUMC are the top priority
when it comes to building use.

This handbook provides a general overview of the policies and guidelines that
Martha Bowman has established for its volunteers. Building use activities fall under
the jurisdiction of the Board of Trustees. These policies and procedures have been ap-
proved by the Administrative Council. Building use is managed by the Church Ad-
ministrator. Reservations for usage is secured through the Director of Program. A
Room Use Agreement form is required.

MBMUMC has a number of long -standing relationships with several commu-
nity organizations for ongoing use. Availability for such ongoing usage is limited but
can be considered. Local organizations and individuals for one-time or short-time
usage also use Martha Bowman. When possible, we attempt to make our facility avail-
able for such groups.

Increased activity in the church building means increased maintenance for our
church home. We ask that you read and follow the policies for use of our building so
that we can continue to offer ministry and service to everyone who needs the facility.
No activities or advocacy may take place within MBMUMC, its buildings or grounds
that conflicts with the Discipline and the practices of this congregation and the United
Methodist Church.



Our Vision page 5

As a church family, we pursue a common goal as defined by our vision state-
ment, d3Hope t hr ough Je s .uWedsdveredtismttHOPEika t he Cr
universal need. That hope is found in JESUS CHRIST. The word CROSSROADS
Refers to our churchds |l ocation at the inters
We believe that there is hope through Jesus Christ at everycrossroads life.

o MISSION STATEMENT

0Save the Lost, Disciple the Saved, All evi
The universal condition of all people is that we are lost. Jesus came to seek and to save
the lost (Luke 19:10). We want to help people meet Jesus, who alone can SAVE THE
LOST. Salvation, however, is not the end of the journey, but the beginning We must
become DISCIPLES. The simplest definition is that we becomefollowers of Jesus Christ
ALLEVIATE SUFFERING warns us not to focus on ourselves but the world that God
loves.

« MOTTO

Spirit Led, Lay Drive®bd calls us to come help change the world, and he calls
no spectators. We believe thatministry belongs to every person

« OUR BELIEFS

We are a United Methodist Church under the Wesleyan (John Wesley)
tradition. As a Methodist church, we fully embrace the motto, 6 Open Hearts, Ope
Mi nds, Op e rourBuet ispart of the South Georgia United Methodist
Conference.

We are a large family of believers with a small, personal feel. We stress the
importance of study, growth and building relationships through small groups. These
groups range from Sunday School to a wide variety of specific studies.

The church i s empowered through organizat.i
activities. The phrase that refers to the important role of lay persons within the
Church.

0Come, |l et us bow down and worship,
Lord our Maker; for he is our God and we are the people of
his pasture, the f71 ock under his ca



Orientation page 6

« ATTENDANCE and ABSENCES

Each of you is an essential part of the ministry of MBMUMC. Without each and every
person scheduled, our ministry does not happen like it could. Part of any serving experience
is the aspect of sacrifice which God can use to give your life and heart a greater experience of
significance in His Kingdom. Therefore, it is important for you to make every effort to come
when scheduled to serve.

Some absences will likely be necessary. You may get ill, injured, or may be called out
of town for business or personal reasons.

during a time youdre scheduled, or that you
form your ministry chairperson. (Informing also gives us the opportunity to sincerely pray for and

support you during a difficult time) Additionally, ask for a list of other approved volunteers
who might be able to substitute for you; then make an effort to find your own substitute or to

f
ca

otradedé scheduled service times with another

your responsibility .
e CHANGE of PERSONAL INFORMATION

It is important that Martha Bowman has up -to-date, complete and accurate information
about each of the people who are a part of our community and who serve in our ministry.
Please notify the church office immediately if there is a change involving your name, address,
phone number, marital status, e-mail address, etc.

Keeping your personal information updated serves several purposes. In a most practi-
cal sense, it allows the church and/or your ministry leader to contact you to notify you of
meetings and any changes in schedules. It also allows other volunteers to contact you if they
have circumstances that require them finding a substitute to temporarily fill their ministry po-
sition.

e LOST and FOUND

I n church service, i tds not uncommon ¢t o
supplies you use to fulfill your ministry. Please make sure that such items are prominently
marked to prove your ownership. The church cannot be responsible for personal property that
is stolen, lost, damaged or destroyed.

If you find personal belongings that have been left on church property, please place
them at the Donation Center located in the lower level of the Christian Life Center. Unless an
item seems to have great monetary value, all lost items not claimed within 30 days will be do-
nated to a local charitable organization.

us

e

=
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Section Ill: Facility and Equipment Usage page 7

o GENERAL GUIDELINES

All furnishing and furniture are to remain in their existing rooms. Permis-
sion to move these items may be given by the church staff member responsi-
ble for that particular area. Metal chairs may be moved without permission
but should be returned immediately after use. Chairs and tables cannot be
removed from the Christian Life Center. Chairs are to be stacked six high
only.

The Board of Trustees is in charge of all decorating and landscaping of the
church. All plans pertaining to both decorating and landscaping will be sub-
mitted to the Board of Trustees for approval.

No tape of any kind will be placed on the walls of the church. No staples

will be placed in the walls of the church. Items that need to be hung must be
done so with Chart Mounts. Contact the Director of Program for approved
locations .

If you borrow items/supplies from another room, please return them to
their original location immediately after use.

All areas of usage must be returned to a CLEAN state. If a problem requires
further attention, please contact the church office.

The following items are not allowed in or on the property of MBMUMC:
Anything considered a weapon, any alcoholic beverage, controlled sub
stances, drugs or anything that would detract from a Christian atmosphere.

No pets are allowed in MBMUMC.

No tobacco in any form is allowed in the church buildings.

e EQUIPMENT

MBMUMC equi pment, such as tables, chai

not be loaned or removed from the church premises. The church may loan
no equipment of any kind to individuals for private use in their homes.

r

S
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« KITCHEN USAGE

Each individual or group MUST leave the kitchen facility in a tidy and clean condition.

All kitchen equipment must be properly cleaned by the user after each use. This includes:

WoOoNOO~WNPE

Wash, dry and put away all utensils, pots, pans, trays and any other items used.
Wipe down counters.

Clean out sinks.

Clean and rinse out coffee urns and/or coolers.

Clean all appliances and work surfaces.

Sweep kitchen floor.

Mop floor, if needed, using mop and bucket located in the kitchen area.

Clean off rolling carts.

Drain dish machine and turn off controls to sprayer

All uneaten food MUST be removed from the kitchen at the conclusion of the
event. Check counters, refrigerators, stoves, ovens and other areas for unused food
items.

Each individual or group MUST place all trash in garbage cans or trash sacks and
place them in the dumpster located behind THE REEF.

On-going storage space within the kitchen is not available. All items brought in
MUST be removed each time the facility is used.

All dirty dishes, containers, etc., that are properties of the church, MUST be
washed, dried and returned to their proper storage place. Those items belonging to
the group must be removed from the kitchen at the conclusion of the event.

No equipment should be removed from the kitchen without permission of Carol
Alford, MBMUMC Director of Hospitality.

All water faucets and appliances MUST be turned off at the conclusion of the
Event.

All tables and chairs must be left as found prior to the event/activity.

All church tablecloths used must be placed in a bag and placed on top of the wash-
ing machine located in the REEF. The Custodial team will wash, dry and return to
the appropriate kitchen.

Close and lock all doors, including the Pantry door, before leaving.

Turn off all l ights before | eaving.

Securin
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« KITCHEN SAFETY RULES

Review where the fire extinguisher, fire alarms, phones, emergency exits and first aid
kit are located.

Do not place plastic, paper, wooden or any other combustible items on top of the stove
or oven.

Wear sensible clothing to protect yourself from falling objects, hot spills and
machinery; closed shoes, long pants, no loose jewelry or loose clothing. Old shoes may
be preferred.

Never leave pans on the stove or in the ovensunattended .

Keep pan handles turned in to prevent them from being knocked over.

First aid for burns : Put the burned area in ice water and keep there as long as you can.
Do NOT put butter or any type of grease on a burn.

First aid for cuts : Rinse the cut in cold water for a few seconds; apply pressure until
you can bandageit.
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« VEHICLE USAGE

Church vehicles (to include all buses, vans and trailers) are to be primarily for func-
tions of and by Martha Bowman Memorial United Methodist; however, upon approval of the
Senior Minister, Board of Trustees Chair or the Church Administrator, vehicles may be loaned
to other United Methodist Churches and other Christian outreach ministries. In such cases,
however, the borrower will be responsible for the vehicle and its occupants and will execute
the appropriate waiver of responsibility. Use of vehicles is to be restricted to these groups
only. A written release of liability and indemnification agreement will be required prior to any
use of the Church vehicles by an outside group. Prior to use, the drivers will need to be pre-
approved and added to Martha Bowmand6s insurance p

The following Administrative Policies shall apply to all Church vehicles:
Insurance policies will be reviewed annually.

e The Church Administrator shall maintain a list describing all vehicles and giving their
serial numbers.

o At all times, proper documentation of liability insurance and vehicle tag registration
should be kept in each vehicle.

e The Church Administrator shall maintain a list of approved drivers and the contacts for
insurance purposes to include the names, addresses and telephone numbers of the per-
sons who must be natified in the event of an accident or damage to property.

e The Church Administrator will be responsible for scheduling periodic maintenance
work on the vehicles.

e There should be three keys on each chain that unlock doors, gas caps and fit the igni-
tion. At all times four sets of keys to each vehicle will be kept. One set will remain in
the Church office and the Church Administrator will also keep a set; two sets will go
with the group using the vehicle, (one with the approved driver and one with another
adult in the group). The driver will be responsible for returning both sets of keys to the
Church Administratords office.

e Drivers of any Church vehicle will be approved by the Church Administrator. The
Church Administrator will be responsible for having the driver added to the insurance
policy, prior to the operation of the vehicle. No one under 25 years of age will be con-
sidered for approval.
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e VEHICLEUSAGE condt

The Church Administrator will be responsible for scheduling each trip. All reserva-
tions for the vehicles requiring date, driver, cost, and time of departure and return,
must be made through the office of the Church Administrator on the proper form.

Permission Required: Upon certain circumstances, written permission and release of
liability will be obtained from the parents of any child or youth riding in any church
owned vehicle. Permission forms will be maintained on file in the office of the Church
Administrator.

The following Policies and Rules shall apply to all operation and physical use of any
Church vehicle:

Any group using the bus will be required to furnish a qualified driver who has been
precapproved and added to the Churchds insurance

If the vehicle is to travel more than 100 miles from its point of origin, there must be at
least two qualified drivers (driver and an alternate) on board. Each driver must be pre -
approved and added to the Churchds insurance g

Any driver for a group using the bus, vans and trailer must be experienced at driving
and operating such vehicles/trailer. The dri
cense.

Prior to the trip, the responsible driver(s) will sign for the vehicle along with the vehi-
cle log book.

Prior to use of the vehicle, the responsible driver(s) of the group should complete a

walk around inspection - checking tires, all lights (turn signals, high/low beam head-

lights, brake lights, parking lights, interior lights), and fluid levels (oil, transmission,

brake, power steering, window washer). The responsible driver(s) should also note

any existing dents/damages and/or missing equipment. Prior to the use of the vehicle,

the driverds findings should be |Iisted on the
the Church Administrator.

After each trip, the responsible driver wildl
agreed upon), return the vehicle to the proper parking area, perform a post -trip vehicle

inspection and return the keys to the Church Administrator. A fully completed trip log

should also be returned to the Church Administrator.
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e VEHICLEUSAGE condt

There should be no standing in the aisle at any time the bus is in motion. All doors to
the vehicles must be kept closed tightly while in motion. The trailer must be kept
locked while in motion. The electrical hookups must be working and a proper trailer

hitch must be used.

In case of accident, notify law enforcement first, and then contact the Church Adminis-
trator and/or the Board of Trustees Chairperson. In the case of emergency, the adult in
charge will contact the Church Administrator, Board of Trustees Chair, or Senior Pas-
tor.

Any traffic violations (speeding, illegal parking, illegal turns, etc.) will be the responsi-
bility of the driver. Upon returning the vehicle, the driver should advise the Church
Administrator of any traffic violations that were issued during the trip. The Church
Administrator reserves the right to make a determination of responsibility concerning
any damage to Church vehicles and can require reimbursement for any damages.

Seatbelts are to be used (with no double belting).
Because the Surgeon General has found tobacco products and secondary smoke to be

hazardous to the health of the user and those affected by the same, the Church does not
permit the use of tobacco products inside any Church vehicles.
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e EQUIPMENT and MECHANICLE SYSTEMS USAGE
I. Heating and Air Thermostats
Thermostats for our heating and air units are pre -programmed for worship service
times, Sunday schools, scheduled ministry programs, weddings and funerals.
Adjustments to the temperatures can be made by the Ushers of the worship services,

the Trustees and the Church Administrator. Please report any service problems to the
Church Administrator and/or the Board of Trustees.

