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LENAPE VALLEY
PRESBYTERIAN CHURCH

Mission Statement

The mission of the Lenape Valley Presbyterian Church is to make followersisf, @tultiply
disciples, and transform lives.

Developed on September 24, 2005 for presentation to Session for approval on September 27, 2005.

In and through Christ make followers, multiply disciples, transform lives.

Approved by session

10/25/05

Core Values

We are first a Christian church and also a Presbyterian church. Each of these affiliations

provides us with a rich history of values and commitments. In selecting our core values we seek
with Godds help and i n taimad of thasenalues,onket all bf hoselo | y
commitments and to elevate a chosen few to focus our mission and ministries. We have selected
the following values based on our strengths and our desire to grow in specific directions.

Youth T Providing signifcant opportunities for youth to grow in faith, character and discipleship
in a Christcentered environment.

Worship i Honoring God with biblically based, varied expressions of adoration, preaching, and
music excellence.

Discipleshipi Committing our spitual gifts in selfless service to Christ

Mission T Continuing the work of Christ through prayer, service and gifts.

Prayeri Communi cating with God to discern Godds Vv
Community i Responding fully to the spiritual, ennaal and physical needsf Godds peopl

Lost Peoplei Sharing the love of Christ with all who do not know Him.
Developed June 18, 2005; revised September 24, 2005 for submission to Session on September 27, 2005.

Approved with revisions by Session
10/25/05



LENAPE VALLEY
PRESBYTERIAN CHURCH

STAFF POS/TIONS

Head of Staff/Pastor
Associate Pastor/Youth Pastor
Director of Music Ministries
Worship Leader
Director of Nursery School
Director of Childrenb6s Ministrie:
Director of Congregational Care Mstry
Parish Nurse Coordinator
Church Secretary
Lay Director of Visitation and Care

Sexton



Pastor/Head of Staff

Position Description
Lenape Valley Presbyterian Church
New Britain, PA

Purpose

Provide for the spiritual and administrative leadergtiphe church, generate a shared vision for
ministry among staff and members and direct material anawadarial resources in a matter
that moves the church toward that vision.

Overall Responsibility

91 To be primary preacher and leader of worship: Riegdor and leading Sunday
worship with an emphasis on excellence in the pulpit is critical for a church to grow.

f To be the Afront persono for first time vi
membership by proactive visitation.

I To be head oftaff: This includes supervising, evaluating, training, and mentoring staff
as well as conducting meetings and building the staff as a team where there is trust,
enthusiasm, creativity in performance of ministry responsibilities. An equally important
function is identifying and managing ministry systems (home visits, ChristCare, Stephen
Ministry, etc.) to meet the needs of the congregation.

9 To be the lead person for developing and implementing marketing plans for the church.
This will require clear comnmmication with the congregation and working closely with
the Vision and Planning Committee.

T As the primary vision caster set direction

91 To administer all pastoral functions; moderator of Session resourcesimise
committees, officiating for weddings and funerals, hospital visitation, home Communion,
visitations at members requests,. etc

Revised March 2005 A&P

Approved by Session




Associate Pastor for Youth &

Worship

Position Dacription

Position Title: Associate Pastor for Youth & Worship

Purpose: Provide spiritual and administrative leadership in the development,
implementation and ongoing evaluation for a comprehensive ministry to youth and the
alternative service of worshipynder the direction of the Head of Staff, exercise general
pastoral responsibilities including preaching, teaching and pastoral care. Demonstrate
evidence of passionate spirituality.

Responsibilities

1. Youth Program (seventh grade through twelftacation Bible School; post
high):

= =4 =48 -8 _-8_9_9_-2

Pray regularly for students, their families and adult leaders.

Provide overall coordination and facilitation of all youth ministries.
Provide pastoral care and regular visitation to youth and their families.
Recruit adilts to share in leadership of all youth functions.

Ongoing training and supervision of adults in youth leadership.
Provide program for confirmands, annually.

Communicate clearly and regularly all scheduled youth activities.
Provide leadership and admimadive skills to the development and
implementation of the Vacation Bible School program.

Provide input into the budget, and exercise fiscal responsibility concerning
youth program budget.

2. Alternative Worship:

1
T

T
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Pray regularly for all who lead intarnative worship.

Work with lay leadership and provide pastoral direction and support for the
alternative worship team.

Foster the development of ensemble groups and youth choirs in concert with
the Director of Music Ministry.

Attend to the use of creae worship forms including drama and dance.

Identify and attend, with others, appropriate seminars and conferences related
to the development of alternative worship.

Manage all equipment such as that used for sound and projection used in the
alternative vership service.

Work with lay leadership to draft, submit and manage a budget for alternative
worship.



3. Small Group Ministry:
1 Pray regularly for small group leaders.
1 Receive training as Christ Care Equipper.
1 Participate in small group leadershigiting and supervision.
1 Availability to lay Christ Care Equippers and other small group leaders as
staff resource person.

4. General Pastoral Responsibilities:
1 Preach once a month as scheduled by Head of Staff.
i Teach on occasion as schedule permits.
1 Visitation, including home and hospital, as directed by Head of Staff.
1 Attend session meetings and moderate in absence of Head of Staff.

Accountability: To Head of Staff, Christian Education Committee, Worship Committee, and
Administration & Personnel Comittee.

Essential Functions:Lead, preach, teach, support, administer, and travel locally.

Physical Requirements:Mobility, speaking, writing, reading, communicating, ability to view a
computer terminal, driving.

Revised by A&P

January 2005
Approved by Session




Director of Music Ministry

POSITION DESCRIPTION Revisions?

Essential Functions

1 Contribute to a climate for the spiritual growth of the full congregation through the
medium of music.

1 Contribute to the creation ofveorshipful atmosphere for both the traditional and
alternative Sunday services and special services.

1 Offer opportunities for spiritual and musical nurturing of the full Congregation through
participation in the music program of LVPC.

1 Provide instrumentaccompaniment for rehearsals, regular traditional and alternative
Sunday morning services, and scheduled special services (i.e.: Maundy Thursday,
Christmas Eve, and others)

1 Direct the adult choir and provide for musical accompaniment during Sunday morning
worship services

1 Provide instrumental accompaniment for funerals and weddings, or obtain appropriate
substitutes for such occasions

Reporting Relationships:
1 Sunday morning or special servideRastor/Head of Staff
1 Planning and conducting the total nwprogram of the churchWorship Committee
1 The role of Director of Music Ministry is secondary but complementary to the role of the
Pastor/Head of Staff.
1 The annual review is the responsibility of the Worship Committee

Responsibilities:
1 Direct weeklychoir rehearsals; direct and provide for musical accompaniment of the
adult choir on Thursday evenings (exceptions: Thanksgiving Day, Christmas Day or Eve,
New Year s Day or Eve when these fall on a
Rehearse weekly with the second service Worahd Praise Team
As required or appropriate, prepare larger choral, instrumental, or combined choral and
instrumental works as part of planned worship services.
Participate in weekly staff meetings
Meet with the worship planning teams for first and se®rgices on a monthly basis.
0 The first service worship planning team includes the Pastors and the Director of
Music Ministry.
0 The second service worship planning team requires a collaborative effort among
the members of the Design Team which include$iinector of Music Ministry.
1 Recruit new choir members; manage and communicate rehearsal schedules and
attendance; provide knowledge of religious significance of musical presentations.
Recruit and supervise those who maintain choir robes and music.
Rehearssvee k|l y with the childrenbés choirs; rec
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Direct or supervise volunteer director of adult bell choirs.

Recruit and supervise the director of the student bell choirs

Advise the Worship Committee of the financial needs fosimaxpenses required for

budget planning.

1 When requested by the Chair of the Christian Education Committee, serve as an advisor
to the Church School staff in the use of music and selections for the Church School

= =4 =

program.
Hours:
This is considered a prafsionally exempt salaried position of-20 hours/week (plus personal
practice ti me). Four weeks®6 vacation is allo

permission of the Pastor/Head of Staff in consultation with the Worship Committee.

Required Skills, Qualities and/or Abilities:

Personal commitment to Christ and the mission of the universal Church.
Excellent interpersonal skills

Strong sense of team spirit and collaboration

Flexibility and sensitivity to diverse congregational needs

Abili ty to expand and grow music and worship ministry

Ability to play the Aeolian Skinner Opus 6000 organ and piano proficiently
Proficiency in organ and piano technique and church repertoire

Ability to teach children and adults both music fundamentals ampdaite in the worship
and praise of God.

Ability to discern and encourage the musical talents of the congregation
Ability to guide individuals in developing their potential through various media
Nurture and direct other musical groups as necessary.

= =4 =8 -8 _8_9_9_-2°
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Revieed March 2005

Approved by A&P

Approved by Session
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Contemporary Service
Accompanist

POSITION DESCRIPTION

Purpose of Job:

The purpose of this position is to enrich the contemporary service througretbéthe
piano/keyboard. The ultimate goal is to support the vision of our church through the worship
experience at the contemporary service.

Essential Functions:

T
il
1
T
T

Accompany the Contemporary worship service

Participate in regularly scheduled rehearsals

Participate in the creative planning of the Contemporary service with the Design Team
Compose, arrange, write and sequence music for worship

Assist in the development of musical teams and ensembles for services

Duties:

T

T
1
T
T

Accompany during the worship serviaad rehearsals

Attend rehearsals and creative planning meetings regularly
Communicate faithfully with the worship leader

Participate in the life and ministry of the church

Maintain a strong prayer base for the music ministry

Reporting Relationships:

T

Primay accountability to the Worship Leader, then the Associate Pastor and Head of
Staff

Qualifications:

E R

= =4 =8 -8 8 -9

Authentic relationship with Jesus Christ as Lord and Savior

Ability to encourage other musicians in their craft

Love and respect for people

Attested musial skills and competence with a strong background in contemporary praise
and worship music

Sense of humor and positive attitude

Strong team player with the rest of staff and congregation

Commimentt o t he churchoés vision, | eadership
Dependableresponsible, selinotivated and creative

Formal music training

Church music experience

11
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1 Musical Competencies:

1 Ability in wide range of styles including Christian classics (hymns) but with a
focus on contemporary music

1 Professional quality piano/keylmior guitar player
1 Ability to compose, arrange, write, and sequence music
1 Experience with technical aspects of contemporary services: for example, sound

boards, theatre lights, video editing, éta plus.

Approved by A& P

Approved by Session

12



Worship Leader (Part -time)

Purpose:

The Worship Leader, in conjunction with the Worship Design Team and Associate Pastor, assists

in planning, developing and implementing a ministry of purposeful, Cteistered worship

through a blending of liturgy, music, drap@@ance and the visual arts. This ministry of authentic
worship focuses on evangelizing and enhancing the worship experience for those seeking an
alternative to a fitraditional o reformed | itur

Quialifications:

The Worship Leader must haveatg musical skills and a breadth of knowledge of
contemporary Christian music. Strong leadership, interpersonal and collaborative skills are
required. A college degree with advanced training at a seminary or other relevant field of
graduate study prefexd, but not required. As a leader, she/he must demonstrate a mature
Christian faith and a commitment to the Reformed/Presbyterian expression of that faith.

The following are considered essential characteristics for successful performance as Worship

Leackr:

1. Leadership abilityd able to work collegially with musicians, artists, worship
participants/team members and other leaders

2. Theological groundingd able to articulate a theology of worship that demonstrates a grasp
of reformed principles and contenrpoy issues in Christian worship

3. Musical skillsd understands music from a variety of genres and generations, with
particular emphasis on contemporary music (
arrangements of traditional hymns and the music of the whtdcch). Proficiency with a
musical instrument, voice, keyboard or guitar (preferred).