II. Church Lights
A. Sanctuary

Controls for the Sanctuary lights are located in the Narthex.

B. Christian Life Center

The large overhead lights in the CLC are KEY-controlled. The smaller recessed
lights are controlled by switches located on the right wall near the double
entrance doors.

Please see the Church Administrator or the Director of Multi -Media and
Technology for the large light key.

C. Exterior Lights

All exterior building lights are either solar controlled or timer controlled.
Please contact the Church Administrator if any lights are out or do not appear
to be working properly. Safety is of utmost importance to us.
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¢ PROGRAM USAGE and ROOM RESERVATIONS
See Pages 6870 for required reservation forms.

Completed forms are to be submitted to Carol Maynard, Administrative Assistant, for
approval. Once the request is approved, the person making the request will be
notified, as well as, the support staff for any special set-up. The approved form

is then submitted to the church secretary, whereby, the specifics are entered into the
church calendar database.
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¢ NON -MEMBER FACILITY USAGE

MBMUMC has a number of long -standing relationships with several commu-
nity organizations for ongoing use. Availability for such ongoing usage is limited but
can be considered. Local organizations and individuals for one-time or short-time
usage also use Martha Bowman. When possible, we attempt to make our facility avail-
able for such groups; however, the events scheduled for Ministries of MBMUMC will
take preference over all other requests. Facility usage by noamember groups must be
approved by the Board of Trustees sub-committee. In addition, the group must pro-
vide MBMUMC with a certificate of liability insurance.

o« PRIVATE USAGE

Certain areas of the facility may be available for private use under certain condi-
tions. Reservations for such use must be made through the Church Secretary in accor-
dance with the rules set forth herein. Fees will be charged for such private use and
must be paid in full no later than 7 days before the scheduled event.

Each group must have one adult who is in charge of reservations. This person
is responsible for communicating the needs of the group to the Church Secretary or the
Event Coordinator and is responsible for the following:

o Complete and sign reservation forms

e Insure adequate Adult supervision

« Borrowing and returning any church keys

e Locking the church as indicated by the Church Secretary

e Requesting the use of any equipment or supplies needed

« Returning the furnishing in the room to the original configuration

o Discard all trash at the conclusion of the event

« Remove all supplies that the group brought in for the event

e Turn off all lights in the room and hallways

e Notify the church office and/or Church Administrator of any food or drink
spills or any other concerns

e Have all food and drink pre -approved by the Church Secretary or Event Co-
ordinator; comply with the designated areas set forth in the agreement

« The group making reservations will be financially responsible for any dam-
ages incurred during their usage of the facility.

e Follow all policies and procedures set herein by the various ministries of the
church
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o FUNERAL MEAL POLICIES and PROCEDURES

1. In the event of the death of a church member, the Director of Hospitality (DOH)
will contact family to find out if a meal is desired. This information will be
communicated to the chairperson of the Bereavement Committee (BC).

2. The DOH will also find out the number of people who will be eating, and the day
and time of the service and meal. This will be communicated to the chair of the BC.

3. All meals will be served in the CLC. If the CLC is not available, the meal will be
served in the Reef.

4. If the family desires for a service to held after 5:00 PM, the DOH will find out
when the family would like to have a meal served at the residence the day before.

5. Upon learning the number, if a meal is to be served to 40 or more people,
Martha Bowman will purchase two (2) meats.

6. The chair of BC will coordinate the number of dishes and will solicit cooks. She will
coordinate with her team about flowers, servers, clean-up. If a small group wants to
cook, serve, etc., the group MUST work closely with the chair of BC to be sure all
details are covered.

7. Tea and coffee will be prepared by the MOH. Tables and tablecloths will be set up by the
custodial staff as directed by DOH.

Funeral Meal Request Form

# of people

# of tables

Location of meal

Date and Time of service

Special Needs/Requests: :

* The above form will be completed by the DOH and submitted to the chair of tlBCBEG ensure that efforts are not dupliect
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The Prayer Garden is an outdoor sanctuary designed as a place for gentle spiri-
tual conversation. Please use the garden as a holy place, set apart for a time of peace-
ful retreat.

The Prayer Garden is available for ceremonies such as baptisms, weddings and
other Christian sacraments. Weddings must be scheduled with the Wedding Coordi-
nator of Martha Bowman Memorial United Methodist Church. It is also available for
counseling sessions, healing services and intimate lunches. The garden in not avail-
able for group luncheons or receptions. It is not available as a regular group meeting
place. Occasional small group meetings of a spiritual nature are welcome , but please,
check to see that no other events are scheduled.

Please contact the Church Secretary to schedule the use of the Prayer Garden for
church sacraments or group meetings. For additional information, please contact the
Prayer Garden Ministry Team Leader.

The Lord will guide you always;
He will satisfy your neestsontlaeguand
And will strengthen your frame.
You will be likenaateedd garden,
Like a Spring whose waters never fail.

Isaiah 58:11
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Martha Bowman Church strives to ensure an environment where members and
visitors feel safe and secure. The staff and volunteers of the church serve on the front-
lines of ensuring the safety of those to whom we minister.

e GENERAL GUIDELINES

As a Volunteer, you should strive to:

e Practice good common sense safety practices; refrain from unsafe acts that
may endanger the people you serve or those who minister with you.

e Use any safety devices for your protection

e Report any unsafe situations or acts immediately to the Church Administra-
tor, Ministry Leader and/or the church office.

e Report any equipment or property that is not in full working order to your
Church Administrator, Ministry Leader and/or the church office. You may
be first to spot a potential hazard!

« FIRE PREVENTION

e Turn off electrical equipment when not in use.

o Notify the Church Administrator, Ministry leader, and/or the church office
of any equipment that has cracked or exposed wiring, is causing a shock,
emitting sparks or appears to be a potential fire hazard.

e FIRE EMERGENCY

« Familiarize yourself with the locations of evacuation routes, fire exits,
alarms, and extinguishers in the areas of the church where you regularly

serve.
« If you see smoke and/or fire, pull the fire alarm to alert people in the build-
i ng. I f itds a small fire, use a nearby

e« DO NOT use the elevator during a fire alarm.

e If evacuation is called for, use the closest unaffected exit. Guide your group
in single file in order to proceed quickly and calmly. DO NOT RUN.

e If you and your group encounter smoke, stay low.

« Move as far away from the building as possible for your safety and make
room for emergency vehicles.
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« POWER FAILURES

« Remain where you are. Emergency lights will activate within a minute. By
| aw, emergency |l ights are | ocated in stre:
and stairwells.

e If you exit the church building during a power failure, do not re -enter until
power is restored.

e« FIRST AID

o First Aid supplies are located at the INFORMATION BOOTH located in the
downstairs Christian Life Center Welcoming area.

e SECURITY

All exterior doors, except the double doors in the Plaza area and the Bass Road
side of the church , are locked Mondayii Thursday from 8:30 a.m. until 5:00 p.m. and
Friday, 8:30 a.m| 3:00 p.m. unless there is a special event in your ministry area. All
staff must be notified when there is a change to the overall policy and procedure and
you need specific doors unlocked for your special event. For added safety, Martha
Bowman employs a Security company to check the church every night. During the
work week hours, the following are responsible for securing their areas:

Administration / downstairs CLC Carol Maynard
Nursery / Preschool wing Jennifer Cowan
Sanctuary / Music Wing Dottie Vaughn
3T T wwll il wwyw" T DOEUI Oz Uwp Bkey Moring
Upstairs CLC Harold Adside
Youth Wing Ashley Griffin

* Post Sunday Worship Services Board of Trustees
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[. Youth Ministries

Scripture Basis for Ministry

Matthew 28:18-20

18Then Jesus came to them and said, "All authority in heaven and on
earth has been given to me.1%Therefore go and make disciples of all nations,
baptizing them in the name of the Father and of the Son and of the Holy Spirit,
20and teaching them to obey everything | have commanded you. And surely |
am with you always, to the very end of the age."”

Purpose Statement

The purpose of Martha Bowman Youth Ministry is to MAKE DISCIPLES OF
CHRIST -introduce Christ to the lost and teach/train followers of Christ. As
Paul discipled Timothy, he told him three things:

Fan it (2 Timothy 1:6)- if you want God to burn in your life, get into the wind o

surround yourself with people who will fan the flame of God in you.
Guard it (2 Timothy 1:14)- keep away from things that would put the fire out.
Give it away (2 Timothy 2:2)- allow God to multiply His work in you.

Although we minister to teenagers there is one key thing to keep in mind,
teenagers are not the church of tomorrow 8 they are the church of today. Paul
instructed to Timothy to not let anyone look down on him:

1 Timothy 4:11-16

11Command and teach these things.12Don't let anyone look down on you
because you are young, but set an example for the believers in speech, in life, in
love, in faith and in purity. 13Until | come, devote yourself to the public reading
of Scripture, to preaching and to teaching. 14Do not neglect your gift, which was
given you through a prophetic message when the body of elders laid their
hands on you.
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Our Target
Everyone it committed to something. What are the commitments of our youth?

e Community Student 9 No real knowledge of Christ

e Crowd Student & Open and willing to attend Christ -centered events

e Congregation Student - Growing relationship with Christ and other
Christians

o Committed Student & Committed to spiritual habits

« Core Student 8 Committed to doing ministry

Target Ministry Activities Spiritual Level

Outreach or 'Plug-in' Events

: ComelLevel
Community EL:S, Fall and Youth Camp Kick-Off, 5th Quar (Non-threatening, most kid
' will feel welcome
Movie on the Lawn, Christmas Party, Ski Trip, )
etc.)
Sunday Morning Worship Services Open and Willing to
Crowd and Bible Studies (Sunday School), Attending Christ -Centered
Junior High Small Groups Events

Student Pursuit, Youth Camp, Fall & Winter Re- | Growing Relationship with

Congregatlon treats Christ and other Christians

Committed to Spiritual

Committed High School Small Groups Habits

Student Leadership, Missions Trips, Committed to Doing

Core JHi Mentors/Leadership, Prayer Team Ministry




Section V: Youth MinistrieSc on &'t

Purpose Driven Youth Ministry

page 22

How are we pursuing the Biblical purposes of Evangelism, Discipleship,

Fellowship, Worship, and Ministry?

Flag Football, etc.

Meeting them on their
06 t udrcdmPus visits

Evangelism Discipleship | Fellowship Worship Ministry
"Bring your friend(s) Small Groups MBY Café Sunday Prayer Team
events" such as: 1-78 Morning
5th Quarter, Christmas Worship Student
Movie on the Lawn Party Services Leadership
Six Flags Ski Trip, etc.
\'(:a”t:f'ék'o“f Student Mission Projects
outh Camp ; i
Kick off Pursuit and Trips
X-Box Tournament
Catalyst
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BEI NG A YOUTH COURSHE4OR é

What is a youth counselor/leader?

A counselor is one who advises, instructs, guides, loves, shares, and supervises. Along
with this privilege, comes the tremendous responsibility to be "in charge" and enforce the
rules. This is essential in order to have a meaningful time together! Youth need, expect, and
want guidance. Our purpose is to provide this so that maximum growth for all can be at-
tained.

As a counselor, you are building up the BODY OF CHRIST through witness (example
and word) and relationships. Young people are desperately searching for models of Christian
living . Remember 1 Cor. 11:1 "Follow my example, as | follow the example of Christ." Itis
our responsibility to make sure all youth are integrated into the group ! Make an effort to draw
out youth who are new or on the fringe, especially during fellowship and fun activities.

You might be asking, "How can | influence youth positively when I've got problems
that | haven't conquered yet?" We need to remember what God tells us in 2 Cor. 12:9, "My
strength is perfected in weakness." In other words, the less adequate you feel, the more God
will be able to accomplish through you if you DEPEND ON HIM and give Him all the credit.

So, what do | do? (General Counselor Guidelines)
Be prepared

Be prepared spiritually 6 come to events and activities spiritually prepared through
study and prayer. Pray not only for the youth, but for yourself. Be prepared to share your
own Testimony. Be open and transparent - it's alright to share your struggles - this helps our
youth see that becoming Christ-like is a process that we're all in d just be sure your focus is on
God and that are not glorifying the enemy.

Be relational

Be with students Be wi th them in every activity
Eat with students, sit with students, hang with students, play with students, be (i.e. sleep) in
their room in the cabin, be with them during free time, etc. In other words & spread out and

separate from the other leaders-0 No counsel or clumps. O Al so,

spend all your time with the same students

be
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Be relational (continued)

Encourage group activities & may we be a ministry that leaves no student out.
Love all of the youth. Some of them will seem more difficult to love, but they are the ones that
need your love the most. Really listen. Listen to what they are not saying as well as to what
they are. You cannot know the needs of our youth if you don't listen.

Be relational ,but dondét be a matchmaker. I f a
ship, give a listening ear, but be careful about crossing the line into matchmaking .

Be relational , but guard the integrity of the ministry and yourself by not being one -on-
one alone with a student of the opposite gender. We ask that you never put yourself in a posi-
tion where you would be alone with a student of the opposite gender (i.e. giving rides home or
elsewhere, being the last two to leave an event or function, etc.)

Berelational ,but dondét get or come in between
to never be part of a encouraging a student dishonoring his or her parent(s). We need to
remember that we are not and should not attempt to be a parent to any youth or put ourselves

in any role that is typically a parentds r ol

Be relational , but remember why we are here doing what we are doing. Single
leaders/counselors youth ministry events are not a place to find a boy or girl friend. If there is
a relationship that you believe God is ordaining , come discuss this with the Youth Minister.

Be caring

Know studentds names or get to know t hem.

someone, say their name three times in the midst of the conversation. Or just use another
popular method & ask someone else.

Be in prayer
For the students and leaders
Be an example

If we are not following the rules/guidelines, what are we communicating to the
students? If you are not on time for the sessions, will the student be on time for the sessions?

studer

stud

e .

I f you dondt | isten to instructions that are give

least resting, will the student see the need to sleep? If we walk by trash without picking it up,
the students will certainly do the same.
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Be a leader

If you see or hear of something that should not happen (i.e. breaking rules), be a leader
and an adul t. Address the issue or probl em. D ¢
grace. When dealing with a probl em, i ssue, or b
courts by asking questions like:

e Was that a smart thing to do?

e Should you have done that?

e Would you have liked that done to you?

e Students generally know right and wrong, so let them be the one to say it
was wrong or not smart to do such and such.

Pull the youth ministers into the situation once you have corrected or talked to the
same student(s) two or three different times, you are at the end or your rope, or in extreme
situations.

Remember the key wordUNITY . This means that everyone works together
as a team to accomplish the goals of the ministry. We are the body of Christ. We all have dif-
ferent functions, but ALL ARE NECESSARY. IF THERE ARE DECISIONS WITH WHICH
YOU DISAGREE OR AREAS TROUBLING YOU, COME TO THE YOUTH MINISTERS SO
we can work toward unity and harmony - FOR THE SAKE OF OUR YOUTH!

Be a distraction reducer and/or remover

During teaching, worship, organized group times, etc. remove or reduce distractions
Purpling (intimate guy and girl relationships) can be a distraction from God for them and
others (Who are they focused on more, God or their mate?) This goes back to being relational,
if we are with and among the student, the intimac



Section V: Youth Ministriescon 6t page 26

Camp, Retreat, and Trip Rules

1. DO NOT LEAVE without permission from Ashley, Marc, or Ashley Miller.

For our struggle is not against flesh and blood, but against the rulers, against the au-
thorities, against the powers of this dark world and against the spiritual forces of evil in
the heavenly realms. - Ephesians 6:12

The enemy would love to "take this ministry down" and he is looking for areas to attack. We
need to be smart and watchful (keep watch?é).
weak area. If a wreck happens, it will be Ashley, Marc, or Ashley M that will be the ones calling
the parents, so please do not do anything that might put us in this situation. Ashley, Marc, and
Ashley M carry the legal responsibility for every student, so we ask you not to jeopardize this
ministry or us by taking a student away from camp or by allowing a student to leave without
our permission. Also, we ask you not to leave without our permission because we need you to
be at camp being a counselor/leader.

2. Absolutely NO girls in the guys' cabins/rooms and NO guys in the girls' cabins/
rooms.
In everything set them an example by doing what is good. - Titus 2:7

Counselors/leaders we need you to set the example with this one. No male counselors near the
female cabins/rooms and no female counselors near the male cabins/rooms - this includes fun
and pranks.

3. NO students out of cabins/rooms after lights  -out
This is usually 11 p.m., but may be adjusted if the evening services run long. The goal here is
provide an environment where youth and leaders can get some sleep. We ask that all students
and leaders be in their cabins between lights out and breakfast. In the cabins there needs to be
at least two counselors in every room. The counselor areas or rooms are for you to "get a break"
from the youth, but we need to always insure that we have adequate supervision among the
youth.

4, Fireworks, tobacco products, alcoholic beverages, drugs, radios, walkmans,
mp3s, iPods, televisions, DVD's, electronic games, cell phones, skateboards, and
bad attitudes are not allowed at camps or retreats.
Some of these are obvious and the others are our attempt to "get them out of the world" for the
weekend or week. Help us with these, both by setting the example and being a leader (collect
them and then return them at the end of the event)

5. All prescription and non -prescription medications must be turned in to the Youth
Ministers.
This is a liability and risk management issue

6. Everyone is expected to participate fully in all camp and retreat programs and
activities. Please be where you are supposed to be and be there on time and
help the students to be where they are supposed to be and be on time.
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ALTAR MINISTRY

Guidelines for praying and ministering to youth at the altar or anywhere:

When praying with youth, keep in mind that God is working in them so they are highly sensi-
tive and emotional at this time. Out of respect for what God is doing and in an effort not to cause a dis-
traction, we request that male counselors minister to male campers and female counselors minister to
female campers. Please encourage the students to do likewise. If needed, a prayer team can also consist
of a male and a female praying together for students.

o Feelled by the Holy Spirit - no urgency just because the student is in your small group and
at the altar. If you do not feel led to go to the altar at this time, pray for those at the altar. If you are
led and have not prayed in this manner before or are in any way intimidated by this form of prayer,
please join a veteran.

a. This removes the pressure to "perform"”.

b. Follows the classic rule of a humble servant- "When in doubt,
get help”.

c. Allows the novice to watch and learn while adding their faith and
agreement to the prayers. Often in ministry, we have found a "tag
team" phenomena. The gifts and anointing seem to flow back and
forth between the two praying in a beautiful symphony.

d. No one person has to feel the "burden” of the encounter- this is the
reason we typically pray in teams. Usually two or three prayers are
sufficient unless God leads otherwise. One may be needed to stand
behind as a "catcher".

e Introduce yourself.

e Ask them, by name, how you can pray for them. Why they responded to the altar call
- what can you pray for? Do not assume anything, but know the Holy Spirit gives you discernment
(gut feelings) about the situation. Do not be afraid to follow these feelings with questions to clarify
the need. There are several general categories.

a. Salvation - have they repented and accepted Jesus as their Lord and
Savior? See elements of Salvation on back of this page.
b. Lordship - have they surrendered all to Jesus as their Lord?
C. Infilling of the Holy Spirit - give a short explanation of what it is, how to receive it, are
you sure of their salvation/lordship?
d. Healing - for what do they desire healing (physical, emotional, spiritual,
relational)?
e. Calling/Wisdom/Word from God - seek God using your spiritual gifts
and share what you feel God is saying then ask for confirmation.
f. Simply desiring a touch from God - consider "c." above with this request and expect the

gifts to flow.
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ALTAR MINISTRY (continued)

e As you are listening to them, be open to the Spirit's leading and expect the
gifts to operate. The gifts often operate together and without an ability to tell where one left off
and the other began. It is our conviction through study of the Bible that the gifts only operate after a
believer is filled with the Holy Spirit. Leave your ego at the door - remember, the gifts are for the
receiver to edify the body of Christ!

e Word of Wisdom - The special ability that God gives to members of the body of Christ
to receive instant insights on how a given revelation may be applied to a specific situation -
a Word of Wisdom will tells how a given situation or need is to be resolved, helped or
healed.

o Word of Knowledge - A supernatural revelation of facts about a person or situation,
which is not learned through the efforts of a natural mind

e Discerning of Spirits - This is a supernatural gift of perception given by God to enable
individual to distinguish the motivation spirit behind words or actions

e Gift of Faith - Supernatural confidence from the Spirit of God that arises within a person
faced with a specific situation or a specific need whereby that person receives a certainty
that God is about to move.

e Gift of Miracles - The Supernatural intervention of the Holy Spirit into the natural or-
der of things through an individual

o Gift of Healing - Healing power from God channeled through human agents for super-
natural healing to the glory of God

e Prophecy - Divinely inspired and anointed utterance &a Supernatural proclamation

e Tongues - Supernatural utterance in languages not known to the speaker
Interpretation of Tongues Supernatural power to reveal the meaning of tongues (not a translation)
Tongues + Interpretation = Prophecy

o Elements of Salvation:

¢ Realize that we are all sinners (Romans 3:23) and that sin separates us from God.

e God loves us and wants to have fellowship with us but the sin in our lives will not permit this.
This sin also causes everlasting death after this life. We cannot save ourselves from this.
So how does God solve this problem?

e He sent Jesus, His only Son, to die for our sin (John 3:16).

e How does this affect us? We confess our sins and repent (1 John 1:9, Romans 10:9) turn-
ing control of our lives over to Jesus as Lord.

e Results- you are a new creation (2 Cor. 5:17) so, live a life of obedience praising God.

o Pray for their need or commitment.
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ALTAR MINISTRY (continueq)

e Follow -up by talking with them  about what it means to keep their commitment and how
accountability can help do this. If the student prayed to receive salvation and/or infilling of the
Holy Spirit, have them write the date, place and experience in their Bible and encourage them to
share this decision with other Christians (give testimony or be baptized). You may also want to
share with them how to grow in their faith through daily time in prayer, Bible study, and belonging

to a church.
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Martha Bowman Youth Ministry
Leadership Covenant

Jesus says Oeveryone who has been given much, mu c h
has been entrusted with much, mucWehawheengiwenahenbre asked.
mous responsibility in leading the youth, so as Jesus says much will be demanded of us. It is for this
reason that we arerequiring all that are in youth leadership to sign this leadership covenant. By signing
this covenant you are uniting with other MBYM leaders by affirming the following:

I Will Protect the Unity of My Ministry
By acting in love toward other leaders (Romans 14:19, 1 Peter 1:22)
By refusing to gossip (2 Corinthians 12:20, Ephesians 4:29)
By following the staff and leaders of MBYM (1 Thessalonians 5:12-13, Hebrews 13:17)
By seeking reconciliation, when there is a broken relationship, through Scriptural methods
(Matthew 18:15-20, see attachment)

| Will Share the Responsibility of My Ministry
By praying for its growth (1 Thessalonians 1:1-2)
By inviting the unchurched to attend (Luke 14:23)
By warmly welcoming those who visit (Romans 15:7)

I Will Serve in the Work of the Ministry
By discovering my gifts and talents (1 Peter 4:10)
By being equipped to serve by my leaders (Ephesians 4:1012)
By developing a servampnt7ps heart (Philippians 2:3
By developing others to serve with me in the work of Christ (Ephesians 4:11-16)

I Will Support the Integrity of My Ministry
By active participation in church service and a small group (Hebrews 10:25)
By living a godly life (Philippians 1:27, 2 Peter 3:11)
By giving regularly to the work of God (2 Corinthians 9:7)

Name Date

Staff Signature
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Authorization and Release for Background Check

Potential Volunteer/employee:

l, , authorize Martha Bowman Memorial United
Methodist Church to conduct a comprehensive background check, which may include a crimi-
nal and motor vehicle record review. | authorize any agency or person contacted in pursuit of
this background check to release any and all information requested. Furthermore, | will hold
no person or agency I|liable for the release of thi
background check. If | am accepted as a volunteer or employee by Martha Bowman Memorial
United Methodist Church, | agree that periodic background checks can be conducted by Mar-
tha Bowman Memorial United Methodist Church as long as | continue to be a volunteer or em-
ployee of Martha Bowman Memorial United Methodist Church. A photocopy of this authori-
zation form shall be as effective and binding as the original.

Applicantds Full Name:

Applicantds Soci al Security #

Driverodos License Number:

Signature of Applicant:

Martha Bowman Memorial United Methodist Church, hereby certifies that the above -named
individual has applied to be a volunteer or employee at Martha Bowman Memorial United
Methodist Church or that such individual is presently a volunteer or employee at Martha Bow-
man Memorial United Methodist Church. Further, Martha Bowman Memorial United Meth-
odist Church hereby certifies that the information provided in response to this Authorization
and Release shall be used solely for the purposes authorized by the potential volunteer/
employee. A photocopy of this certification shall be as effective and binding as the original.

Signature of Youth Director: Date:

OR

Signature of Senior Pastor: Date:

If you have questions or need additional information, please contact the Youth Director or the
Sr. Pastor of Martha Bowman Memorial United Methodist Church at (478) 477-1901.
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(I Childrends Ministries

Dear All STARS Leader,
Welcome!

We are excited that you have come to volunteer in
man Church. This handbook will introduce you to the many opportunities available to you within our
ministry. One of our purposes of ministry is to ensure a safe, secure and loving environment for the chil-
dren of Martha Bowman Church. Together we will explore this handbook so that you can gain an un-
derstanding of our purpose, programs and ministry polices.