Essential performance responsibilities include, but are limited to

1. Maintain a strong prayer base for the alternate worship ministry.

2. In conjunction with the Wahip Design Team, select, plan, organize and lead music in the
contemporary worship services.

3. In conjunction with the Worship Design Team, select, plan and coordinateusinal
visual and artistic components for the contemporary worship services.

4. Participate with the Worship Design Team in the creative planning of the contemporary
worship services.

5. Assist in the recruiting, equipping and shepherding of worship leaders and praise team

musicians.

Assist the Worship Design Team in developing roalsieams and ensembles for services.

Participate in the leading and/or conducting of alternative worship services.

Wor k with youth directors (Director of Chil

Ministries) to create a worship culture and wipsopportunities in which children may

participate.

9. Other responsibilities as agreed upon under the direction of the Head of Staff and Elder for
Worship.

© N o



Accountability

1. The Worship Leader is directly accountable to the Head of Staff.

2. Al members of he staff are supported by and accountable to the Session. The Worship
Leaderdés | ink to the Session is the Elder

Work Schedule/Hours:

At a minimum, the Worship Leader must be available to attend scheduled meetings of the
Worship Design Teanscheduled staff meetings called by the Head of Staff. The Worship
Leader will schedule and conduct rehearsals for the praise team. He/she will lead the
contemporary service of worship. Consultation with the Elder for Worship and/or chair of
Worship Desgn Team will occur on an as needed basis. Time demand is approximately 32 to 35
hours per month.

Approved by Worship Committee
January 2006

Approved by Session
January 2006

14



Di rector of Chi |l dr en

Position Description

Purpose of job: Establsh an environment where every child feels safe and welcome and has the
opportunity to come to know Jesus, the difference Jesus can make in their lives, and have their
faith nurtured.

Essential Functions:
1 Recruit, train and equip Sunday School Teacha&ad@mic and summer sessions)
1 Select, order and distribute curriculum that is consistent with Reformed theology
1 Provide mission/service opportunities for the Sunday School program
1 Special periodic activities for young children
1 Maintain statistical recordd the Sunday School department

Reporting Relationships:
1 A & P Committee provides supervision, technical and managerial support
1 Associ ate Pastor, the Christian Education
Ministry provide content expertise to eamther in a team environment

Responsibilities:
1 Recruit, train and equip Sunday School Teachers (academic and summer sessions) for
children who are Beginners through Senior High.

o ldentify qualified candidates to teach Sunday School and report at leastriyuart
any staff changes to the Christian Education Committee.

6 Advertise and promote Sunday School to potential teachers

o Provide training and support by meeting personally with the teachers

o Equip Sunday School Teachers by leading an Orientation TrainingSes®or
to the beginning of Sunday School each fall.

o Provide information and support for teachers with students who have special
needs (i.e. special lessons, a "budtjye program, etc.)

1 Select, order and distribute curriculum that is consistent weforied theology (with
concurrence of the Associate Pastor and the Christian Education Committee)

o0 Annually report to The Christian Education Committee the curriculum that will be
used during the next program year.

o Oversee the ordering and distribution leé turriculum to the Sunday School
teachers.

o Maintain adequate supplies and equipment necessary for the effective teaching of
the curriculum.

1 Provide mission/service opportunities for the Sunday School program



o Organize and promote at least 3 opportusiianually for the children in Sunday
School to "reach out" to others.

o Communicate instructions to the teachers.

o Oversee that monies or projects reach the intended recipients.

1 Special periodic activities for young children
o Time with the Childrenattht 1 o6 cl ock service and duri
o0 Preparation of other special periodic activities for young children

1 Maintain statistical records of the Sunday School department
0 Report statistical information for attendance and received offerings montthig to
Christian Education Committee.
o Provide receipts and report expenditures to the chairperson of the Christian
Education Committee.

Hours:As appropriate, averaging 15 hours each week.

This is considered a professionally exempt salaried position. Th#&/Dis expected to make all
preparations including finding a replacement whenever she/he is absent on a particular Sunday.

Required Skills and/or abilities:

Ability to teach children and adults

Flexibility and sensitivity to diverse needs

Ability to guide adults in developing their potential as teachers

Personal commitment to the mission of the Church (in the universal sense)
Application of Christian commitment as reflected in personal behavior

Desire to participate in the Church mission through thecesesof Godgiven talents
Demonstrated leadership and cooperation with others

Bachel ords degree preferred

=4 =4 =4 -8 -8 _9_95_-°

Approved by Christian Ed

Session approval
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Parish (Congregational) Nurse
Coordinator

Position Description nonpaid i volunteer position

Mission Statement

The purpose of the Congregational Nursing program at LVPC is to nurture wholeness®By life.
combining faith and health, members will be encouraged to achieve their optimal level of
functioning across their life spai.he goal is to promote health, prevent iliness and help
members cope with illness and life style changes. We will:

1 reach out to care for and promote health and wellness of the congregation and
surrounding community
reach in o offer individuals healing, strength and support as they face health problems
reach up to the Lord who heals body and spirit through prayer and encouragement to
members in times of need

il
1

Requirements:
Registered Nurse with current licensure in the sithiennsylvania; certificate of completion of
a course in Parish Nursing

1 Is a member of the Lenape Valley Presbyterian Church

1 Has a broad background in nursing

1 Maintain strict confidentiality

1 Abide by the policies of Lenape Valley Presbyterian Church

Reports to:

The pastors and works closely with them regarding the needs of the congregation.

The Congregational Nurse Coordinator position is a mission based job and therefore is part of

the Mission Committee.

The congregation by submitting a summaryloet year 6s activities to th
inclusion in the Missionbés Annual Report.

The Congregational Nurse Coordinator will:

1 Oversee the activities of other health professionals, including but not limited to RN, LPN
and retired nurses who will assiee coordinator in fulfilling the job requirements.

1 Promote health, prevent iliness or help members cope with iliness and life style changes.
They will encourage members to care for themselves using a holistic approach to healing
and wholeness. Thaurse is able to incorporate spirituality in all aspects of interactions
and programming.

1 Any hands on care, including but not limited to administering first aid, giving
medi cations and bandaging wounds, are done

17
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their personal malpractice insurance. (These activities are not part of congregational
nursing.)

Keep necessary records

Provide articles for the church newsletter

Provide personal health counseling

Coordinate health promotion activities, such as heaitb, falood pressure screenings
Provide written health education materials and resources in space allotted in the narthex
Coordinate available resources both within the church and the community for members as
needed on a cad®y-case basis

Send cards to mdmers on the prayer concern list and periodically to shut ins

Provide and stock first aid supplies/kits

Coordinate CPR training for pastors and paid staff

Approved by Mission

April 11, 2006

Approved by Session

18



Lay Director of Visitation and Prayer

POSITION DESCRIPTION

Purpose of Ministry:
To glorify God by serving as a homebound, nursing home and hospital visitor caring for the
needs of isolated members of our congregation.

Visits to Members:

Our ministersmembers of our church and the weekly prayer list give the names of members to
me. The visits are made in private homes, hospitals, nursing facilities, and retirement homes. |
close my visits with prayer and assure them | will return another time.

Phonre Calls:
For their convenience | always make a phone call prior to my visits. Calls also go to members
who just joined church, including baptisms or those in need of prayer.

Birthday calls:

Every month a birth date list is given to me from our chgextretary. | call to wish them

Happy Birthday and cl ose with AMay the Lord B
cal l members 50 years or ol der. I wanted to
| was commissioned the Lay Directof Visitation of our church, | have continued. Many
acknowledgments are expressed in church and | also receive thank you notes for remembering
them.

George W. Myers
DRAFT 121-05

Approved by Session
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Church Secretary

Mission Statement

Performs functions within the office so as to
and the ministry of the Woed Adts 6:4)

Reports to the Senior Pastor; supports the Associate Pastor. Performs secretarial duties for the
administratiorof the church office. Must be able to handle confidential information and be able

to deal with a large diversity of people.

Spiritual Gifts :
Administration, assistance, mercy, exhortation, encouragement

Principal Accountabilities:
Typing/DuplicationCollating/Distribution Duties:

Weekly:

Sunday Bulletin and inserts

Correspondence from pastor

Notices regarding events

Letters to visitors

Prayer request letter to Chris Alford, Elders and Deacons
Post weekly prayer request slips in Narthex

Weekly Countes report

=4 =4 =4 -4 _-9_-9_9

Monthly:
1 Newsletter
1 Committee minutes, as needed

Quarterly:
1 Sunday School Attendance lists

Semtannually:
1 Membership Directory.

Annually:
1 Annual Reports
1 Labels for stewardship campaign
1 Labels for Time and Talent campaign
1 Sunday School lists
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As needed and special occasions:
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Wedding booklet
Wedding list
Alpha Brochures
Stephen Ministry Brochures
ChristCare Brochures
Welcome Brochures / Welcome bag labels and letters
Mother Daughter Banquet program and tickets
Memorial letters
Church letterhedenvelopes
Prayer request slips
Special envelopes (Visitors, Angel, Mission Trip offerings)
Maintain lists
1) Membership
2) Groups and classes
3) Rolodex
4) Newsletter recipients

Other Responsibilities:

T

Answer phones
1) Take messages / forward to pastors
2) Provide geneal information
3) Receive and forward prayer requests
4) Provide information for church groups, activities and events
Mail
1) Take to/pick up from New Britain Post Office
2) Distribute to appropriate mailboxes
3) Maintain postage in postage meter
4) Prepare and take butkailings to Chalfont P.O.
5) Make sure there is money in the bulk mailing permit
6) Record bills in computer and distribute to Session members for approval
7) Keep mailbox labels updated
Sanctuary set up
1) Change liturgy cloths in pulpit to correct color as indicateBresbytery planning

calendar
2) Place rose in chancel for births, as needed
3) Cl ean up old bulletins and papers at

4) Collect prayer request slips from pulpit

5) Supervise clean up of pews/friendship pads/pew racks
Supplies and equipment

1) Order / prchase office supplies

2) Schedule repairs / service of equipment
Schedule LVPC and outside groups

1) Maintain activities roster on yearly calendar

2) Maintain room use schedule
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3) Mark daily room locations on white board in Narthex
1 Assist with food distribution frooMot her Hubbardbés cupboard
1) Hand out bags filled by Deacons or fill bags if not available
2) Maintain a notebook of ANeeds Assi st anc
3) Record additions in computer list
4) Pass names on to deacons for holiday food baskets
5) Contact Deacon treasurer & Clemens Gift Certificates are low.

Work Relationships:
1 Supervision
1) Bulletins and newsletters are reviewed by pastors
2) Administration and Personnel Committee reviews salary and benefits
3) Consult with various Session Committees on events
4) Consult with Deacas concerning Member and Non Member needs assistance
5) Consult with Activities Chairperson regarding outside group room usage
1 Contact
1) Frequent contacts with church members
2) Frequent contacts with general public
3) Frequent contact with transients

Job Complexity:

1 Ability to handle emergency situations
1) Death in family
2) Serious illness
3) Emotional crisis
4) Transients (without food/shelter/transportation)

1 Project Planning and Preparation (i.e. large mailings)
1) Obtain supplies for mailings
2) Coordinate volunteers for dupligan/collation

1 On occasion, must be able to handle any duty with short notice

Training And Experience:
1 Must be able to maintain confidentiality
1 Must have good rapport with people
1 Must be able to type
1) Accuracy and speed are essential
2) Involves operation ofomputer
1 Must be responsive and flexible to changing work flow

Revised October 11, 2004
Revised A&P

Approved by Session
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Director of Congregational Care
Ministry

-Draft- paid position?