You dondt have to be an expert.

Each member of our All STARS team has one thing in common: a passion for children. If you
have come today with a heart to love God and a desire to work with children, then you have the two
basic ingredients necessary to be a |l eader in children
hood development or elementary education to be a great leader.

There are many different opportunities for you to serve with All STARS.

Whether you enjoy telling Bible stories, singing songs, playing the guitar, or even assisting in
the office work, there is a place for you in All STARS. We will discuss these different opportunities with
you and will work together to find a place where you can use your God -given gifts to invest in the lives
of children.

You do not need all the time in the world.

You can successfully minister to children with a minimal time commitment. In just an hour and
a half each week, you will be able to form relationships with children and their parents that will com-
municate love and value, not only from you, but also from God.

You are not alone.

You will be supported in your ministry through the All STARS staff and leadership team. We
plan several enrichments through out the year that are designed to encourage, equip, energize and em-
power you for ministry. You will not be a lone ranger in your ministry to children...guaranteed!

We look forward to getting to know you and to ministering alongside you. It will be exciting to watch
God at work in you and through you as you minister to the children of Martha Bowman Church.

Serving with you,
Mickey

Mickey Moring
Childrends Minister
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. All Stars Nametag

Once you have completed the interview process you will receive your nametag and

assigned a classroom.You may not enter any classroom without this nametag. If you forget
your nametag the day you are serving, you will need a temporary replacement to be worn dur-
ing your time of service. You may obtain this nametag from the coordinator in your area. All
leaders in ALL STARS are required to wear the proper nametag as means of identifying them

as authorized leaders in the room. If someone enters your room and says that they are a parent

or are from another church and "just looking around", please direct them to the ALL STARS
office. Do not allow unauthorized individuals in your classroom. If you have any questions
about someone entering the room, contact your area coordinator or a ministry coordinator .

1. 60The 2 Adult Ruledé. Try never to be alone
Classroom.

2. Children in grades K -3 are not permitted to leave the classroom without an adult
leader. Children in grades 4-6 may leave their room to meet parents if it is in
during daylight hours. After dark, all children are to remain in their classroom until
a parent comes to pick them up.

3. Parents must sign their child in and out. (Grades K5-3)

4. Going to the bathroom. Children in grades K -3 must be accompanied to the bathroom by a
leader from the class. Children in grades 4-6 may go to the restroom without an adult
leader, however, they must always go in groups of two.

. Classroom Evacuations

1. Read and understand the evacuation route for your classroom. It is posted at the exit door
of each room.

2. Before evacuating, count the number of children in your class. Call roll again when you
arrive safely to your evacuated area. Take your attendance sheet or book with you.

3. Once evacuated, please wait for further instructions from a member of the ALL STARS
staff.

4. Please stay with your group at all times. Do not leave to get your own children, to obtain
first aid or for any other reason. First aid will be brought to you, if needed.

5. Release children only to their parents (for ALL ages) and only after you have been given

. General Safety Reminders

the okay to dismiss by a member of the ALL STARS staff. Do not dismiss any children on
their own. Do not allow parents to take
evacuation. Remind parents they can walk with you but you cannot release a child until
you have arrived at your designated evacuation point.

wi t h
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e Our Mission

We are Purpose Driven

The Great

"Teacher, which command in the law is the most important?" Jesus ansh&redhe Lord
your God with all your heart, soul and mind. This is the first and most important command.

And the second c orhowayou neigkborask g ouhéofvier yopurégel f . 6
the writings of the prophets depend on these two commisiatsew 22: 3640 (ICB)

The Great

So go and make followers of all people in the worl@aptize them in the name of the Father
and the Son and the Holy Spiriteach themto obey everything that | have told you. You can be sure

that | will be with you always. | will continue with you until the end of the world.
Matthew 28:1920 (ICB)

Statement: Purpose:
Love the Lord you God Worship
Love your neighbor Service
Go and make followers Reach
Baptize them Connect

Teach them to obey Grow
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o Our Mission Statement
The Childrends Ministry of
be called"All Stars ."
Share ...... Our Chi drenods
Team....... Our Chil drenos
A dvance Our Chil drenos
Recognize... Our Chil drends
Surrender... Our Chil drenos
Mission Statement:
Our Chi dr enods

their lives to God.

Biblical Basis

Go and Make followers
Baptize them

Teach them to obey
Love your neighbor

Love the Lord your God

Common
Purpose

Evangelism
Fellowship
Discipleship
Service

Worship
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SHARHE Ghiist with tleexchildren sf our o
community. TEAM them with other Christians and ADVANCE them in their spiritual
maturity. Helping them to RECOGNIZE their spiritual gifts and to SURRENDER

Martha Bowman
Childrenods

Share
Team
Advance
Recognize

Surrender
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Connect
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Worship
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OUR TARGET

Everyone is committed to something.
What are our children committed to?

o The Community Child - Children who are committed to being uncommitted

They attend occasionally, two or three time each year.

« The Crowd - Children who are committed to weekend attendance
They enjoy church and want to come

« Congregation - Children who are committed to a small group
They are in fellowship with one another.

o Committed - Children who are committed to spiritual growth.
They are Growing.

« Core - Children who are committed to service and evangelism
They are serving.

All Stars Vision Statement

oWin kids to Chri st
and
grow them spirituall
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Martha Bowman United Methodist Church
Ministry Application
This application is to be completed by all those desiring a ministry position involving the supervision or

custody of minors. It is used to help the church provide a safe and secure environment for the children
and youth who participate at Martha Bowman United Methodist Church.

Legal Name: Nickname
Last First Middle
Address
Street City, State Zip
How long at this address? If less than five years, give previous address and number of
years below:

Previous Address Years

Male Female  Birthday Home Phone
Cell/Pager Work Phone Best Time to call:
Driverb6s License # Soci a

Email Address

Marit al Statwus: __ Spousebébs Name_
Number of Children__ Ages

Emergency contact Phone

Occupation Place of Employment

Number of years

Employment history of last five years

Empl oyer 8s name

Empl oyer 8s name

Empl oyer 6s name

(next page)
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Martha Bowman Church
Volunteer Application

Page 2
Do you have a personal relationship with Jesus Christ? Briefly describe:
How long have you attended Martha Bowman Church? Are you in a Small Group?

List small groups and, Sunday School Class, or Bible studies that you have taken or are now
attending:

List any training or education that has prepared you to work with children:

List any other Martha Bowman Ministry in which you are involved:

Age/Grade preference:
Nursery Preschool Children Youth

Hour Preference:
Sunday Morning  9:30 11:00 _ Sunday Night

Wednesday Nights Weekday Mornings

Local Personal References (Must be 18 years old and not related to you)

Name: Relationship:
Address: Phone

Comments (Staff Only)

Name: Relationship:
Address: Phone

Comments (Staff Only)
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Martha Bowman Church
Volunteer Application
Page 3

Name: Relationship:

Address: Phone

Comments (Staff Only)

The questions below are a part of the process to help provide a safe and secure environment for
our children and youth. All information is held in strictly confidential by the Ministry Staff. It is

our desire to work with you to find a ministry that is fulfilling and suited to your strengths and
experiences.

e Have you had any experiences that might make it difficult for you to minister to children or youth at Martha
Bowman Church?

Have you ever been accused or convicted of the use or sale of illegal drugs?

Have you ever been hospitalized, treated for, or struggled with alcohol or substance abuse?
Have you ever been charged with a misdemeanor or felony?

Do you have any health issues that could place the children, or youth at Martha Bowman at risk?

Have you ever been denied legal custody of your children in any legal proceedings including divorce decrees
or settlements?

e If you have answered yes to any of the above questions, please explain briefly:

Applicant s Statement

I, hear by authorize Martha Bowman Memorial Untied Methodist Church to verify all
information contained in this applications with any references, my past or present employers, or any other appropri-
ate personnel at my present or past employers, churches or other organizations and any individuals to disclose any
and all information to Martha Bowman Memorial United Methodist Church. | release all such persons or entities
from liability that may resul't or arise from Mart ha
such evaluations or information or its consideration of my application.

Signature of Applicant Date

Appl i cant 0 s Inh&atbpaalith&iz @athad Bowman Memorial Untied Methodist Church to verify
all information contained in this applications with any references, my past or present employers, or any other appro-
priate personnel at my present or past employers, churches or other organizations and any individuals to disclose
any and all information to Martha Bowman Memorial United Methodist Church. | expressly authorize the Georgia
Bureau of Investigation, the Sheriffés Department of
entity which has access to the GCIC data base release my criminal background history to Martha Bowman Memo-
rial United Church, or its agent, pursuant to O.C.G.A. 35-3-34 or other legal authority. | release all such persons or
entities from liability that may result or arise fr

of all such evaluations or information or its consideration of my application.

Bowman

any Cou

bm Mart h
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Martha Bowman Leader ds Coven

Having committed to our leadership ministry and the habits essential for spiritual maturity, and having
attending and ministry leader orientation, | will commit to:

Read and practice the security measures in place at Martha Bowman Church.

Prepare for ministry by growing in my personal relationship with Christ.

Support the leadership by praying for the staff, leaders and children in my class.

Personal growth and education by participating in Ministry Enrichments, like Disciple Bible
Study, and in a small group.

Should my application be accepted, | agree to follow the policies of Martha Bowman Church and to
refrain from unscriptural conduct in the performance of my services on behalf of the church.
| understand that the personal information will be held confidential by the church staff.

Applicantds Signatur e:

Checklist (To be completed by staff):

Name Date attended Orientation

Email to staff Clearance by staff: GBI Background clearance:
Reference Checks

Work Reference Checks

Placement in ministry Hour/Age Position:
Start Date

Comments

Applicants Ending date:

Reason for Leaving:

ant
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Martha Bowman Church
Volunteer Application Reference Checks

Applicant Name

Reference Name

Reference Address

Reference Phone

1. Whatis your relationship to the applicant?
2. How long have you know the applicant?
3. How well do you know the applicant?

4. How would you describe the applicant?

5. How would you describe the applicantds
6 . How would you describe the applicantds
7. How would you describe the applicantds

8. How would you feel about having the applicant as a volunteer worker with your child?

9. Do you know of any characteristics that
with children? If so, please describe.

10. Do you have any knowledge that the applicant has ever been convicted of a crime? If so, please
describe?

11. Please list any other comments you would like to make:

This Reference form will be void if not return in a sealed enveloped. Thank you for your time and
investment in the lives of our children. Return form to:

Martha Bowman Church

Volunteer Ministry Office
500 Bass Road

Macon, Georgia 31210
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Dear New Volunteer Leaders,

Thank you so much for volunteering in All
me and the children you will be serving. One of the things we ask every volunteer leader to do is to
complete the volunteer application. | know this is a long process but we do this to protect our children
and you who are serving. The application is several pages long. Please do not leave any blanks and
answer all questions. The Reference forms will need to be mailed back to the church. | am not allowed
to take these in person from you. Once all the paper work is received, Starry Morris, All Stars Adminis-
trative Assistant, will check references. All information will be kept confidential. If you need to talk with

me about the process or you have any questions please contact me in the church office, 477-1901.

I look forward to watching God work in your life as you serve our children and their families.

Thank you again for volunteering.

Serving with you,

Mickey Moring
Childrends Pastor
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Intentional W.A.L.K.

Four Intentional Reminders As We Serve In All Stars

An intentional walk in baseball is a term used when the pitcher and the catcher agree together
to allow the batter to reach first base by throwing four consecutive balls. It is intentional because there is
a choice made in concert between the pitcher and catcher. We would ask that all leaders in ALL STARS
be intentional about our WALK .

Warm heart and welcoming personality

e« Warm heart
A happy heart is like a good medicine, but a broken spirit drains your strength.
Proverbs 17:22 (NCV)

As parents and children participate in ministry opportunities we want their first interaction to
be a positive one. As this verse reminds us, a happy and warm heart is good medicine to the person on
the receiving end of your smile.

e Welcoming Personality
A cheerful look brings joy to the heart, and good news gives health to the bones.
-Proverbs 15:30 (NIV)

When parents and children come to the area or age group you are serving in, be mindful of
your countenance. A happy face and welcoming personality can calm an anxious child or parent. What
are you saying when you dondédt open your mout h?