Purpose
In cooperation with the pastors, provide for the spiritual and administrative leadership of those

ministries that facilitate pastoral care to the membership of the church.

Overall Responsibility
1 Board of Deacons
1) Serve as staff resource to the Board edBons on pastoral care activities and
programs.
2) Attend monthly Board of Deacons meetings
3) Conduct training and orientation for new Deacons.
4) Advise pastors of pastoral needs within the congregation.

1 Stephen Ministry
1) Receive Stephen Leaders Training (expenfschurch)
2) Serve as staff resource for Stephen Ministry of the Church
3) Lead the Stephen Ministry through conducting training of Stephen Ministers, with
assistance of other Stephen Leaders, and advising Stephen Leaders and Ministers
as they serve the chirc
4) Attend Stephen Ministry Leaders meeting and supervision meetings.

1 Oversee contact and folleup with members to respond to needs and to maintain
active membership.
1) Weekly phone visits with members, especially older membershipe&sipg that
they are in the thoughts of the church and asking for prayer concerns.
2) Pastoral home visits as directed by the pastors.
3) Accept invitations to visit various small groups in the church to learn names and
communicate availability to them for pasibcare needs.

1 Teaching
1) Teach in the various programs of the church (e.g. Spiritual Gifts Class,
Evangelism Class, Leadership Class, etc.) as directed by the pastors.
2) Resource lay teachers in the congregation as directed by the pastors.

Accountability
Responsible to the Head of Staff and the Session through the A&P Committee.

Approved by Session




Membership Secretary

Purpose:

The position of Membership is a ngpaid position under oversight of the Administration and
Pere®nnel Committee of Session. The purpose of the membership secretary is to provide accurate
record keeping of church membership statistics.

Essential Functions:

1 Maintenance of the Church Register in accordance with the Denomination's Book of Order
(G-10.0302)

1 Managing the correspondence, record keeping, and statistics associated with church
membership.

1 Providing backup to the Clerk of Session and assuming duties of that position in the absence
of the Clerk.

Quialifications:

Excellent attention to detai

Accuracy in reporting

Clerical precision

Ability to compose appropriate correspondence
Ability to type 40 wpm

Word processing skills

Church member in good standing.
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Term of Service:
The term of service shall be mutually determined by the Administratind Personnel
Committee and the Membership Secretary.

Time Requirement:

This job requires a monthly commitment of approximately 6 hours to record Session approved
membership information into the Church Register and perform associated record keeping and
correspondence. Task 5 requires approximate®bours and must be accomplished within

the described time frame.

Responsibilities:
1 Enter into the Church Register information supplied by the Clerk of Session. The Clerk is
responsible for providing alhformation required to update official church records.
(Monthly)

1 Update and maintain the dime church attendance records based on input from Sunday
worship service attendance records. (Weekly)

1 Create and sign Certificates of Transfer for departing begs
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1 Correspond routinely regarding membership, i.e. notification of a transferring member to
his/her new Presbytery, if new addreskriewn; (and/or) request for information
concerning new members.

1 Annually (September) review membership activityngseports from the church's
membership database, to identify possible inactive members. Prepare a report for review
at September Stated meeting. Prepare interim report of members to receive letter of
intention written by Pastor. Prepare final reportdaaspon response to Pastor's letter.

1 Ensure Church Register is current annually, by March 1 to be audited by Presbytery.

Reporting relationships:

1 Reports to the Clerk of Session, with oversight from the A & P Committee.

1 S/he must interface with the Cleok Session and the Church Secretary to coordinate
membership record keeping activity.

1 Review is conducted annually.

April 16, 2003/revised May 2005

Approved by Session




Wedding Coordinator

Purpose:
To coordinate activitiesddiween the bride and groom, their families, and church personnel

Essential functions:

Be available on weekends for rehearsals and weddings orreedsd basis
Communicate effectively with bride and groom

Effectively utilize church facilities that relate the wedding

Coordinate information with the pastors

Utilize tact and diplomacy to ensure the most positive day for all involved
Effectively coordinate details
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Skills/training required:

Must have working knowledge of church facilities
Excellent commuication skills

Excellent listener

Highly detailed oriented

Tactful

Prior experience with event planning

E

WEDDING COORDINATOR INSTRUCTIONS

Before Rehearsat
1 Check candle situationall candles, wall, pew and candelabra are now oll
Are they filled and wcks trimmed? Oil in Sanctuary
Are they using the side candleholders for Unity candles?
Is bride supplying her own.
Main candle is Brideds choice and respo

1 Make sure the sound system is turoed
(AV switch inside door going up to the AMdom by main sanctuary doors)

1 Make sure all lights in the Sanctuary are turned on

1 Make sure the candle lighters are out in the hallway by the Sanctuary doors and they have
plenty ofwicks.
(wicks are in the sacristy in the far end cabinet)

At Rehearsal - come 20 minutes before start to prepare sanctuary.
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Pastor gathers participants, makes introductions and offers prayer
Help with order of lineup

Bride and father

Groom

Maid / Matron of Honor

Best man

Rest of attendants (often according to listinghie bulletins)

i. Ask the Bride whom she wants next.
6. Flower girl (if there's one)
7. Ring Bearer (if there's one)

agrwnE

Pastor will direct the actual rehearsal of the service
Usually walking in & out a couple of times

After talking through the service (and movimgo places) the Pastor will turn the rest of the
rehearsal over to Wedding Coordinator.

If candles are being used
Find out which two ushers to light candlésak to front for pews, outside in for candelabras,
bring lighters back out to me

If Unity Candle is being lit in the service
Which two ushers to escort moms to light uiéndle?
1. Light candle lighters, ushers go up aisle together carrying candle lighters
2. Offer moms their arm, escort all the way up to the table
3. Hand them the lighter and stepthe side
4. After moms light they turn around and face guests
5. Hand lighter back to usher
6. Ushers then escort mothers back to their seats
7. Stopping at first pew, moms cross in front of usher and sit in second pew
8. Ushers walk back out with lighters and hand ® Wedding Coordinator
9. They return to office to pastor for entrance
10. Unity candle and table cover supplied by bride.

Seating immediate family
Are there stepparents?
1. Biological mothers are already seated with their husbands
2. Biological fathers (if not escortg Bride) are seated with their wives in the row
behind

Are there Grandmothers to be seated, who escorts them?

Other family members / significant others are seated according to the desires of the Bride and
Groom.
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If there will be a Receiving Line
Line up those involved starting with the Bride's mother and father, Bride, then Groom, then
groom's mother and father.

If attendants are in receiving line: start with maid/matron of honor (after groom's parents) and
best man, then line the couples up accardmwhen they came into the church.

Make sure everything has been brought

Marriage License

Rings (theymajNOTbe | eft | ocked in churchos safe)
Bulletins

Unity candles

Checks

Guest Book

. Anything else

Place everything on the Deacon's bench in the oufieedtinder the mailboxes)

NookwhE

Before Service on Wedding Day
Arrive 1 hour before; turn on air/heat in Fellowship Hall for Bride and Bridesmaids.

Grooms men usually arrive about an hour prior to the service.
Bride and attendants arrive 30 minutes beforeice.

Make sure back door is unlocked (door at the end of the halllwayhe dumpster)
Help pin on flowers

Make sure you have lighter or matches. Ushers light candles 20 min béfaitfor each other
and walk out together.

Remind photographerprilash pictures from time pastor begins speaking till kiss.

Usher offer arm to every woman when seating. Ask Brides (left) or Grooms (right) side.

1. Mother of the Groom is escorted to her seat

2. Mother of the Bride is escorted to her seat

3. Unity candle andwo mothers

4. No guests seated ushered after wedding party begins.

Bring the wedding party (already linegb) to the hallway

Line up outside of sanctuary, | ook for pastor
1 After men in place begin sending bridesmaids
1 Next one ges when previous is fully in place and facing congregation.
91 Flower girl proceeds bride and escort.
1 All turn around when bride is in place.
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After the Bride enters the sanctuary, close the center doors.

If anyone uses flash pictures during the serviceglgiremind them that there is to be no flash
pictures during the service and that significant poses may-&eacted following the service.

After Service -
1 Send Bride and Groom to receiving line, direct any others also.

1 Tidy up- pews, ring boxes, lefiver bulletins and such from office

Approved by Session
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MANAGER OF COMMUNICATION MINISTRY

(ELECTRONIC MEDIUM) non paid volunteer
JOHN BERGMAN and Phil Wall are working on this

Purpose: To managecommunication outreach to membarsd others using the website
and email. There is a knowledgeable webmaster already in place posting information and
providing technical assistance. This person will:

T
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create a complete list ofraail addresses for key communicators, such as committee
chairs

create a reporting schedule for key information

create a routine system of review of web information (current? accurate?)

work with webmaster to update web design/layout as necessary

assess web practices for safety and effectiveness; recommendcpaliges or creation
identify opportunities for outreach to members and others throunghileupdates, list
serves subscriptions and other emerging opportunities
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Volunteer Ministries

Mission Statement

To empower the people of Lenape Valley Presbyteriaumr to live our faith, to discover our

gifts and to actively respond to God's call; to facilitate the assimilation, retention and growth of
all members through the use of their Gpden gifts in service to each other, the church, and to
the community.

Position
Coordinator of Volunteer Ministries

Commitment Period
Two years (to be reviewed prior to the end of the current term established June 5, 2005)

Accountable to
Head of Staff

Job Description:
To serve Lenape Valley Presbyterian Church by deveajppmordinating, and administering an
effective and comprehensive volunteer ministries program.

Responsibilities

To Do DeDoToToTo o Io  IoIoIoIo

Communicate the vision that each person is called by God to some type of ministry.
Identify core team to assist with development and growiNobdinteer Ministries.

Serve as a resource to all teams and staff in their respective recruiting efforts.
Identify and maintain wpo-date descriptions of ministry opportunities within the
church.

Develop an interview system/survey to discover the nedts, tglents, and service
interests of new and current members.

Contact new members regarding ministry opportunities within one week of their
presentatiorio Session.

Develop a database for tracking members in ministry.

Link members with ministry leadets learn more about specific positions.

Provide members with support as they begin their ministry.

Provide ongoing support to members in ministry.

Ensure that members are provided with the necessary orientation and training in the
position in which they hze chosen to serve.

Support members in finding new ministry experiences if the selected one proves to be
inappropriate for some reason.

Identify members with leadership potential and develop these persons for future
leadership

roles.

Assure that each miriy volunteer is recognized at least once a year for his/her
participation.

Meet weekly with Senior Pastor to review progress, issues, challenges and opportunities.

Approved by Session
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SEXTON

Responsibilities:

This position is respoitde for the cleanliness of Lenape Valley Presbyterian Church facilities.

The duties include vacuuming of all areas, empty trash containers from all locations, and

cleaning of all rest rooms on an as needed basis. The pews and pulpit will be cleaasd at |

once per year or more often if required. In addition he/she wiliseind take down the tables

and chairs required for the various functions as requested. There are various dehumidifiers in the
church that will be emptied as needed. The timeksldor controlling parking lot lights and

signs will be changed in the fall and spring to correspond to the time changes.

Vacuumed Areas-Classrooms, sanctuary, hallways, narthex, and office areas
Rest Rooms------- Classrooms, hallways, offices, andndtstairs

Dehumidifiers-----Choir room, hallways, classrooms, and stairwells

Approved byFacilities Committee

Approved by Session
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Nursery School Director

Essential Functions:

Manage all aspectsf the Nursery School

Manage enrollment of new students and development of all students.
Supervises all staff and classroom teachers.

Ensure compliance with all health, safety and licensing regulations of the State of
Pennsylvania and the church.

Providestrategic direction to the LVPC Nursery School

Serve as member, ex officio, of the LVPC Nursery School Board
Prepare and operate the school within budget

Provide for appropriate space and equipment

Maintain positive student, parent and staff relationships.

Maintain and continue professional development activities and professional
demeanor.
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Reporting Relationships:
The Director reports directly to the Chair, Nursery School Board.

Responsibilities:
1 Manage all aspects of the Nursery School

1) Planand communitae t he school 6s annual <calendar

2) Supervise the management of classroom schedules

3) Schedule the use of shared classroom space and equipment

1  Manage enrollment of new students and development of all students.

1) Enroll children on a first come basis in accordawdé the schedule set forth by
the Board.

2) Interview parents of prospective students.

3) Plan for the gradual orientation of newly enrolled students.

4) Organi ze procedures for the management
and routines.

5) Plan for the evalation of each student in relation to his/her school progress,
abilities and special needs.

6) Work in conjunction with the board to maintain an advertising and public
relations program to promote enroliment.

7) Maintain student records.

1 Supervises all staff amddassroom teachers.

1) Plan and provide for the professional growth of staff

2) Maintain a professional library.

3) Schedule the responsibilities of the teaching staff.

4) Prepare and update job descriptions for approval by LVPC Nursery School Board

5) Recruit applicantor staff vacancies



6) Select qualified staff members
7) Recommend staff members for permanent status of separation after a trial
employment period.
8) Arrange for substitute help as needed.
9) Conduct regularly scheduled staff meetings.
10)Plan and implement inserédraining program for staff
11)Assist staff in planning daily, weekly and yearly plans.
12)Plan and implement procedures for keeping accurate classroom records.
13)Prepare and annually review the staff handbook.
14)Maintain personnel records.
1 Ensure compliance witHldhealth, safety and licensing regulations of the State of
Pennsylvania and the church.
1) Plan and implement a health program for the school.
2) Plan and implement a program of playground safety.
3) Plan and conduct fire drills three to four times per school year
4) Prepare activities to teach the children traffic safety.
Provide strategic direction to the LVPC Nursery School
Serve as member, ex officio, of the LVPC Nursery School Board
1) Inform Board and others of school activities by preparing monthly and annual
reports.
1 Prepare and operate the school within budget
1) Prepare the annual budget request for the LVPC Nursery School Board
2) Collect enroliment fees and tuition
3) Manage petty cash
1 Provide for appropriate space and equipment
1) Purchase equipment and supplies as btetl
2) Plan for equipping indoor areas.
3) Maintain inventory records.
1 Maintain positive student, parent and staff relationships.
1) Maintain an active system of paresthool communication
2) Annually review a parent handbook.
1 Maintain and continue professional dey@ment activities and professional demeanor.
1) Attend one workshop each school year (employer paid)
2) Attend all staff meetings.
3) Obtain and maintain First Aid and CPR certification (employer paid).
4) Treat each child, parent and fellow staff member with respect
5) Use language appropriate for a church and the ears of young children.
6) Observe professional standards of confidentiality concerning each child, parent,
or other staff member.
7) Arrive promptly and ready to work
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Hours/Pay
Mornings: 8:30 am to noon
Afternoons: nooni 3:30 pm.
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The Director is considered an administratively exempt position. The Nursery School Board,
Director, and LVPC Stewardship Committee determine salary.

Required Skills, Qualities and /or abilities:
T Bachel or 6 s-5ykargnanagemeatrordadninistrative experience required.
1 Physical Requirements: Lifting, mobility, seeing, excellent communication skills.
1 Must clear police background check and Child Abuse check

Revised January 2006
Approved by School Board

/s/ Mary Jane B, Chairman

Approved by Christian Education

Approved by Session




Lenape Valley Presbyterian Church
Session Roster

Ruling Elder Address City Phone Email Committee | Class
*Committee Chair Oversight

Barthold, didy 4825 Old Easton Rd.| Doylestown | 3457251 | judy@barthold.net S&F 2008
*Bergmann John 39 Pine Vale Drive | Doylestown | 3487812 | bergnabbhb@alum.mit,edu S& F

Clapper, @ndy 139 S. Founders Ct. | Warrington | 3434619 | cyndy78274@aol.com A&P 2010
Greer, Karen 40 Deerpath Rd Chalfont 822-3975 | KareG@comcast.net Mission 2009
Greer, Ray 40 Deerpath Rd Chalfont 8333975 | BakeG@comcast.net Worship 2010
Gregory, Kris 510 Airy Avenue Chalfont 8229177 | Pgregory0l@comcast.net GO Team 2009
Henley, Peg 27 Hickory Dr. Doylestown | 230-3995 | DonkeymomO6@aol.com Activities 2008
McNulty, Glenn 336 Butler Drive Chalfont 822-2480 | GlennMcNulty@aol.com CE 2009
Stern, Carol 18 Holland Driwe Chalfont 8227920 | SternFamilyl8@verizon.net V&P 2008
Stranburg, Lee 28 Ferber Drive Chalfont 822-3033 | Leestran@designandsupply.co| Nominating | 2010
Upton, Bob 282 Bristol Road Chalfont 8229551 | R.P.Upton@att.net Property 2010
Valko, Susan 36 Patriot Drive Chalfont 997-9551 | as@valkos.net CE 2009
Wall, Phil 202 Lenape Drive New Britain | 3455579 | philip.wall@stpaul.com V&P 2008
Hood, Doug 4486 Honeysuckle La Doylestown 267-880-1788wdhood@Ivpcchurch.org Moderator

Wilson, Elizabeth 206 Harvey Ave. Doylestown 238531 elizabethkw@Ivpcchurch.org Assoc Pastor
Strickland, Nancy 142 County Line Rd. Lansdale 822-3427 |imandnan@pil.net Clerk of Session

June 2007
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DEACON ROSTER
MARCH 1, 2005

Deacon

Name . Committee

Street Address City Telephone Email Oversight Class

Beard, Mark 77 Chapman Road Doylestown 348-8732 glassartist@tradenet.net Co-chair 2009

Benner, Dale 157 Wyndham Woods Way | Hatfield 412-2712 benter8@verizon.net Wo me n 6 s| 2007
Breakfast

. , 412-2712 : . .

Benner, Elaine 157 Wyndham Woods Way | Hatfield elaine.benner@verizon.net Chair 2007

Bischoff, Ruth 2009

Borrell, Kathy 544 Midtown Road Chalfont 822-3123 None Non member | 2008
needs

Caine, Brenda Box 133 Colonial Heritage Doylestown 345-4619 None Menods 2007
Breakfast

Emery, David 111 Steeplechase Drive Doylestown 348-7165 None Wo me n 6 s| 2009
Breakfast.

Fischer, Scott 671 New Galena Road Chalfont 997-7799 None Nominating 2009

Gillen, Sharon 401 Brookside Drive Perkasie 453-0823 TheGillens@hotmail.com Cupboard 2007

Jackson, Joan 60 Blue Jay Road Chalfont 997-0636 kingsjs@msn.com Non member | 2007
needs

Keach, Peg Shirley Lane Hilltown 257-7172 pnkeach@aol.com Cupboard 2008

Kennedy, Sharon 15 Farber Drive Chalfont 822-1895 kennedy-kennedy@verizon.net 2009

Millane, Elaine 20 Pine Valley Road Doylestown 348-2396 eandjo4@aol.com 2009

Millane, Jay 20 Pine Valley Road Doylestown 348-2396 eandj04@aol.com 2009

Boyertown Member
Mock, Kathy 202 Willow Road 19512 610-369-9103 | krock@worldnet.att.net needs 2007
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Deacon

Name . Committee

Street Address City Telephone Email Oversight Class
Oesch, Kevin 270 Hickory Drive Doylestown 230-3995 Youth 2007
Schmidt, Donn 40 Lynwood Drive Chalfont 822-7371 DonnSchmidt@comcast.net Nominating 2007
Schmidt, Steve 1503 Huntly Drive Warrington 491-0424 SPCDOC@aol.com 2008
Swirsding, Dave 191 Curley Mill Road Chalfont 822-1113 sueswirs@aol.com 2008
Topping, Brenda 25 Vale View Drive Doylestown 340-2424 topsunsetbt@yahoo.com Secretary 2008
Vanderhoof, Goline 3267 Hillside Drive Chalfont 343-3726 vanvander@aol.com 2009
Weidemoyer, Scott 1448 Shirley Lane Perkasie 257-2190 sandl@bellatlantic.net Treasurer 2008

Phone Number:

Area code 215 unless otherwise shown
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SECTION 2

COMMITTEES

OF

LENAPE VALLEY

PRESBYTERIAN

CHURCH

39



ACTIVITIES COMMITTEE MINISTRIES

Mission Statement
The mission igo reach out to the church family and the community by offering activities that
promote the opportunity for Christian fellowship.

Purpose:
To create opportunities for Christian fellowship for our members as well as providing a place for
community groupsa meet together.

Responsibilities:

1

Act as coordinator for the sponsorship of coffee hours between church services by our
various church committees.

Organize and oversee the usage of the kitchen and help serve food and beverages for
various social and flEwship events.

Maintain a list of church members who are willing to bake (cookies, cakes, etc.) or
prepare food (soup, sandwiches, casseroles, etc.) for many special events (breakfast,
lunch, dinner, reception, etc.) held at the church.

Organize sportig activities, such as bowling, for our church members as well as in
competition with other local churches.

Sponsor a variety of special fellowship events (e.g., dessert night, camping, theater or
other entertainment n nights, craft fair, dances, etcth®enjoyment of our church
members and friends.

Organize and manage the furnishings of space for outside groups wishing to meet in our
church building.

Revised 2005

Approved
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Administration & Personnel
Committee Ministries

Mission Statement:

The mission of the A & P Committee is to assist the Pastors and all other committees of LVPC in
their duties, goals, and objectives in a manner consistent with our spiritual mission. A & P
serves by helping to coordinate the flow of comioations, paperwork, and the necessary

business activities of LVPC. This allows the other committees time to better focus on matters of
worship and stewardship. The committee also reviews contracts and legal issues on behalf of

LVPC.

Responsibilities:

1
T

Committee meets each month to plan and to perform tasks.

Oversee personnel related activities including preparing job descriptions for both paid
and nonpaid positions, preparing contracts for paid personnel, hiring, and conducting
annual performance resivs.

Perform various legal and contractual tasks including updating policies and procedures
for our church and our nursery school.

Conduct property value surveys and negotiate property and liability insurance contracts
for LV PC; prepare and submit pensd property insurance claims; ensure that outside
groups using our facilities have proper certificates of insurance.

Perform various finanece e | at ed tasks: preparing
financial budget with regard to all personnefimr ance, wor kman
general office costs.

al ary
S

S
0 comp

Oversee requirements for and purchase and maintain equipment for ensuring effective
communications with our congregation. This includes telephones, fax, data processing
computers, copiers, dupétors, and postage machines.

Revised 2005

Approved

January 2006
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CHRISTIAN EDUCATION
COMMITTEE MINISTRIES

Mission Statement:

To plan, coordinate and implement the Christian Education program so as to reach out to both
members othe church and members of the surrounding community with the good news of the
Gospel of Christ: providing educational opportunities for all ages in scriptural understanding,
faith development and the spreading of God's Word.