« Arrive early for your ministry opportunity.
Use every chance you have for doing good, because these are evil times. Ephesians 5:16 (NCV)

Arriving early for you ministry opportunity will get you off on the right foot. IF you arrive
early and prepared, and have surrendered your heart to the Lord, you will have a good time. If you
arrive late your ministry opportunity, you will always feel rushed and a little bit behind. Arriving early
will be central to your success as All STARS leader. We ask that you arrive at least 20 minutes prior to
your ministry start time.

e Leading and learning are important in ALL STARS

Be shepherds over the flock God has entrust
you have to, but because you want t o.-1H2terbat
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e Leading

Leading children involves heart, motivation, skill, honor, tactfulness, awareness and lots of en-

ergy. Because we believe things are more often "caught" than taught, leading children also means being
a role model to them. It means being consistent in what you teach, and in how and here you teach. It

wi ||

mean arriving early to greet and staying

changing. Thanks for learning to become a leader in ALL STARS.

e Learning

Here are a few areas in which we would like to help and encourage you to grow and
learn:

1. Your relationship with Christ.

after

We must become like a mature person, growing until we become like Christ and have

his perfections. Ephesians 4:13

2. Attending church services weekly.

You should not stay away from the church meetings, as some are doing, but you should

meet together and encourage each other. HebrewsZB(RKCV)

3. Becoming the leader that God intends for you to be.

Dear brothers and sisters, not many of you should become teachers in the church, for we

who teach will be judged by God with greater strictness. James3:1 (NLT)

4. Getting involved in a small group.
If we walk in the light as He is in the light, we have fellowship with one another &
blood of Jesus, His Son, purifies us from all sin. 1 John 1:7 (NIV)

nd the
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Know the children you minister to

Life Stage Characteristics Leader Action
Birth-12 Months Key Word: Dependent Give Care
Physical: Cries to communicate 1 Peter 5:7

Mental: Staring to learn all five senses
Spiritual: Absorbs attitudes of those around them

Toddlers Key Word; Discovery Right Responses
Physical: Active, Growing Rapidly
Mental: Sees everything, wants to handle
Spiritual: What they do is determined by others

Ages 2-3 Key Word: Imitation To Impress
Physical: Active, "Let me do it" Mark 10:14
Mental: Realistic, likes to touch and feel
Spiritual: Likes prayer before meals and bedtime

Age 4-5 Key Word: Receptivity To Guide
Physical: Continual motion, restless, wiggler Psalm 32:8
Mental: Open mind, a bundle of questions
Spiritual: Trusting, literal

Grades 1-2 Key Word: Activity To Control
Physical: Active, play is important Proverbs 22:6
Mental: Curious, imaginative, wants certainty
Spiritual: Discerning, capacity for reverence

Grades 3-4 Key Word: Involvement To Love
Physical: Steady growth, better coordination 2 Corinthians 2:4
Mental: Influenced by group approval
Spiritual: Makes decisions based on right and wrong

Grades 5-6 Key Word: Energy To Direct
Physical: Loud, boisterous, thoughtless 2 Timothy 3:15
Mental: Hero worshiper, inquisitive
Spiritual: Worshiper, "doer of the word"
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Medical Procedures

Typically an injury can be treated with a little tender loving care, a cool cloth and a Band -Aid,
but we need to be prepared for everything. We keep a well-stocked first aid kit in the office, located on
the main floor. Please treat the child and complete an "Ouch Report". "Ouch Reports" are in duplicates
SO you can give one copy to the parent and the
Please talk with the parent upon their arrival and let them know what happened. A staff member will
follow up with the parent, if necessary, the following week.

Keep in mind that we are not authorized to dispense any over the counter or prescription medi-
catons.l n the event a child needs more attenti on,
Serious Injuries involving a broken bone, convulsions, fainting, unconsciousness or other serious body
injury should be treated as follows:

1. Keep calm and keep children and the injured person as calm as possible. Speak assuringly
to the child.

2. Do not move the injured child and do not leave them alone.

3. Send a fellow teacher to the office to find our campus nurse.

4. The nurse will call the parent or 911 if needed.

5. The nurse will refer to the parents for details on the doctor or hospital preferences.

6. If the child is to be transported to the hospital and the parent cannot be located in time, the
nurse, or staff member will accompany the child to the hospital.

7. The Childrends Ministry staff member wi

8. The volunteers and staff members involved in the emergency should write out a report on
what happened immediately following the emergency.

ot her
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General Check In and Check Out of Children:

5K through 3 ™ Grade

Children must be signed in and signed out of their classroom by parents. Even if the child says
he is to meet his parents, do not release him. We do not release children to siblings.

Grades 4 -6

Children in grades 4-6 may be dismissed on their own if they know where to meet their parents.
Keep in mind some parents may ask for their child to stay in the room until they come to pick them up.

After sundown, All Children, regardless of age or grade, must remain in their classroom until
picked up by a parent.
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We realize that each child has a unique personality and that God has special plans for
each one. Our goal is to ensure that every child and parent who comes to the nursery sees ang
experiences God. We want to make sure your child feels safe, secure and loved. We have a
child -friendly atmosphere with murals of Noah and all the animals. We also have a unique
playground and activity room, which is a great place for our children to play indoors.

The Nursery is divided into five areas:

1. Infants (3 months-15 months)
Toddlers (15 months-24 months)
2K

3K

4K

abrwn

Children will be moved to the next level when developmentally ready. Parents, along
with the nursery workers, help determine when promotions should be made.

Be comforted that we are a o0Safe Sanctu
experienced nursery workers who have submitted to local law enforcement background
checks, and have training in CPR and First Aid. Parent volunteers assist the nursery workers
on Sunday mornings during worship services and Sunday School. Parents with children in-
volved in our nursery ministry are periodically asked to volunteer their time in the nursery.
Please be generous with your time when called upon to assist.

Sign In and Out Procedures:

Upon arriving to the Nursery/Preschool area, a sign -in-sheet for your child must be
completed at the desk. List any pertinent information the caregiver should know (i.e., warm
bottle, feeding time, soothing techniques, known allergies) and where you can be located in
the church building. Notify us of any special health conditions or of any custody issues. |If
you are a new member or visit with us on a regular basis, we ask that you complete a Nursery
Registration form so we have the information we need to best care for your child.

Safety Procedures:

e Parents ONLY must sign their child in and out. We have volunteers that work in
the nursery and preschool area that may not be familiar with siblings or other fam-
ily members. To ensure your <childods s
special instructions for drop off or pick up.
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Nursery/Preschool Guidelines:

Our rule is 2 adults in each classroom.

Children are not permitted to leave the classroom without an adult leader.

A leader must accompany children to the bathroom from the class.

Mal es of any age are not all owed to c
NO ONE is to enter the nurseries except the caregivers and the children.

All staff, paid and volunteer, must be screened and trained as stated in the
MBUMC Safe Sanctuary policy.

We utilize a vibrating pager system. These are distributed at the sign in desk. You
will be notified immediately should an emergency arise or if your child appears to
be upset and cries continuously.

Reservations-Childcare is also provided for children preschool age and younger
during Wednesday night programs, bible studies, and most special events by reser-
vation. The weekly calendar, found in the newsletter, indicates when a nursery is
provided. Other church activities must reserve the nursery 48 hours prior to the
event. Please do this by calling the Director at 4774188 Ext. 114. You may leave a
message at any time of the day with vy
your phone number. If you do not receive a call back, you have a reservation.
Limited space available. If necessary, please cancel your reservation as soon as pos
sible by leaving a message at the same number.

Bring a change of clothes for all children including socks and at least 3 diapers or
pull -ups if your child is not potty trained. Label ALL items in their diaper bag, in-
cluding bottles, cups, pacifiers, and diaper wipe containers.

We DO NOT potty train the children! The staff workers and volunteers cannot be
held responsible for potty training your child. We do encourage the process with
positive reinforcement and verbal praise but only bring your child in cloth under-
wear if they have successfully trained at home.

Pl ease make sure you have groomed you
spreading of germs and infection.

Please do not send snacks, lunches, or drinks in glass containers.

We ask that you do not bring personal toys from home to the nursery or preschool
to prevent them from being broken or lost.

Pl ease refrain from o0checking in onbé
ately if an emergency should arise. Seeing you in the doorway but not getting to
leave the nursery can be upsetting!

Snacks-We provide diluted apple juice, juice boxes, cookies, and cheerios refresh-
ments. Please notify us of any food allergies or special conditions your child may
have.

Children are not allowed to be left unattended for any reason! The church can-
not be responsible for the safety of children left alone.
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Childcare for Elementary Children

It is the policy of the church for the Preschool and Nursery ministries to offer childcare
to children 5 yrs. old and younger. However, childcare for elementary aged children (up to
12) must be organized by event leader with the Director of Preschool and Nursery in advance!
For the safety of the children, the following guidelines will apply:

e All children must be checked in one at a time in the nursery area with a nursery
worker.

e Children must remain in the nursery area and/or with their assigned worker at all
times. If a child refuses to remain in the nursery area or with worker, we will no-
tify the parent immediately.

e You will be responsible for provided childcare for your child if he/she refuses to
stay with a nursery worker or if your child is over 12 yrs. of age.

o We ask parents of elementary aged children to please bring something to entertain
your child. The nursery/preschool area is supplied for children 5 and under.

lliness Policy

Children are a priority a Martha Bowman. We want to care for and love your child as
God has asked us to do. Your cooperation is essential for a healthy, safe environment. Health
guidelines have been established to safeguard the health of children, staff, and to comply with
State and county regulatory requirements.

Your child should be kept at home when he/she has symptoms of a cold, an infection,
or any contagious illness. Please let us know if your child does come down with a contagious
illness so that we may notify other parents. We understand how difficult it may be for work-
ing parents to provide childcare for a sick child but to minimize the spreading of illnesses
among our children we ask you to comply with these guidelines. Please keep your child at
home if your child has been ill within the past 24 hours!

Some signs of illness in a child are:

e Unusual fatiguef/irritability

e Fever

e Excessive coughing or sneezing

e Runny nose with green discharge

e Green discharge or matter from eyes

e Vomiting or Diarrhea

e Inflamed mouth or throat

If your child is on medication or has special needs, please notify the caregiver or
Director. It is important to us to meet vy
your chil ddés protection. By following the
a healthy environment at church. We appreciate your support!
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Medical Procedures

Typically an injury can be treated with a little tender loving care, a cool cloth, ice or a
band-aid. We keep a well-stocked first aid kit in the Nursery room 125. Please treat the child
and complete an 00Ouch Reporté. These repo
copy to the parent and the other to the Nursery and Preschool Director. Please talk with the
parent upon their arrival and let them know what happened. Keep in mind that we are not
authorized to dispense over the counter or prescription medications.

Serious injuries involving a broken bone, convulsions, fainting, unconsciousness or
other serious body injury should be treated as follows:

1. Keep calm and keep children and the injured person as calm as possible. Speak
assuring to the child.
Do not move the injured child and do not leave them alone.
Send fellow teacher to the office to find Director.
The Director will call the parent or 911 if needed.
The Director will refer to the parents for details on the doctor or hospital prefer-
ences.
If the child is to be transported to the hospital and the parent cannot be located in
time, the Director or Martha Bowman staff will accompany the child to the hospi-
tal.
7. The Nursery/Preschool Director will follow up with the parent.
The volunteers and staff members involved in the emergency should write out a
report on what happened immediately following the emergency.

abkrwn

o

\olunteers

Volunteers are always needed in Preschool and Nursery ministries. Volunteers are
asked to assist the caregivers in sharing
songs, playing games, leading Sunday school classes, etc. Please note that our Volunteers do
not change diapers! Youth volunteers are welcomed! All adult volunteers must be members
of our congregation or actively attending for at least 6 months. All volunteers have to com-
pl ete an application and cri minal backgrou
Ruleo6o at all times so that no adult is eve
ately report to the Director any behavior that seems abusive or inappropriate.

Helping parents connect little hearts to God!

Al l of Martha Bowmands Preschool and Nu
with parents to impress Godo6s promise upon
day school classes, family events, and Wednesday night programs are designed to help par-
ents grow the family spiritually closer to God.
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Helping parents connect little hearts to God!

All of Martha Bowmands Preschool and Nu
with parents to i mpress Godods promise upon
day school classes, family events, and Wednesday night programs are designed to help par-
ents grow the family spiritually closer to God.

e Sunday School

During the 8:30am service, all children are kept in the Nursery area. A Nursery staff
member will escort those children staying for Sunday school at 9:30am and/or 11am to their
class. All children should be signed in at the nursery desk upon arrival. Children are wel-
come to attend Sunday school at both service hours.

At 9:30am and 11:00am, the 2K, 3K, and 4K will participate in our Sunday morning ad-
venture, owWwheeeBchilGdren hear, see, and 1|
dance, laughter, handson acti vi ties, worship, and pray
lives to the Bible stories.

o Wednesday Night
Pre-K Choir meets weekly at 5:15pm during the school year for music and movement.
ltds a celebration!

Bug-Out is an opportunity for children 2K -4K to learn Bible studies through exciting
games and worship. The children begin fellowship by sharing dinnertime as a gro upat
6:30pm.