Responsibilities:

1 Sponsorsnany different events and activities geared to educate our children and our
members in the knowledge of the Bible and what it means to be a Christian.

1 Plan and sponsor a comprehensive Sunday Church School for all grades from our young
children to adults.

1 Sponsor and maintain the Church Library which contains a wide variety of resources
(books, audio and video tapes, CDs, etc.) for individual and small group study.

1 Coordinate programs for both Junior High and Senior High youth groups.

1 Manage the Confirmgon program for those youth wishing to become members of the
church.

9 Plan and coordinate a ome=ek or tweweek Vacation Bible School.

T Provide a Summer Sunday School ( ifgraé or Ch
or lower.

Revised 2005

Approved
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Growth and Outreach Committee
Ministries

Mission Statement:

ATo initiate and rejuvenate the Spiritual Com
part of this mission, the committee oversees: the information and wekadre, prayer chain

and teams, wholeness and healing, new member assimilation ministry, home visitation small

groups, Stephens Ministry and newspaper advertising.

Responsibilities:
1 Man the Welcome Table in the Narthex to hand out welcome bags tbrfiestvisitors,
answer questions, assist Deacons, and provide knowledge of church events.

1 Coordinate anail prayer chains to receive and update prayer and praise requests.

1 Furnish leaders at the Welcome Table to pray with anyone requesting special prayers
following our Sunday worship services.

1 Support the Wholeness and Healing Ministry, which provides prayer and anointment, in
homes, to church members and the community at large.

1 Coordinate with Doug Hood by providing names and directions from Mapqustt of
time visitors so he could visit and deliver a mug filled with goodies which are provided
by the team.

9 Assist and coordinate New Member Dessert Nights for new members and those
contemplating membership.

1 Coordinate several small group ministries.e$& are designed to encourage our
members to study the Bible, grow in discipleship and faith, and shepherd and care for
others in the group.

1 Sponsor the Alpha program, an evangelism ministry which offers an opportunity to
explore the questions of life imoa Christian perspective in a small group setting.

1 Sponsor and train Stephens Ministers, for 2008, to care for members in need of individual
counseling.

i Coordinate the Narthex bulletin boards and decorations.

Revised 1/06/06

Approved
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Mission Committee Charter

Mission Statement:

To be knowledgeable, prudent stewards of the Lenape Valley Presbyterian Church mission
budget; maintain and increase awareness and understanding of current mission needs; encourage
commitment of Lenape \Hlay to mission; and encourage the approach of the original mission
challenge of Lenape Valley Presbyterian Church: a dollar to mission for each dollar spent on
local programs.

Mission Committee work falls into five ministry areas.
1. Budget and Funds Allotian
A Budget, account for, and allocate the Chur

2. Education and Special Projects
A Review current recipients of budgeted mission gifts to ensure continued worthiness and
need.

A Research various other organizations/groups fmsible monetary or hands mission
support. Mission support may be granted to an organization/group that meets all of the
following guidelines and criteria, shows accountability to a reputable organization; has a
developed action plan, a defined budgsat, evangelistic focus; fulfills a humanitarian
need:; does not duplicate a current Lenape
Committee will also support, on a discretionary basis, a Christian group or organization
that has experienced a disaster ofgated a worthy need for aid.

A Receive requests for, review, and coordinate all mission oriented activities sponsored by
any committee or board of Lenape Valley Presbyterian Church.

A Arrange special mission events (e.qg., fairs for congregation, mysetiith visiting
missionaries, special projects to collect items or funds for mission, Christmas gift
collections).

3. Special Offerings
A Plan, schedule, and coordinate activities to promote and receive special mission offerings.

4. Communicationsrd Publicity
A Writing and communicating verbally to spread mission news using: monthly Newsletter,
weekly Sunday bulletin inserts (Minute for Mission), appropriate bulletin board, Mission
Yearbook.

A Create artwork in support of mission projects.

5. Parish Nursing
A Educate, counsel, communicate on matters of health; provide health related services to
the congregation and local community.

Revised November 2006
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PROPERTY COMMITTEE MINISTRIES

MISSION STATEMENT
To preserve and maintain church propémtg condition that enables and fosters church
functions and activities.

Responsibilities:

T

T

Meeting normally at 8 AM on the first Saturday of each month to plan and discuss work
items, then perform tasks finishing around 12 noon. Sometimes work sessions a
scheduled, as needed, to perform special projects.

Oversee and inspect the building and its facilities to allow trefuekeoperation of the
church systems.

Perform or have performed regular basic maintenance of electrical and mechanical
systems.

Weed,edge and mulch the landscaping beds on the property and prune/trim all shrubbery
during the Spring and Fall Cleaup activity.

Perform special tasks such as building new classroom space, seal coating the flat roof
surfaces, modifying areas for enhancextesie space, painting walls, replacing windows
and doors.

Set up the Nativity Scene platform for Christmas Pageant and assist with various
Sanctuary decorations during the holidays.

Allocate funds for various projects, regulate annual costs associategtiitghcosts,get
maintenance agreements and perform regular maintenance activities.

Coordinate work through and with other committees as related to church property.
Lock up the building and verify all lights and thermostats are shut down at nighpto hel
reduce consumption of energy.

Negotiate contracts, supervise contractor installations and confirm work is performed
satisfactorily.

Perform annual job performance review for garte Sexton.

Revised 2005

Approved
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STEWARDS HIP & FINANCE
COMMITTEE MINISTRIES

Mission Statement

To recognize the gifts of life and salvation given to each of us by God and, in return, to work
faithfully in promoting th return of a portion of these gifts to further the teaching and work of our
faith; to work with all church committees, providing guidance and encouragement in budgeting,
financial planning and stewardship programs.

Responsibilities:
1 Meets at 7:30 PM on the third Thursday of each month for planning and to perform our
tasks.

1 To encowage good stewardship of time, talent and treasure by all members of our church
and by our church committees.

1 Along with the Church Treasurer and Church Financial Secretary, oversee all church
financial activities; manage, record and report all churcbnre; expenses and special
investments.

1 Conduct an annual campaign to encouragéfinancial stewardship and determine
church income for next year.

1 Provide guidance and help to the other church committees and organize their inputs in
preparing costestiat es f or the churchdéds annual budge

1 Along with the Church Auditors, we perform an annual audit of all church accounts and
funds.

1 With the help of church counters, record all weekly pledges and other gifts and prepare
trimester contribution reports fonembers of the congregation.

1 Conduct an annual Time and Talent campaign to encourage all church members to
become a vital part of the ministry of the church by performing required committee
ministries.

9 Assist all of the church committees in the managerogtheir budgeted funds.

1 Manage the Capital Need and Memorial Funds which provide money for many non
operational expenses.

Revised 2005

Approved
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VISIONING AND PLANNING MINISTRIES

Mission Statement

To discern through prayer, stpdnd reflection, the vision for Lenape Valley Presbyterian

Church to follow the way of the Holy Spirit as it inspires our plans and bold action to bring about
His will.

Background

Lenape Valley has been foll owi ng everhbeforéddat ur al
Presbytery r eco mpnecipldeidnted t appidfbashi soabfi ngi ng
changes to churches. The program defines needs and offers action plans to meet those needs.

Responsibilities:
1 Administer Natural Church Devgbment surveys to determine where our efforts are best
served.

1 Recommend a course of action to Session to address our needs as determined by Natural
Church Development.

9 Organize the appropriate task force to implement growth and change.
1 Arrangeforanhost i nformation gathering groups |

1 Currently writing a Grand Plan to help provide direction for the Session, spiritual leaders
and the congregation at large. With such a plan and the guidance of the Holy Spirit, we
will be able to grow our ministries more effectively.

T Serve on LVPCOGs planned permanent communi c
A Co n n e c tThisoinvavesoworking closely with various committees on specific
projects and in the coordination of many differenypes of communication
(internal/external publications, our web page and advertising.

Approved
2/7/2006

Phil Wall
For Committee
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WORSHIP AND MUSIC MINISTRIES

Mission Statement

To assist in the preparation and coordination of services and eventswehére congregation
gathers to worship God, and to provide an arena in which the Holy Spirit can move in the lives of
our worshippers.

Responsibilities:
1 Oversee the church sanctuary, its layout, furniture, equipment, including its musical
instruments.

1 Oversee the church music program, including the materials and equipment needed for the
various choirs, etc. In conjunction with the Head of Staff and the Director of Music
Ministries, we establish a philosophy of music, and set standards for proper church
music. The committee also works to maintain those standards in all forms of worship.

1 Work with the clergy and the Director of Music Ministries to coordinate, enhance, and
produce Christian and relevant worship experiences.

1 Provide many of the people @materials needed for worship, i.e., ushers, nursery
workers, communion elements, flowers, etc.

T I's responsi ble for the disbursement of f

1 Help to determine standards and fees for church members and ottieiuiad who wish
to use the church sanctuary.

1 Determine standards and fees for sotiirch groups that wish to use the sanctuary and
draws up agreements with groups that are authorized to use the sanctuary.

1 Oversee setips of the sanctuary for speciakeats.
1 Oversee and support the production of the annual Christmas pageant.

1 Provide personnel and provisions for coffee hours, etc.
2005

Approved
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Lenape Valley Presbyterian Church Facilities Hand Book

FACILITIES HANDBOOK

PURPOSE

The facilities of Lenape Valley Presbyterian Church are for the support and enhancement of
ministry, and they stand as visual testimony of our faith. They are toeblefasthe worship of

God, fellowship of believers, outreach and support of the community, and encouragetimese to

in need. The handbook was established as a guide to accomplish this purpose. #iewaotk

we desire to protect and maintain the sigraiht investment that the facilitiespresent.

ADMINISTRATION.

This policy has been approved by Session. The responsibility for interpreting and
administering this Facilities Handbook is under the Administration and Personnel Committee in
cooperation withthe Activities, Property, Worship, Stewardship and Finance, and the Christian
Education Committees.

AVAILABILITY OF FACILITIES:

Qualified Users: The facilities of Lenape Valley Presbyterian Church are available for use
primarily by the various church mstries and activities. Outside organizations whose puighusse

not conflict with the purpose of the church may upon application obtain approval for uaeesand
subject to payment of applicable fees. The facility is not to be used for commercialpoufifor
ventures in the interest of good taste and to protect thextmpt status of the church. Only
church sponsored activities may place banners/signs on the exterior of the facilitegsecy.

ANY KEY ISSUED FOR THE USE WILL BE SIGNED FOR AND RETURNEAFTER
THE EVENT.

PRIORITY OF USE:

1.  Church Directed Ongoing Ministry Programs
Priority of use will be given to on going church sponsored and directed miniglfies.
conflict arises and prioritizing of ministry programs needs to be determined, the
Activities Committee (in consultation with Pastoral Staff) will set priority.

2. Church Ministry Special Events / Activities
Church ministries, which conduct special events, must submitnake & advance
request for the space required. In the event of aicondenerally the priority wilbe
given to the request with the earliest date.

- 1 -Created June 2005
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. Private Church Member Events

Members of Lenape Valley Presbyterian Church may request the facilities for funerals,
funeral luncheons, weddingswedding anniversaries, and wedding receptions.
Scheduling is granted if the facility is available for the examples and the date ansl time
worked out with the pastoral staff. Funerals are scheduled at the request of agpdstor,
the family. Generallysegular activities are not rescheduled for funerals.