Enlisting the Family

The Nursery and Preschool Ministry is more than diapers and toys, the ministry
touches lives for eternity! We welcome your questions, comments, or suggestions, and we
will do our best to implement those ideas which will best serve the needs of the children.

Pl ease cal l the Director, Jenni fer C o wal®ql
ext. 121

-
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Mot her s Morning Out

The Mothero6s Morning Out Program is a s
gram has been successful for many years. The Director of Preschool and Nursery is Jennifer
Cowan and the Administrative Assistant is Robin Martinez. We, as a team, strive to provide
the best childcare program for your little loved one. Thank you for your interest in Martha
Bowmands Mot herds Morning Out. I f you hav
anyway please feel free to contact us here at 4771901 Ext. 121.

A non-refundable $25.00 registration fee for summer and $50.00 for fall registration
will be charged each year at registration ($75.00 for both). Registration for additional children
is $12 for the summer and $25 for the fall. In the event a child enters our program after regis-
tration, the fee will be prorated at $5.00 per month. The tuition rate is $58/month for one day
and $116/month for two days. The tuition rate for additional children is $48/month for one
day and $96/month for two days.

Children will be divided in separate groups, according to age and ability. Two MMO
teachers will be responsible for the children in their group at all times. The Director of Pre-
school and Nursery will be available to assist, as needed. A morning snack of diluted apple
juice with cookies, goldfish, or Cheerios is provided. Please notify us as soon as possible of
any allergies or if you feel this is not an appropriate snack for your child.

THE RULESOF MMO:

1. Retain the spirit of a cooperative organization -everyone working together.

2. The number of children is limited to 30 per day.

3. MMO is | imited to children ages 9 month
falls after September 1, he/she can remain in the program through his/her fourth year.
We follow the public school systemds ca

4, Children may attend one or two sessions per week as long as there is available space.
Watch your c¢childbds classroom door for n

the day that your child does not attend. In the event of an absence, you may try to sell
your slot to another child that is enrolled in the MMO program.

5. There will be no swapping from one day to another unlessyou are purchasing the day
from another person already in the program. You may not sell your day to anyone
outside of the program.
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10.

11.

12.

13.

14.

MMO Angel 6 Each child will be assigned one day during the year (twice if he/she
comes two days) for the parent to be on call as the MMO Angel. This parent will be
needed to substitute in the event of a
$15 towards tuition.

Our program begins at 9:30 and dismissal is at 1:30- no later. If you are running late,
please notify as soon as possible. The first time is forgiven, after that we will charge
$1.00 per minute you are late. With each late pickup, you will be given a notice by the
coordinator. Five late notices will result in termination.

I't is imperative to put your chil dds na
ets, and sweaters. A bottle will not be given unless it is clearly marked with the
chil ddés name. All food or dNdgladsgleasal s t

Bring an extra change of clothes, atleast 3 diapers, and a change of underpants each
time. Spills happen, so this applies to children of all ages. Pull-ups only, no cloth
training pants are allowed. It is recommended that sandals not be worn to prevent
injury on the playground.

We cannot accept responsibility for toys or blankets your child brings. Try to discour-
age this if possible. If your child uses a pacifier, it must be clearly marked with the

childdéds name and attached with a pacifi
Lunch- Please bring a lunch box or insulated lunch sack with freezer packs labeled

with your childds name. Pl¥asedo not send drink haxesi
or squeezedrinks. Chi |l dren eat only what you se

lunch, please include food easy to digest and food that he/she likes. Use only plastic
containers - no baby food jars. Drinks should be in a container with a top (Sipper
Cup, thermos with a straw, or plastic sippers).

Do not bring sick children . If the child has vomited, had diarrhea, fever, or green dis-
charge from the nose in the past 24 hours, please do not bring your child. If your
child has a temperature or shows signs of iliness, you will be contacted and your child
will be removed form his/her classroom to prevent the possibility of spreading

germs. The emergency number that you leave on the signin sheet must be USABLE.
If a parent or emergency contact is unreachable, this will be documented and re-
viewed with you. Please help us minimize the spreading of germs! Remember - this
is for your childds health and safety!

You must give at least a 2 week notice in writing when you are getting out of the pro-
gram, so that we can replace your child. This will make our program run smoothly
and help keep costs down.

Please do NOT forget to leave an emergency contact. In the event of an emergency,
we must be able to contact someone.
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15.

16.

17.

18.

19.

The only form of discipline that wil!/l b
vise us if this is a problem. Time out is used when safety is an issue or when several w4
have been given, (to be kind or share, etc.)

dren in Martha Bowmands MMO program
the program after him/her Aforcefully t
oneds health and safety.

We must have immunization documentation (Form 3231) on file when you register. Theg
cords must be kept updated; within 30 days of new immunization. These forms are avai
your childdés doctordos office.

If you have any ideas or suggestions as to how our program can run more smoothly, ple
dress them to Jennifer Cowan or Robin Martinez.

e used
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Please be advised that medication of any kind cannot be given by any member of the MMO staff.
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Under construction . . .




Section V: Administrative (Church) Council

The Church Council provides for planning and implementing a program of nurture,
outreach, witness and resources at Martha Bowman. It envisions, plans, implements and an-
nually evaluates the mission and ministry of the church. The church council functions as the
administrative agency of the charge conference.

The chairperson of the church council is elected by the charge conference annually.
Responsibilities of the chairperson is outlined in the Book of Discipline of the United Method-
ist Church, 251.3, pages 159.60.

The church council must meet at least quarterly. The chairperson or the senior pastor
may call special meetings. The members present and voting at any duly announced meeting
constitutes a quorum The membership includes but is not limited to the following:

e Chairperson of church council

e Lay leader

e Chairperson or representative of SPRC

e Chairperson or representative of Finance

e Chairperson or representative of Trustees

e Church treasurer

e Lay member to annual conference

o President or representative of United Methodist Men
e President or representative of United Methodist Women
e Representative of the United Methodist Youth

e The Pastor(s)

Specific duties and responsibilities of the church council are outlined in the Book of
Discipline of the United Methodist Church, 252.1fi 252.5, pages 161.62.
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The Board of Trustees is responsible for the supervision, oversight and care of all real
property owned by Martha Bowman and all the property and equipment acquired directly by
the church.

The Board of Trustees are responsible for the annual review of the adequacy of the
property, liability and crime insurance coverage on the church owned property, buildings and
equipment. They, also, review annually, the adequacy of personnel insurance. The purpose
of these reviews is to insure that Martha Bowman , its properties and its personnel are prop-
erly protected against risks. The Trustees reports the results of its reviews and any recommen-
dations it deems necessary to the charge conference.

Specific duties of the Board of Trustees are outlined in the Book of Discipline
of the United Methodist Church, 2529-2532, pages 68%690.

Contact the Chairperson of the Trustees with issues that are church plant related.
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The committee on Finance is elected annually by the charge conference upon recom-
mendation by the committee on lay leadership or from the floor, composed of the chairperson,
the pastor(s), a lay member of the annual conference, the chairperson of the church council,
the chairperson or representative of the SPRC, a representative of the Trustees as selected by
the trustees, the chairperson of the ministry group on stewardship, the lay leader, the financial
secretary, the treasurer, the church business administrator and other members added as the
charge conference determines. The Finance chairperson is a member of the church council.
The financial secretary, the treasurer and church business administrator are members without
vote.

All financial askings to be included in the annual budget of Martha Bowman are
submitted to the Finance committee. The committee compiles annually a complete budget for
Martha Bowman and submits it to the church council for review and adoption. The finance
committee is charged with the responsibility for developing and implementing plans that will
raise sufficient income to meet the budget adopted by the church council and administer the
funds received according to instructions from the church council.

Specific duties of the committee on finance are outlined in the Book of Discipline of the
United Methodist Church, 259.4, pages 177179.

Contact the Finance committee chairperson concerning church finance questions and
comments.
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The Staff Parish Relations committee is elected annually by the charge conference of
Martha Bowman. Those serving must be professing members of Martha Bowman and en-
gaged in and attentive to their Christian spiritual development so as to give proper leadership
in the responsibilities in which the SPRC committee is entrusted.

The committee is composed of not fewer than five nor more than nine persons repre-
sentative of the total charge. In addition, the lay leader and a lay member of the annual con-
ference shall be members. No staff member or immediate family member of a pastor or staff
member may serve on the committee. The SPRC committee must meet quarterly and any ad-
ditional time at the request of the senior pastor, the district superintendent, the chairperson or
any other committee member.

Specific duties of the SPRC are detailed in theBook of Discipline of the United Meth-
odist Church , Administrative Committees, 259.2, pages 173177.

Please contact the Chairperson of SPRC for any subject that is employee related.
Meetings are in closed session and information shared shall be confidential
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PRIVACY POLICY

Martha Bowman is committed to protect the privacy of everyone from whom we col-
lect personal information. We value the trust of those with whom we deal, and of the public,
and recognize that maintaining this trust requires that we be transparent and accountable in
how we treat the information that we have in our files.

During the course of activities of our various ministries, we frequently gather and use
personal information. Anyone from whom we collect such information should expect that it
will be carefully protected.

Protecting your privacy means:

We keep personal information in strict confidence

e We do not rent, sell or trade our mailing lists

You have control over how we obtain and give out information about you
You have access to the information we have about you

Providing your e -mail address will enhance timely communication between us. Com-
muniqués will be limited to worship service time changes, special events, funeral arrange-
ments of MB members, newsletters, special prayer requests and others as approved by the
Senior Pastor. Please complete the following registration, place in the offering plate or mail it
to the attention of:

Kim Smith, Director of Communications

Martha Bowman Memorial UMC
2008 EMail Registration

First Name * Last Name*
Address*

City * State* Zip Code *

Home Phone* Mobile :

Primary E -mail *

Secondary Email

* Required Information
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WEDDINGS AT MARTHA BOWMAN
MEMORIAL UNITED METHODIST CHURCH

The Christian marriage ceremony is a service of worship in which is celebrated the most sacred
human covenant into which a man and a woman can enter. God has ordained that a man and a woman
may enter together into marriage, pledging their love and promising fidelity each to the other, as long
as they both shall live. When a marriage is performed in the context of Christian worship, the relation-
ship is blessed by God, and the couple receive
duties of life together.

It is the desire of the members and staff of MBMUMC that your wedding on this sacred site be
deeply spiritual and memorable in beauty. For that reason, the services of our Wedding Coordinator
are required for all weddings at any of our facilities. This is to make sure that the policies of MBMUMC
are enforced, and to see that your wedding day goes as smoothly and with the least amount of stress as
possible.

We wish for you all the joy and true happiness which Christ is able to bring to your relationship
and home.

OUR WEDDING STAFF

The services of our Wedding Coordinator and our Church Custodian are the only two Martha
Bowman staff personnel who are required for weddings. We do offer a variety of other services and
personnel which will be discussed with the Wedding Coordinator who will then make those arrange-
ments. She will also have recommendations of outside services and recommendations, however, it will
be your responsibility to contact those individuals on your own and make those arrangements. The
Wedding Coordinator will be available to you to meet with those outside sources (i.e. florists, photogra-
phers, caterers, etc.) should you so desire. These appointments should be made directly with the Wed-
ding Coordinator in advance so that she can schedule her calendar accordingly.

All details that involve any part of the wedding and reception at Martha Bowman should be
addressed directly to the Wedding Coordinator.

Fees for soloists and other musicians should be discussed with the musicians prior to rehearsal.
of the florists and photographers.

You are not required to use the services of
minister must be an ordained member in the Christian faith. Should the wedding be performed by any
of the ordained ministers of MBMUMC, there are three requirements:

1. The couple will fill out a pre -marital inventory form ($35 charge) which the pastor will
have analyzed prior to counseling sessions to determine areas of focus during counsel-
ing. The couple should make direct contact with the minister by calling the church at
477-1901 at least six weeks in advance of the wedding to arrange for the inventory and
to make appointments for counseling sessions.

the p
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2. The couple must attend pre-marital counseling sessions with the presiding pastor. Ap-
pointments for pre -marital counseling should be scheduled well in advance of the wedding. It is the
responsibility of the bride and groom to phone the minister directly for these appointments.

3. The couple must attend Christian church services during the period of engagement; pref-
erably Martha Bowman; if this is unreasonable due to the couple residing outside the Macon area, an-
other Christian church will be suitable)

e SCHEDULING THE WEDDING

A couple wishing to be married at Martha Bowman Memorial United Methodist Church
should first contact the Wedding Coordinator. Tentative clearance may be given by phone, following
staff approval, but a final reservation can be confirmed only after an initial interview is held with the
Wedding Coordinator when she will go over the requirements and clarify any questions that you may
have. She will also provide you with a form which must be completed, signed and returned, along
with a $200.00 deposit, for approval by the church staff before any formal announcement or arrange-
ments may be made. This is a norrefundable deposit, however, the $200.00 fee does apply toward
total fees for the wedding. If the services of the ministers of MBMUMC are desired, those arrange-
ments should be made at the time the wedding is scheduled to make sure that there are no conflicts
with the ministerds calendar. It is strongly
with any visiting minister at that time as well.

e REHEARSAL

As stated before, all persons marrying at Martha Bowman UMC will be required to engage our
Wedding Coordinator to direct the wedding. The Wedding Coordinator will be responsible for mak-
ing arrangements concerning the use of the church with the florist, caterer, as well as directing the
wedding. The bride is responsible for making arrangements with the Wedding Coordinator for both
the rehearsal and the wedding.

We ask your help in assuring that the rehearsal begins on time and lasts no longer than one
hour. We recommend that all members of the wedding party gather at least fifteen minutes prior to
the rehearsal so that the rehearsal may proceed on schedule.

o« FLORISTS, CATERERS, PHOTOGRAPHERS, VIDEOGRAPHERS

It is also the responsibility of the bride to contact the Wedding Coordinator for any referrals or
suggestions for florists, caterers, photographers, etc. The bride will then be responsible for making
contact with and establishing appointments with the desired individuals or agencies. Should the bride
desire to utilize the services of an agent who is not familiar with the policies of MBMUMC concerning
their involvement in the wedding, the Wedding Coordinator will be happy to meet with you to make
sure that the policies are understood prior to the service.

recomme .l
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e OPENING OF THE CHURCH

The Wedding Coordinator will discuss the proper time for opening the church on the day of
the wedding. For an evening wedding, after 5:00 p.m., the church will be opened no earlier than 12:00
noon in order for the florist to come in and decorate and allow time for the custodian to touch up the
sanctuary after decorations are in place. For a late morning or early afternoon wedding, the church
will be opened no earlier than 9:00 a.m. Should the sanctuary not be in use the day prior to the wed-
ding, arrangements can be made with the Wedding Coordinator for possible set up on the day of the
rehearsal.

Should an earlier opening time be requested on the day of the wedding, additional charges
will apply. This should be discussed in full detail with the Wedding Coordinator at the pre -wedding
planning meeting, at which time she will establish a fair and equitable fee according to your particular
request.

« DECORATIONS

We believe that simplicity is the key to beauty. The less decoration, the more beautiful the
wedding will be. The florist should check with the Wedding Coordinator pertaining to the time for
decorating the church sanctuary. The altar may not be obstructed in any way , and arrangements may
never be placed in front of the hanging Cross on the wall in the front of the sanctuary.

If candelabras are used, only dripless or tube candles are to be used in the candelabra. A largg
plastic sheet must be placed under each candelabra. The bride and groom are responsible for any
damage done to the carpet or furnishings due to wax.

Should the use of candles in the windows be desired, pillar candles must be contained inside
of glass containers. These containers must be approved by the Wedding Coordinator prior to their
being placed in the windows.

No tacks, tape, or nails may be used either on the windows, doors, or pews .

The Altar, the Pulpit, and the Lectern are sacred and permanent part of our worship services
and may not be moved under any circumstances. Pews may not be removed, but chancel chairs may
be rearranged or removed with special permission from the Wedding Coordinator. The use of the
Kneeling Bench is available for your use, but is not required.

All decorations should be removed and the building cleaned immediately after its use. It is
the responsibility of the bride to make sure that the florist removes any of their equipment immedi-
ately following the ceremony. The services of the MBMUMC Custodian are required to be engaged
by the bride to make sure that the facilities are in perfect order for your wedding and to make sure that
the building has been properly cleaned and in order following the ceremony. Those making reserva-
tions will be responsible for leaving the property and equipment in perfect order.
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o REHEARSAL DINNERS

The upstairs and downstairs Gathering Spaces are both available for use for Rehearsal Dinners.
The bride is responsible for making arrangements with the florist and caterer for their services during
the dinner. The services of the MBMUMC Custodian are also required for set-up and clean-up follow-
ing the Rehearsal Dinner. The services of the MCMUMC Wedding Coordinator are also required to
oversee the use of the building during the entire time that it is occupied. Arrangements for the Re-
hearsal Dinner to be held at MBMUMC should be made with the Wedding Coordinator who will then
make the proper reservation through the church office.

e USE OF THE CHURCH SOUND EQUIPMENT

Should use of the church sound equipment be required (microphones, CD Player, VCR or DVD,
etc.) you be required to engage the services of one of the MBMUMC certified sound technicians. Fees
for the sound technician are printed in the Schedule of Fees in this booklet. That fee includes the techni-
ciands presence at the rehearsal so that sound
required equipment is known by the technician.

Should additional sound services be required for Rehearsal Dinners and/or receptions, those
fees should be discussed with the Wedding Coordinator and a fair and equitable fee will be established
in advance of the required services. The Wedding Coordinator will then make the arrangements with
one of the proper technicians.

The services of the MBMUMC Custodian are required to be engaged by the bride to make sure
that the facilities are in perfect order for your wedding and to make sure that the building has been
properly cleaned and in order following the ceremony. Those making reservations will be responsible
for leaving the property and equipment in perfect order.

e RECEPTIONS

The Upstairs and Downstairs Gathering spaces and the Christian Life Center are available for
receptions following weddings at MBMUMC. The Downstairs Gathering Space will accommodate ap-
proximately fifty (50) people, the Upstairs Gathering Space will accommodate approximately one -
hundred (100) people and the Christian Life Center will accommodate approximately four -hundred
(400) people. Arrangements for receptions held at the church are to be made in consultation with the
Wedding Coordinator, who will be present to consult with the florist, caterer, and to oversee the use of
the kitchens and other church facilities used for the reception. The services of the MBMUMC custodian

| evel s

are required for all receptions. The Custodiamnds basi

receptions require extensive setup, an additional charge may apply. This should be discussed with the
Wedding Coordinator and a fair and equitable fee will be established.

Caterers must bring their own supplies (cooking utensils, paper products, etc.) The areas that
are used must be left as they are found. ALL TRASH must be taken outside and disposed of in the
church dumpster.
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e MISCELLANEOUS INFORMATION

No rice may be thrown at weddings. Birdseed is an acceptable alternative outside the
church as long as its containers are swept up and disposed of immediately following the wedding.

Indoors, fresh flowers may not be strewn on the floor or the carpet. Silk flowers are a suit-
able alternative. Silk flower petals must be reclaimed following the wedding.

The couple is responsible for making sure that everything is left in the same condition as it
was found.

NO ALCOHOLIC BEVERAGES are allowed anywhere on the MBMUMC property, either
inside or outside the buildings. Smoking is prohibited in all of the church buildings. Ash/cigarette
containers are located outside the doors of the church and all ashes and cigarette/cigar butts must be
disposed of in one of these containers.

« WEDDING MUSIC

The music in a wedding should be of a nature that is reflective of the highest standards for
any act of worship. The text of any music sung should be of a spiritual nature. All styles and selec-
tions are subject to the approval of the Wedding Coordinator and the Director of Music Ministries.
The organ, piano, keyboard, CD tracks or cassette tracks may be used in the sanctuary. The digital
keyboard, CD tracks, and/or cassette tracks may be used in the Christian Life Center. Advance no-
tice is required for use of all of these instruments and playback options. The complete sound system
is available for use in the sanctuary and the Christian Life Center, however, only trained and certi-
fied Martha Bowman operators are to be used. There will be no use of these systems without these
persons as operators. Members of the wedding party or relatives may not operate the sound and/or
lighting systems.

Arrangements for musi c must be made throu
Director of Music Ministries. The Bride and Groom are responsible for making an appointment well
in advance of the wedding for the purpose of planning suitable music. The music form in the packet
must be filled out and given to the Wedding Coordinator four weeks prior to the wedding date.

The services of MCMUMCOGs organi st are enc
Guest organists must be approved by the Wedding Coordinator and the Director of Music Minis-
tries. If the organist at MBMUMC is not available to play, several names of
alternate organists will be provided.

yh MCMU|I
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Should it be the desire of the Bride and Groom, we are able through our contacts to book pro-
fessional instrumentalists from the Macon, Atlanta, and Savannah areas as either soloists or ensemble$
for your wedding. Due to the time and equipment necessary to book and place an ensemble or soloist,
a charge will be made for this service. This charge can be made as a contribution to the Martha Bow-
man Music Ministry. Eight weeks notice is necessary for this service, and a minimum of $200.00 is
suggested for this service.

The Christian Life Center stage is available for either weddings and/or receptions. Arrangements must
be made the Wedding Coordinator and the Director of Music Ministries to establish designated and
approved areas for the use of reception type musicians.

« PHOTOGRAPHERS/VIDEOGRAPHERS

The bride must instruct her photographer that flash pictures are not permitted in the sanctu-
ary during the service. One time exposure of the ceremony may be taken from the back of the sanctu-
ary. No one may stand on church furniture to take pictures.

Videotape machines may be used to record the service if the following guidelines are observed:

e The equipment shall be placed in the back of the sanctuary or in the rear of one of the side
wings. Un-manned cameras are allowed in the Chancel Choir loft.

e The equipment shall not obstruct the view of worshipers.

¢ No artificial lights may be used.

o GUIDELINES FOR USE OF CHURCH NURSERY

The church nursery may be available for the rehearsal, rehearsal dinner, wedding, and
reception. Arrangements for nursery facilities must be made at the time of your appointment with the
Wedding Coordinator, who will give you a list of nursery guidelines. Please use the forms in the back
of this pamphlet to reserve a nursery and return to the Wedding Coordinator.

These guidelines are provided so that we can make your nursery visit a happy experience for
you and your child.

The nursery at MBMUMC will be available during the rehearsal and wedding ceremony for
preschool-age children and handicapped or special needs children. Arrangements for use of the
nursery facilities must be made at the time of your appointment with the Wedding Coordinator. The
Wedding Coordinator will relate the needs directly to the Director of Nursery/Preschool Facilities. The
guestionnaire must be given to the Wedding Coordinator no less than four weeks prior to the wedding.
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The nursery may also be available for the rehearsal dinner and the wedding reception held at
the church. For safety and liability reasons, we require the use of our the MBMUMC certified Nursery
Technicians any time the nursery is used. It is required that there be at least two Nursery Technicians
on duty at all times during the use of the nursery. Should a large number of children be expected,
additional attendants will be required.  There is a required minimum of two hours for the nursery to
be open. Arrangements for opening and closing times of the nursery should be made through the
Wedding Coordinator who will then make the proper arrangements with the Director of Nursery/
Preschool Facilities.

All food, drinks, and bottles will be furnished by the parents or person responsible.

e PAYMENT OF FEES

It is required that all staff fees be paid in separate checks to the Wedding Coordinator one week
prior to the wedding. Checks should be placed in separate envelopes and given to the Wedding
Coordinator who will then distribute them to the appropriate individuals.
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Facilities:
Weddings
Sanctuary
Parlor

Staff:

Christian Life Center
Wedding
Reception

Prayer Garden Wedding
Gathering Space

Upstairs
Downstairs

Minister

Staff Organist
Wedding Coordinator

Sound Technician

imperative.)
Custodian:
Wedding $150.00
Wedding & Reception $300 and up (depending on specific requirements)

Rehearsal Dinner

SCHEDULE OF FEES

MBMUMC MEMBER FEES

No Charge
No Charge

$250.00
$400.00

No Charge

No Charge
No Charge

$300.00 (Minimum)
$200.00( Rehearsal and Wedding)

$350 (Rehearsal and Wedding Only)
$450 Rehearsal, Wedding and Church Reception
$100 (Rehearsal Dinner)

$150.00 Rehearsal and Wedding)

(You are not required to use the sound system, however,
should its use be required, use of our certified technicians is

$100
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Rehear sal Di n n e$45.00 penhdur per attendant (2 hour minimum)
Martha Bowman requires the use of our certified attendants and re-
quires a minimum of two attendants each time the nursery is opened.
Arrangements can be made for nurseries for both the rehearsal gvening
and for the wedding. These plans should be made known to thé Wed-
ding Coordinator at least four weeks prior to the wedding and she will
then in turn make the proper arrangements with the Director of Nurs-
ery/Preschool Facilities. Should the nursery be cancelled after afrange-
ments are made, there is a 48 hour notice required or the payment is
still required to be made in full for all the attendants who have |been
scheduled.

The Wedding Coordinator can be reached by calling either of the following numbers.
There is voice mail on each number so should she be unavailable, please leave a message and
she will promptly return your call.