. Parachurch Events

An organization/group, whose ministry is in harmony with Lenape Valley Presbyterian

Church, may be granted permission to use the facilities. These organizations must
submit proof ofinsurance, pay deposit or use fees, and must abide with Lenape Valley
Presbyterian Church's Child Care policies if the organization plans on providing child

care. An organization/group granted permission may occupy only the portion of the

facility that they have scheduled via the appropriate use form.

. Community Events

Lenape Valley Presbyterian Church believes that part of its outreach is to offer thfe use
the facilities for events that serve the community and are not in conflict with the
vision/missia of the church.

. Unofficial Church Athletic Events

Athletic events are permitted with the understanding that they are not official events.
Church insurance does not apply and private health insurance must be used in thfe event
an injury. The fellowsip hall is not to be used as a gym by outside groups.

. Authority To Preempt A Scheduled Activity

If conflicting requests for use of a facility are received, a church activity will be given
preference over a private or rohurch activity. Once space hbsen scheduled, only a
major ministry effort may preempt a scheduled activity and only after approval by the
Pastoral Staff. Action to preempt a scheduled activity will be done only with careful
consideration in extreme cases.

. Exceptions For Scheduling

The church office and facilities are closed on New Year's Day, Easter Mdvidmgrial

Day, Independence Day, Labor Day, Thanksgiving Day, Thanksgiving Friday and
Christmas Day. No requests for use will be granted on these days uniagprureed by
theresponsible pastor.

- 2 -Created June 2005
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9.

10.

11

Keys
Keys will be given to contact person on request form by the Church Secretary after

approval by Activities Committee Chair person. The key will only be issued after the
individual signs the key log.

Requests for a temporary key must be made at the same time as the building usesequest
made. The temporary key request will be approved along with the facility use form and
the key must be returned at the conclusion of the event. Temporary keys rsigsielde

for and the Church Secretary will maintain this log.

User Requirement/Responsibilities

The requesting party with approved access is responsible for set up of facilities and to
return all items to the appropriate place and make certain the areis akesth, unless they

hire church sexton to perform. Lights and heating/air conditioning must be turned off upon
leaving. Any damage to area used must be reported to the church office. If the damage is
beyond normal wear and use then it will be repairetithe cost passed on to the user. A
contact name, address, and phone number is required on all use applications.

Cancellations must be called in to the Church Office. Use of church facilities is a
privilege. If usage problems persist after two remindershieyChairman of Activities
Committee, will result in temporary or permanent loss of the privilege to use of the
facilities.

User groups will be charged for damage and/or cleaning if they fail to properly maintain
the space utilized, including the kitchérhe user will be given a copy of the guidelines

and procedures for requesting use, and agree to the content before permission will be
granted.

Bulletin Boards. Signs & Display Tables

In order to maintain the facility, signs and tables may be placlkdirondesignated areas

and must have been listed on the appropriate facility request form and approved. Signs
that have not been approved will be removed.

Purpose:

This policy outlines procedures for use of bulletin boards at LVPC.

Applicability:
This polcy is applicable to all full and pattme employees, officers, clergy, and
committee members of LVPC.

- 3 -Created June 2005

52



12.

13.

Policy Statement:

All Bulletin boards are to be considered property of LVPC, and are maintained solely
as ameans of communicatn for church related business. They are to be used only
in this capacity.

Notices posted on the bulletin boards may concern every member of the church, and/or
every employee. It is important that you read every posted notice as soon as it is
convenient todo so. All posting of notices must be approved by the appropriate party
prior to posting.

A. Large Bulletin Board in Narthex = Activities Committee
B. Library Bulletin Board = Christian Education Committee
C. All others = Check with Church Office or Pasto

No postings of material of a derogatory, offensive, vulgar, or obscene nature will be
permitted atany time. As bulletin boards are in view of visitors to the building, no
materials which wouldtend to cause LVPC to be held in ill repute, or to lose
effectiveness in the public opinion or its mission, shall be permitted.

No postings advertising personal business, or-ctwmrch related matters shall be
permittedwithout special approval of the Session or Pastors.

All Bulletin Boards are considered as affiad@al communication avenue for LVPC
business andhission.

Audio Visual and Sound Equipment

AV and sound equipment must be requisitioned on the facility request form from
the appropriate ministry leader. A deposit will be required and if equipment
is damaged then requestor will be responsible for replacement of equipment.

Borrowing of Church Equipment

Generally, most church owned equipment is available for personal ministry use and use by
ministries supported by Lenape Valley Presbyterian Churdie @&ppropriate
Equipment Request Form must be completed.

14. Charges

There will be a security deposit and custodian fee for the use of the facility factaity

that is not sponsored by Lenape Valley Presbyterian Church or a recagimzstdy group

and occasionally for a civic group. In some cases there will alsclgeh use fee.

Church fees may be waved at the sole discretion of Lenape Valley Presbyterian Church for a
Parachurch organization.

- 4 -Created June 2005
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15. No-Solicitation Policy
Thechurch does not permit solicitation or advertising within its facilities, includinghneh
mailboxes. Business cards may be displayed after approval in the designated area.

16. Child Care Policy
Groups using the facilities' nursery/children’s areast abide by the church's policaasd
procedures. Staffing of the nursery/children’s area is not the responsibllgpaye
Valley Presbyterian Church, unless the event is a regularly scheduled event of Lenape Valley
Presbyterian Church or a speciglgnned ministry function. The A&Eommittee
administers the Child Care policy.

17. Gym Usage Rules
a. Church activities using the gym for recreational activities must wear sneakers with non
marking soles. Rollerblading and skateboarding are not permitieel gym or anywhere
on the church property.

b. Volleyballs are to be used for volleyball only. Basketballs are to be used for basketball
games only. With the exception of nerf balls, balls used for other activities must not
be used inappropriately nor caudamage to the facilities.

c. All recreational activities must have authorized adult supervision. An adult in charge
must not leave the premises until all children/youth have left the premises and all
equipment returned to its proper place.

d. All gym use nust be scheduled in advance, and activities approved.

18. Kitchen Usage and Rules
a The Activities Committee has oversight of all food service anastef kitchen facilities
and equipment.  They have the responsibility forptieparation and seéng of
congregational dinners. The Activities Committee magrigaged for other functions upon
their acceptance of each request. Ataanth notice is required for banquets and dinners that
require the Activities Committee services. ditiners willbe advertised and a sign up sheet
placed in the foyer. Small fellowshijie cream socials, etc. require three weeks notice.

b. To use the kitchen, you must submit the Kitchen Request form and be approved by
the Activities Committee. The Activities Canittee will check the church calendar
with the church secretary. The date must be cleared at least one month ahead of
scheduled event. However, the sooner you schedule your event the better yowfchance
getting the date you want. The facilities and eapaipt are available to membeegular
attendees, immediate family members and special consideration will béogitreincih
supported ministries of Lenape Valley Presbyterian Church.

C. Alicensed and insured caterer would be acceptable to serveoreceptbanquets ithe
gym/fellowship hall after meeting with the Activiies Chairman and agrees to follow

the Kitchen Usage Rules.
5 -Created June 2005
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d. Once the date has been cleared and placed on the church calendar, the kitchen will be
held for yaur group. The name of the person in charge of the event must be given to
the Church Secretary so that if there is a problem we will have someone to contact.

e. If your event should be cancelled and you do not need the kitchen, it is your
responsibility tanotify the Church Secretary of the cancellation as soon as possible.

f. Al groups must give the Activities Chair Person a written list of the paper goods, coffee,
etc, needed for their activity.

g. The kitchen will be inspected as soon as possibleaitactivity to ensure that
everything is in place and clean. If it is not clean, the leader of your group will be
notified and you will have to take care of the situation.

h. The stove and lights should be checked at the end of an event to makkeyure
are off. All doors should be locked. Food items that were purchased &atiegity and
were opened should be taken home by the group and not left in the refrigerator to spoil. If
there are items that have not been opened and have shetlidijeare tobe marked
with a label that states "the date and available for ugech allows others to use
them. These items, if perishable, should be placedenefrigerator or freezer. ltems
that are not perishable should be placed onkitehen counter and thActivities
Committee will put them in the closdRemember, all items are to be marked with
"date and available for use" (Thiseans it can be used by someone else).

i. Allitems in the refrigerator and freezer that are placed there by the staff or
church members for their own use are to be marked with their name.

j. Anyone who wishes to use the dishwasher must notify the Activities Committee
who will make arrangements in order to receive instruction in its proper operation.

k. All trash must be plackin the proper containers.

[. All dish towels and table linens must be laundered and returned iithidays or
sooner if requested by Activities Committd@able linens must be ironed.

m. No items from the kitchen may be borrowed or removed frarctiurch premises
without the approval of the Activities Chair Person.

n. Juice that contains red, orange or purple dye is not permitted in the gym and
kitchen areas. Mi¥/alley Fruit Punch can be used as it will not stain the carpet. No
alcoholic beverags are to be served.

- 6 -Created June 2005
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19.

20.

0. Please noteTHIS IS A SMOKE -FREE FACILITY .
If you have questions or need to make reservations for the use of the kitchen, fieel free
call the Activities Chair Person or the Church Secretary who wilctliyeu to the

appropriate person.

Injuries and Accidents:

In the event of an accident or injury a report must be completed within 24 hours of
the occurrence. Forms are available in the church office.

Fees.

All fees are payable at the schedulifgh®e event. A separate check in the amount of
$50.00 is required at the scheduling of the event. This check will serve as a deposit and
will be returned if additional clean up and maintenance is unnecessary. Checks for
facility use and deposit are payalteLenape Valley Presbyterian Church. All checks

for staff are payable to the individuals providing the service.

Fees will be reviewed by the Session as necessary.

Guidelines that our group agrees to follow:

We will be responsible to sap and takedowany additional tables
and chairs that our event requires.

. We will be responsible to open up and lock up the building when our

activity is over if this is not an event during normal church hours.

. We will return the facility to the condition in which we falin OR

the condition which the church requests for the next use of the facility.
(When you contact Activities Chair Person, please ask about this matter.)

If we use the kitchen we will wash, dry, and return the utensils,
equipment, dishes, and other itetmsheir proper location.

. Wewill vacuum the location of our event if our use so warrants it.

We will pay for any nomormal cleaning as a result ofr@vent.

- 7 -Created June 2005
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8.

0.

If we are using the Fellowship Hall, we will review with all responsdlolelts the rule
posted by the light switches so that these guidelines will be enforced for the safety and
maintenance of our facility.

We understand that no beverages with "red dye" can be served since it
permanently stains our carpeting.

We will contactActivities Chair Person at least one week in advance to make any
additional arrangements necessary and to review our plans.

We understand that the church office will contact us to
confirm the date and the location requested.

| will be responsible to seedhthese guidelines are followed:

Signature

Date

My phone number:
daytime evening

Procedure for Room Reservation and Usage

Person picks up Room Reservation form from church secretary.

Person fills out form (both sides) completely.

Person returns fon to church secretary, who will examine the form for
completeness, and awaits approval from the Activities Committee on the

first Tuesday of the month, following completion of the form.

Church Secretary initials, dates and copies form for her files,phisnoriginal form

in Activities Committee Chairperson's mailbox.

Church Secretary notes tentative date on room use calendar.

Activities Committee discusses, approves or disapproves room use at next meeting.
Activities Committee member will inform persobaut approval or disapproval by

the Friday following their monthly meeting. Committee member will also remind
them of the fee due one week before approved usage and delivery of set up diagram,
if needed.