Pam Pilcher, Wedding Coordinator
Martha Bowman Memorial United Methodist Church

Home: (478) 9353836
Cell: (478) 3165471
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Facilities:
Weddings
Sanctuary
Parlor

Christian Life Center
Wedding
Reception

Prayer Garden Wedding

Gathering Space
Upstairs
Downstairs

Staff:
Minister
Staff Organist

Wedding Coordinator

Sound Technician

Custodian

Wedding

Wedding & Reception
Rehearsal Dinner

Martha Bowman requires the use of our certified attendants and requires a minin
two attendants each time the nursery is opened. Arrangements can be made fof
ies for both the rehearsal evening and for the wedding. These plans should
known to the Wedding Coordinator at least four weeks prior to the wedding al
will then in turn make the proper arrangements with the Director of Nursery/Pres

SCHEDULE OF FEES
NON -MEMBER FEES

$400.00
$100.00

$350.00
$500.00

$150.00

$200.00
$100.00

$300.00(Minimum)
$200.00(Rehearsal and Wedding)

$350(Rehearsal and Wedding Only)
$450(Rehearsal, Wedding and Church Receptia
$100(Rehearsal Dinner)

$150.00(Rehearsal and Wedding)

(You are not required to use the sound sys
however, should its use be required, use of our
fied technicians is imperative.)

$150.00
$300 and up (depending on specific requirement
$100.00

$15.00 per hour per attendant (2 hour minimum

em,
certi

s)

hum of
nurser-
be made
nd she
chool

Facilities. Should the nursery be cancelled after arrangements are made, ther¢ is a 48

hour notice required or the payment is still required to be made in full for all the
dants who have been scheduled.

atten-
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The Wedding Coordinator can be reached by calling either of the following humbers.
There is voice mail on each number so should she be unavailable, please leave a message and
she will promptly return your call.

Pam Pilcher, Wedding Coordinator
Martha Bowman Memorial United Methodist Church
Home: (478) 9353836
Cell: (478) 3165471
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<‘7 Martha Bowman Memorial UMC
Program Ministry Planning

Please complete form and submit té€Carol Maynard . revised 4/01/2009

Completion of this form helps assess yours needs as well as those of the staff assisting you. Activities will be recom-
mended for approval based on their compliance with the stated goals and policies of the church. Also, we consider
the availability of the church facilities and services. Planning sheets received within two weeks of the date of the
activity will not be publicized in church literature. Affirmation will be sent by email or phone call.

Event Information (Information in bold will be publicized in church literature) This is a norChurch event.

Name of Activity:

Date of Activity: Reservation Time for Facility Usage Event Time:

This is a recurring event. (Please list all dates)

Room Requested: Estimated Number of People Attending:

Purpose of Event:

Il's this event a fundraiser? i Yes | N o

Room Setup(Space will be setup for the number of people listed above)

I Chairs I Podi um _
I Round Tables # _ _Speci_al Setup: Di agram
I Ri sers I 8 f#t _tabl es #

Contact Information

Event Contact Person:

S

Staff Contact Person:

Event Contact Phone Number:

Event Contact Fax #:
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<‘7 Martha Bowman Memorial UMC
Program Ministry Planning
Page 2
Special Requests
I Food Service: Catered Name of Caterer:
Phone #
Type of food: Exact Serving Time:

Number of people expected to eat:

I Parking Spaces -fFridayl8p0afmb500penv)e HotvmanyPo nd ay

I Nursery (Birth to Kindergarten)
I Request by reservation
I Speci al Event (Please complete & attach the Nur
I Worshilp Ser@hwerch wide event

I A/'V Equi pment

I TV/ VCR/ DVD (Pl easMi cii 0 gh @hed Lapel H Lol
| Over head Projectdr Screen I Dry Erase Boar
| Sound System ! Lighting
I Equi pment for Power PoAundti oPrCeDsent ati on
| Church Vehicles (Pl ease complete and attach the Re

T Ot her Requests

Submitted by: Date:
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<‘7 Martha Bowman Memorial UMC
Program Ministry Reservation Change Form

Please complete form and submit t€arol Maynard .

Please understand that this form is necessary to more accurately provide for the needs of your ministry
event. The more detail you can provide us with, the better we will be able to accommodate the needs of
your ministry. Also, to ensure adequate staffing and availability of the church facilities, we ask you give a
minimum of two weeks notice before the date of the activity.

Name of Activity: Previous Date of Activity:
Previous Time of Facility Usage: Previous Event Time: Previous Room Requested:
New Information ( Pl ease i ndicate whiclaitteems nedd meo bé wpdat é
New Date of Activity: New Time for Facility Usage:
New Event Time: New Room/Location Request:
Dates for recurring, regularly scheduled meetings:
I Room Set uRlease mdicatg setup.
| Chairs only | # Podi um __
| Round Tabl esl # Special_ Setup: Diagram is includ
I 8 ft tables | # Risers
I A/ V Re qu éBlaase Gticate eqaipment needed.
I ____TV I/ VCR/DVD I Microphbelkd T Hapel
! Over head Projectdr Screen I Dry Erase Board
! Sound System I Lighting
|

Equi pment for PoweriPoiAwutdiPRr eCsDe nt aCtaissret t e

I Food Service Change
Previous Estimate of Number of People Eating: Updated Estimate of Number of People Eating:

Other:

Other Changes

Submitted by: Date:
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¢ Martha Bowman Church Non-Member Facility Usage Agreement

PURPOSE: Thi s agreement gives permission to groups, organi
seen by Martha Bowman Memori al Uni ted Methodist Church
MBMUMC. Users of the facilities with the permission of MBMUMC do so with the full knowledge that losses or

liabilities incurred by the User are not covered by the local church.

This agreement is entered into on this day of of the year , by and between MBMUMC and:

Name:
Address:
Phone #:
Fax #:
E-mail;

WHEREAS MBMUMC is the owner of building located at the address printed above; and WHEREAS the User
desires to use said facilities on the terms and conditions set forth.

NOW, THEREFORE, in consideration of the mutual promises contained herein and other good valuable considera-
tion the parties hereto agree as follows:

1. MBMUMC will make available to the user the following facility:

2. User agrees to indemnify and hold MBMUMC harmless fr
fees arising out of Useré6és use of the above premises
the parking facilities on or adjacent thereto.

3. The User understands that the responsibility to obtain liability and property insurance is upon the User. ltis
not the duty or responsibility of MBMUMC to insure t
the User obtain its own liability and property coverage for its use of the facilities.

4. The User agrees to abide by and obey all laws, ordinances, and regulations promulgated by any government
unit having jurisdiction in the locale of MBMUMC, and will not engage in any activities in violation of such
laws, ordinances rules and regulations.

5. I f any of the Usero6s activities at MBMUMC, wil!/ p
persons other than their own parents or guardians, t
Safe Sanctuaries Polidgr the prevention of child abuse, or (b) supply a copy of its own child abuse
prevention policy which is subst ant SatlSdngtuarges Rolicy ar i n

and certify compliance by signing below.

IN WITNESS WHEREOF, the undersigned parties have executed the Agreement as of the day and year first above
written.

Signature of MBMUMC Representative Print Name of Representative

Signature of User 6s Repr es Address of Representative

Representative Phone # City and Zip
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¢ Martha Bowman Memorial UMC
Repair and Maintenance Request
Please complete form and submit t&khonda Dorminy.
Completion of this form helps Church Administration and the Board of Trustees to assess your request and facilitate
the repair requested as soon as reasonably possible. Maintenance and Repairs will be recommended for approval

based on their compliance with the stated policies of the church. Affirmation will be sent by email or phone call.

Facility Repair Request: Facility Maintenance Request Computer repair
Vehicle Repair Request Vehicle Maintenance Request Equipment repair

Description of Facility/ Vehicle/Equipment Repair:

Type Problem:

H & A/IC Plumbing Lighting Electrical Telephone
Painting Pressure Washing Parking lots Gates Windows
Bell Tower Sighage Irrigation Computer _ Door Locks

Location of Problem:

Sanctuary CLC Administration _ Youtharea _ The Reef
______ Nursery [/ PS o Adult SS cl asses
_____ TheWelcomingArea _ CLCKitchen _ ReefKitchen __ Restrooms

Choir _____ Exterior

Date when problem began:

This is a recurring event. (Please list all dates below.)

Contact Person: Phone Number:

Email Address: Fax Number:

Other Requests

Submitted by: Date:
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Martha Bowman Memorial UMC
Request for Vehicle Use

Please complete form and submit t&€arol Maynard .

page 78

Completion of this form helps assess yours needs as well as those of the staff assisting you. Activities will be rec-
ommended for approval based on their compliance with the stated goals and policies of the church. Also, we con-
sider the availability of the church facilities and services. Planning sheets received within two weeks of the date of
the activity will not be publicized in church literature. Affirmation will be sent by email or phone call.

Event Information

Name of Activity:

Destination:

Date of Activity:

his is a recurring event. Please list dates:

Departure Date and Time:

Return Date and Time:

Additional Time requested:

Contact Information:

Sponsored by:

Contact Person:

Phone Number:

Fax Number:

Email Address:

Vehicle Request:

Number of People Transporting:
Vehicle Needed:

1 (one white) passenger van

1 (one) Cargo Van 1 (one) Bubble bus

Other
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Martha Bowman Memorial UMC
Request for Vehicle Use
Page 2

Driver s: ALL DRI VERS MUST BE ON THE APPROVED
APPROVED, APPLI CANT MUST SUBMI T A COPY OF HI S
CENSE A MINIMUM OF TWO WEEKS PRIOR TO THE USAGE OF VEHICLE; AP-

PROVAL IS GRANTED BY THE INSURANCE COMPANY.

Approved Driver #1. Daytime Phone Number:

Evening Phone Number:

Approved Driver #2: Daytime Phone Number:

Evening Phone Number:

Approved Driver #3: Daytime Phone Number:

Evening Phone Number:

Key Assigned: # # #

The undersigned hereby acknowledges that he/she has read the Vehicle Management Policy, understands it and
agrees to comply with all requirements set out in the policy for requesting van use as well as for the duration of the
use requested above.

Submitted by: Date:

Telephone #:
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Martha Bowman MUMC
Light / Bulb Repair / Replacement Form
Submitted by:
Date Area Room # Description # Lights Date Initial
to be replaced Repaired




¢ Martha Bowman Memorial

United Methodist Church
500 Bass Road Macon, GA 31210

Accident and Incident Report Form

This form must be used for the recording of all accidents, injuries and dangerous occurrences whether or not they need to be
reported under The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (R.[.D.D.O.R.) 1995.

The form should be completed as soon as possible after the occurrence. Whenever possible, the description of the accident
should be completed by the injured person. All details should then be checked by a church official.

If there were any witnesses to the accident they should complete witness statements as soon as possible after the occurrence.
Provision for these statements is provided overleaf.

This section to be completed by the injured person or person involved in the incident

Full name Of PEIrSON INJUIEA .......ooiiiiiiiie et e r——————
HOME @AUIESS ...ttt e e e et e e e e e e et e e e e e e e s e nnneeeeeeeesssnsbrneeeeeeeans

(D= (<30 =TT 1 o TP

Check appropriate box: Employee Volunteer Visitor
Congregation member Child
Date of Occurrence é . . . . . . . . . .TimeofOccurrence é .. .. .......... it i,

PlaCe Of OCCUITEINCE ..ot e e e

Full description of the accident circumstances, including a description of any apparatus or
equipment involved and any injuries received and first aid given.

Signed by injured person or responsible adult Date
on behalf of a child

-

[N

-

-
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This section to be completed by the church official

If the person involved was an Employee or Volunteer:
1. State nature of eMpPlOYMENT e

2. Was she/he on or off duty @t the tIME ...

w

If on duty did she/he after the occurrence continue to work or go off duty .............................

I f the accident occurred at a youth or childrenos

,,,,,,

Who is normally responsible for the group? ééeéeé

Who was responsible for the group at the time of this incident (if different from above)

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

eééeééecéeéécéecécéecéeéecéeéeéee. . . éeéecéeéeecéecececté
Have you retained any damaged equi pment or appar a
Have you taken any action to prevent such an inci

Are the premises still a safe place for the group

,,,,,,,,,

I s the equipment still safe to be used? éeéeéeééeeée

,,,,,,,,,,,

Does anyone el se need to be informed? éééééécééééeé
Has anyone done this or who will do it? ééééééeéécé
Signature of the person in charge of the group at the time of the accident or incident.

/////////////////////////////////////////////////

ceeceeeeeeeeeeceeceeceeeeeeececeeceeeeeeeeceeceeceeeeeeeceeceeceeeeeeeececce

Signature of church official

I/'we confirm that as far as | am/we are aware the above details including the description of the acci-
dent
are true and complete.

,,,,,

1Y [0 ] [T R Pr.i.nt Name éeéeéeééb . .

,,,,,,

POSIION e et e e n e ann] Dat.e €éeéeééé.eé......c.cueviiiiiii..

Any apparatus or equipment involved must be retained for inspection.

Martha Bowman MUMC Accident Report
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