Activities Committee Chairperson will give churcltietary a copy of the committee
minutes in a minimal time following their monthly meeting.

Church secretary will confirm dates on the room use calendar with the minutes.

10. Church secretary will file forms within monthly dividers in room usage binder.

- 8 -Created June 2005
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11. As stated on the reservation form person is to pay room usage fees by one week prior

to their event. If not received approval will be void. The Church Secretary will

receive and enter all fees with a copy of deposit slip placed in theithes Chair
mail box.

12. A key will be given to the LVPC person responsible during the event only after funds

1)

2)

have been collected.

THE FELLOWSHIP HALL WILL NOT BE USED BY NON -MEMBER
ORGANIZATIONS AS A GYMNASIUM, FOR SPORTING EVENTSOR FOR PROFIT
PURPOSES!

USE OF THE FELLOWSHIP HALL WELL NOT BE APPROVED FOR ANON -

MEMBER WITHOUT THE SIGNATURE OF AN L. V. P. C. MEMBER WHO WILL
BE RESPONSIBLE FOR AND TN ATTENDANCE AT THE EVENT.

DRAFT FEE Schedule

All Groups using the Fellowship Hathust paya $50.00 maintenae fee with the
exception of ALL LVPC sponsored events.

_Church Member Non-member (check one)

Fellowship Hall Use $0 $50.00
Maintenance fee $50.00 $50.00
Sexton setip fee ($14 per hrs.) $ $
Kitchen Use $0 $35.00
Kitchen Assistant ($14 per _ _hrs.)  $ $
Classroom as set up(upto 4 hours)  $ $20.00

(If beyond 4 hours, $5.00/hr additional)

As our overand dishwasher are commercial grade, a Kitchen Assistant will be
needed if you wish to use either of these in our kitchen. Please be prepared to pay
the Kitchen Assistant in cash, the day of your function.

If you need the Sexton for setting up the Felloydtall or classroom, please

attach a diagram of the room sgd along with a listing of the number of chairs and
tables needed. It is your responsibility to check with our secretary to make sure the
Sexton receives a copy of your room-gptafter the comittee has approved your
reservation.

Payment should by received by

Amount of and date check received

- 9 -Created Juned®5
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Church Office Use Only:

Date form received (Secretary Initials)

If needed, Kitchen Assistant name

Phonet# Hours needed to

Date Sexton infoned (if needed) Diagram given

Need to insert Wedding Fee Schedulgee wedding booklet

March 2006
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Stewardship and Finance Committee

Policies and Procedures

Purpose

The purpose of this paper is to discuss some of the important respoesibi the Stewardship

and Finance Committee of the Len ape Valley Presbyterian Church (LVPC) and how they are
carried out. It presents definitions and provides a discussion of: (a) church finance: income and
expense funds and accounts, (b) stewardsbmgepts, and (c) various policies and procedures
regarding stewardship and finance.

Church Finances

Definitions:

1 Fundsi includes: (a) cash (bills or coins) and (b) checks

1 Propertyi includes: (a) stocks, or (b) real property

1 Income: includes all fund®r property received by LVPC from both LVPC
members or nomembers and other groups. Income to LVPC can be further divided into
two major types:
Donations received defined as income that is freely given by a donor for which no
direct reciprocal servicas goods are exchanged between the church and the giver: such
gi fts are fitax deducti bleo and are to be r
the giver or if the giver is a holder of a set of LVPC envelopes) as a charitable
contribution to LWC.
Earned Incomé defined as income received from givers with the understanding that
their payment of a specific amount entitles them to receive specific services or goods
(e.g., sales of materials, books, plates, stationary, transportation, roongttopdr
services (e.g., required fees for registration and attendance at LVPC Vacation Bible
School, LVPC Nursery School, etc.). All checks given for various sales and
reimbursements should be clearly marked as having been received for that purpbse. Suc
gifts cannot be reported to the giver as a charitable contribution to LVPC. Another type
of earned income includes interests earned from investments.

1 Expenses: includes: funds and property that is rendered by LVPC. Expenses for LVPC
can be divided it two major types of expenses:
Donations Given includes all expenses provided to individuals and groups for which no
goods, services, or property from them is required or expected.
Payments Renderddncludes all expenses provided to individuals or geofor which
they have rendered (or are expected to render) goods, services, or property to LVPC.
Interest on loans and other types of fees required to borrow money is a type of service
rendered by others to LVPC and is thus classified as a paymentdaondszed.

Types of Funds and Accounts

LVPCOGs financi al books are set up using vario
subaccounts within accounts. This convenient and proven method permits LVPC (e.g., the
Treasurer, Financial Secretarye®ardship & Finance Committee, and Session) to clearly
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identify the purpose and amounts of both income and expenses and to prepare budgets and
required reports to the Session, the Congregation, and the Presbytery. Current major funds and
accounts includefhe Operating Fund, The Capital Improvements Fund, The Manse Fund, The
Tools for the Task Fund, The Memorial Fund, and, Special Purpose Accounts.

Il n addition to the above establisheldle funds an
Combined Fund asbeen established to permit members to make a single payment (each week,
month, etc.) for their contributions to both tBeerating FunéndThe Tools for the Task Fund

Each of the above mentioned funds are discussed in the following paragraphs.

1 Operding Fund The Operating Fund supports four major types of expenses: Recurring
Operational Expenses, Capital Improvements, Debt Reduction, and Benevolences.

Recurring Operational Expensesicludes all expenses required to take care of the day
to-day reairring annual operational expenses to maintain the church and to administer its
programs and activities. Types of expense accounts for this purpose include:
Pastor Related Expensése . g. , pastorsé salaries, hous
and major medial expenses, auto allowance, study leave, telephone, and other);

Administration and Personnel Expengesy., church office personnel salary,
temporary secretarial help, postage, supplies and printing, minor equipment repair,
property insurance, taxedce:

Building and Grounds Expensgsg., janitorial services and supplies, minor
equipment repairs and building maintenance, snow removal, landscape and
grounds, pest control, utilities (e.g., gas, electric, water and sewer, trash collection),
and buildng protection);

Worship and Music Expens@sg., minister of music salary and continuing

education, pulpit supply, organist supply, special programs, flowers, supplies, minor
equipment purchases and maintenance, music purchases, bible and hymnal
replacenents, etc.);

Christian Education Expensés.g., church school and vacation bible school
curriculum, supplies, minor equipment purchases; expenses related to adult
education, confirmation classes, library, teacher training, camps and conferences,
youth fellowship, youth mission trips, cradle roll, etc.)

Nursery School Expens@sg., nursery school salaries, payroll taxes, payroll
services, insurance, advertising, telephone, curriculum materials, supplies, etc.)

Membership Expensés.g., mailings, advésing, yellow pages, various retreats
(posthighs, family, renewal, etc.) expenses related to various grougso(ifs,
inqguirer classes, menbés fell owship, I nac

Activities Expense®.g., hospitality and kitchesupplies)
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Stewardship Expensés.g., campaign expenses, per capita assessment, payroll
service fees, funds transferred from the Operations Fund to the Capital
Improvement Fund, etc.)

Debt Reduction During the years 1992 to 2001, mortgage expenseguagni.e., principal and
interest) on the outstanding loan for the latest church expansion are paid from the Tools for the
Task Fund (see below for description of this fund). Each year, however, the Operating Fund
transfers amounts previously approvedhos Congregation to the Tools Funds for debt

reduction purposes.

BenevolencesThese include expenses for: (a) Special Missions, (b) General Local, and

Unallocated missions, (c) the Presbyterian Bicentennial Fund, and (d) the Work of the Deacons.
SpecidMissionsincome is derived from gifts received from members and non
members for fAbenevolent activitieso or 0
are created for each identifiable missio
AChri st mas J ally, allaiftserdcaived) far a parficular account will be
passed on to the stated recipients for those gifts. Members are encouraged to give
as they are able to various benevolences approved by the Mission Committee.
Members, however, are also free teegihrough the church to other benevolent
causes that an account has been or will be set up for that purpose. Members are not
allowed to directly contribute tafxee gifts to a person or family to which they are
related, although the church as a whole swgyport such accounts through their
charitable gifts.

General, Local, and Unallocated Missiomsome is derived from pledged and
non-pledged gifts to the Operating Fund. Certain amounts of these funds are
allocated and sent to support various benevatession projects approved by the
General Assembly (i.e., General) and the Philadelphia Presbytery (Local). The
remainder are used for various worthy causes determined by the Mission
Committee.

The Presbyterian Bicentennial Fuimtome is derived fromlpdges to the Tools
Fund (see discussion of the Tools Fund below). It supports a wide variety of
benevolent programs sponsored by the National Church that would otherwise have
been unable to be carried out. Our local Mission Committee recommended the
prgects that our local church supports.

Work of the Deaconscome is primarily derived from pledged and fmadged

gifts to the Operating Fund. It is used to defray such costs as: preparation and
serving of mends and wo melivedy®f foodbasketsf ast s,
to members and nemembers in need at Easter and Thanksgiving, providing food

and gasoline coupons to the needy, and taking part in the upkeep of the Doylestown
shelter. The Treasurer of the Board of Deacons must approve expertbes fo

Work of the Deacons activities.

1 Tools for the Task Funitl This fund was established primarily to permit needed building
expansions and capital improvements to the Lenape Valley Presbyterian Church. The
major expansions undertaken included: a navtirpurpose social hall and kitchen,
additional and improved Christian education spaces, expanded narthex and entryway,
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library, church office, parking, and repair installation of a pipe organ for the sanctuary.
In addition, the congregation voted tolude donations to the Presbyterian Bicentennial
Fund as a part of its fund raising program. Income to the Tools Fund comes primarily
from two sources: (a) members who pledge to the Tools Fund and (b) annual transfers
from the Operating Fund. At a spedizdngregational Meeting in late 1991, the
Congregation voted to go ahead with the Tools program and approved, based on
projections of probable Tools income over thge@r pledge period, the establishment of
this Fund for the following limited purposes:

LVPC Debt Reductioii The objective is the reduce the $1.3M principal owed to a point
where the Operating Fund would be able to take over the mortgage payments in the year
2002 for the remainder of the load period at a cost of approximately $81K pefMyear.

$81K figure was based on a gradual, step increase each year in the amount set aside in the
Operating Fund for the debt reduction from what it was in 1991 to what 18 percent of the
total Operating Budget was anticipated to be in the year 2002.

The Prebyterian Bicentennial Funid A total of $90K over a skyear period ($15K per

year). These amounts are transferred from the Tools Fund to the Operating Fund which
pays those amounts; and Pipe Organ Repair and Installa#idatal of $108K for repair

and installation of the new pipe organ in the sanctuary.

The total amounts for purposes of The Presbyterian Bicentennial Fund and Pipe Organ
Repair and Installation were established at a special Congregational Meeting following
the first threeyear campaigm the Fall of 1991. At that time, the amounts originally

desired had been: $100K for the Bicentennial Fund and $120 for the Pipe Organ, but
were reduced to the previously mentioned amounts (90 percent of what had been desired)
based on an analysis of athwas expected to be affordable. The amount for purpose of
LVPC Debt Reduction is that which is necessary to reduce the outstanding mortgage to a
Congregationaapproved level by the end of the third thyear pledging period. Excess

or surplus monies the Tools Fund can also be used to support increased operational
expenses caused by the expansion of the church plant.

As indicated earlier; at the conclusion of the third, thyear Tools campaign (i.e.,

December 2000), all debt reduction expensesime the responsibility of the Operating

Fund. Existing proceeds in the Tools Fund at that time can be used (with Congregational
approval) for: the Presbyterian Bicentennial Fund additional debt reduction beyond what
had been programmed, the LVPC Debt &&ibn an additional $10K gift to the

Bicentennial Fund, and the Pipe Organ Repair and Installation an additional $12K for

pipe organ expenses. All residual funds are to be transferred to the Capital Improvements
Funds.

Capital Improvements Fudd includes fund reserved for future major equipment

purchases or major repairs to the church plant which do not fall under a Session

commi tteebds nor mal repair or maintenance o0
purchase or repair is defined as a-imee expensgreater than approximately a tenth of

one percent (.1%) of the total annual Operating Fund Budget. All members of Session
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should endeavor to ensure that sufficient funds remain within the Capital Improvements
Fund to allow LVPC to meet loaginge replaceent and repair of its capital equipment

and overall church plant. The Stewardship and Finance Committee goal is to maintain a
minimum balance in this fund equal to ten percent (10%) of the total annual Operating
Fund.

An inventory of church property (dding and equipment) should be updated periodically

by Session committees. The inventory shal
capital property, it current value, its expected lifetime, its expected year of replacement or
repair, and its prolide replacement and/or major repair costs. With this information, a

more realistic Capital Improvements Plan can be formulated and a realistic budget

instigated to carry out the plan. Additionally, this information can be used to ensure
adequate insuraraoverage for the existing church property.

Memorial and Special Gifts Fufd includes all gifts given by members or amembers

to honor: (1) the memory of deceased persons, (2) living persons whose lives serve as
exemplars, and (3) the impact of the atuand its work on their lives. Accounts under

the Memorial Fund should identify either (a) the name of the person in whose name the

gi ft was given (e.g., AJohn Doeo or (b) th
ithe Organ FuoadfiibanéeeowaBi bgesd,etc. ). Fund:
spent on projects recommended by the Memorial Subcommittee and approved by the
Stewardship Committee and Session. Monies in type (b) accounts can be spent only on
projects that fit the definitionf those accounts. In general, memorial gifts should be

used for special needs, projects, or programs that do not fall under ttediay

operation or running of the church.

Expenditures from Capital Improvements and Memorial FuRésjuests for
expendure of funds from the Capital Improvements Fund and the Memorial
Fund can be initiated by any Session committee chairperson provided that the
funds are requested for legitimate capital improvements and not for items that
should be part of annual operatad costs. The Stewardship and Finance
Committee has prepared a standard form by which those requests can be
presented for consideration. The form shall contain sections for: (a) describing
the nature of need, (b) describing what equipment or serviegusred and how

it can be procured, and (c) determining anticipated costs. The initiating
committee chairperson is responsible for preparing the request and providing
adequate detail (e.g., getting three competitive bids) so that the request can be
intelligently processed. From tirrte-time, the Stewardship and Finance
Committee will review these requests and make recommendations to the Session
for approval or disapproval of each request received.

Manse Fund This fund came into being by investing {@ceeds from the sale of the

manse (i .e., a pastorodos home) that was, at
of the Senior Pastor. The Manse Fund, by an agreement between LVPC and the
Philadelphia Presbytery, has been invested and cannot b&ugedposes other than to

purchase another manse if the need should arise in the future. However, the interest this
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investment earns may be transferred to the Operating Fund and used to help defray
AManse All owanceo expenses of the pastor al

Specal Purpose Accounds In addition to the above broad funds, special purpose
accounts are used for highly specific purposes such as those described below.

Sales and Reimbursements Accouirisludes all income from sales,
reimbursements, refunds, etghich cannot be classified as charitable giitsm

the donor (or payee). Current separate accounts include: required fees or
registration for Vacation Bible School, LVPC Nursery School, sales of Clemens
Coupons, sales of theater tickets, travel and howsipgnses connected with

LVPC sponsored activities where the payee is receiving benefit from the activity
without being responsible for directing or coordinating the program, fees for use
of the church building for weddings and receptions, and all typefurids and
reimbursements, etc.

Session and Deacon&ndudes avanetybftypesof Account s
charitable giftslonatedto support various activities which are the responsibility

of specific Session Committees or the Deacons. For exanophe, smiembers

make special contributions to the Christian Education program (e.g., Church

School, Confirmation, Vacation Bible School, Youth (Senior High or Junior

High) Fellowship, Retreats, Missions, or other relevant activitiBgnations to

these accauts should not be confused with admaritable fees paid under the

Sales and Reimbursements Fund (although both funds may be used to defray the
same type of expenses).

Miscellaneous Donations Accountacludes specific gifts that are identified for a

speific purpose. Separate accounts include: Initial Offering (for defraying the

cost of Stewardship Envelopes and Reports), Per Capita Apportionment (for
defrayi nge mhheer fifpeceers 0 pai d to Presbytery
of the Building (for defaying additional church maintenance costs incurred when
portions of the Building are used by an

Earned Income Accountsicludes all dividends and interest earned from various
investments. Unlike all of the predad accounts, monies from earned income do

not pass through the counters and must be separately accounted for by the Church
Treasurer.

Stewardship Concepts

Annual Commitment of Time, Talent, and Treasure by LVPC Members

As part of the orgoing stewardslpi program at LVPC, a campaign shall be held each year to
encourage recognition and good stewardship of the time, talent, and treasure God has given each
of us. All members/families shall be strongly encouraged, though not required, to indicate
churchrelaed activities for which they are willing to volunteer, and to pledge a reasonable

portion of their income to the Operating and Tools Funds. The campaign shall stress the

65



i mportance of Aproportionate gi vi ngpetiedkd),
and shall strongly encourage the concept of tithing.

Commitment by LVPC members for the coming year is considered important for several reasons.
Renewed annual commitment represents a continuing fulfillment of the vows to support the

church allindividuals made when they became LVPC members. Pledging of financial support

and commitment of time and talent requires serious thought about the priorities of various
demands on our membersdé6 | ives and, anl ti mately
member is willing to make to carry out the Lo
shall be treated in a highly confidential manner (i.e., they should be seen only by one or two
members of the Stewardship Committee who are responsibletéyirgy pledge data into the

computer and analyzing the campaign results). Additionally, during the campaign, members
shall be notified that financi al pl edges can
financial situation changes.

Pledging by meiers permits the Stewardship and Finance Committee to derive more realistic
estimates of how much income will be received by various funds during the coming year, and, in
conjunction with the various Session committees, to determine how best to utifieduhds.

Thus, pledging not only encourages good individual stewardship among LVPC members, but it
also aids in good stewardship of our church finances as a whole.

Accounting and Financial Reports

One of the responsi bi | itotmaietan acctlraterecords gf alilgone d st
and expenses, to generate timely reports of those data, and to determine the extent to which

income matches planned and budgeted amounts. The Church Treasurer is responsible for

keeping accurate records of expes. The Church Financial Secretary is responsible for

recording and reporting all types of income (except, as discussed earlier, some that fall in the
category of AEarned I ncomeod) . Both the Treas
Stewardship rad Finance Committee, approved by Session, and become members of the S&FC.

1 Accounting and Reporting of Expens@&® accomplish this goal, accurate records of all
expenses must be kept. This task is accomplished by the Church Treasurer who pays
bills thathave been approved for payment by the cognizant Session Committee. Each
Session Committee chairperson I s responsib
expenses and keeping them within approved budgetary limits. The Treasurer is
responsible fomonitoring deposits of income to various funds and accounts and
maintaining adequate funds in the checking account so that bills can be paid in a timely
fashion after they have been approved. The Treasurer calculates balances in various
separate funds dmaccounts and prepares a monthly report of the status of income and
expenses for the previous month, yeadate figures, and ye#&o-date budget figures.

1 Accounting and Reporting of Incom&o accomplish this goal, the Financial Secretary is
responsil@ for maintaining accurate records of all gifts received each week. This is
currently accomplished by thrgeerson, volunteer counting teams who utilize a
computerized ASunday Countingo progr am. F
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for each gift eceived: (a) the fund or account given to, the giver, the amount, and the
method (cash or check). Both pledgers andpledgers are encouraged to accept and
useaboxofpreumbered offering envelopes for eact
Fund, eaclbox contains envelopes for several other accounts (e.g., initial offering, per
capita apportionment, and several annually recurring benevolences). Use of the envelope
system and the computer program greatly speeds up the work of the Sunday Counting
teamssince they can merely enter the envelope number rather than having to type in a
name. The program also enables the proper splitting of a gift to the Combined Fund
between the Operating Fund and Tools Funds in accordance with previously entered data
onagrson/ familybés pledge. The record of gi
from the Sunday Counting program serves multiple purposes:

9 Detailed information about cash and checks required by the bank for that

Sundaydés deposit,

1 Total income to each fd and account needed by the Church Treasurer for that
week, and

1 Periodic reports to LVPC members on gifts they gave and comparison with
pledges.

Historical records of pledgers who give through the envelope system allow the

Stewardship and Finance Comiaé to evaluate how well pledgers are meeting their

commi t ment s. Even i f members choose not t
that family unit can be used to more accurately estimate the likely gifts that will be

received from them during tHellowing year.

Restrictions on Use of Various Funds

As described earlier, there are many approved transfers from one type of fund to another.
However, in general all funds donated by givers for a specific purpose must be respected and are
thus restrited to the usage for which they were given.

Transfers between the Operating Fund and the Tools for the Task Fund are restricted to those
originally approved by the Congregation when it approved: (a) debt reduction of the mortgage to
pay for the $1.3M cheh plant expansion, (b) $90K in donations for the Presbyterian
Bicentennial Fund, (c) $108K for costs for the new pipe organ, and (d) incidental costs incurred
based on the increase in church plant size.

All funds received or transferred for various beslence accounts shall be use for those stated
purposes. In general, gifts received for the Memorial Fund should be used for purpose that
would be appreciated by the person memorialized or honored. The Memorial Subcommittee
shall attempt to ascertain tgeneral interest of the person for whom memorial gifts are received.
The subcommittee should attempt to frame the potential usage in rather broad, general terms so
that the funds will not be severely restricted. Theoretically, such general purposemohigia
special purchases for enhancing various aspects of Worship and Music, Christian Education,
Fellowship, beautification of the church or its grounds, etc. If possible, the family should be
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notified how the funds were or will be expended. The gaicLVPC is to encourage gifts that

are unrestricted. When gifts are highly restricted in their usage, there may be insufficient funds
in the foreseeable future to carry out the wishes of the family or the donor. If that case arises, a
letter of thankgo the donor should be sent including, in general, the following concepts:

AThank you for your recent memorial gift of $
only for . Our policy is to return gifts that are restricted to a limite@ usdegss if we
feel there wildl be sufficient funds in the fo

Currently we do not have adequate funds to ensure that we can carry out the stated purpose of
your gift. Additional funds for this purpose, howeveay become available within the next five

years. Therefore, we are accepting your generous gift with the understanding that if adequate
funds are not forthcoming within that period, your gift can be used for another, but similarl

worthy purpose. Shddithis happen, be assured that we will still endeavor to use your gift for a
purpose as close to your original desire as feasible. Please indicate if you accept or reject these
arrangements sign and return the form to us I

To: Memorial Gifts Chairperson, Lenape Valley Presbyterian Church
The Lenape Valley Presbyterian Church policy regarding memorial gifts usage has bedn read

understand that the church will endeavor to follow my instructions regarding the use of that gift,
but may, after five years, use the gift for other purposes if the total amount of funds needed to

carry out my/our wishes are insufficient. Regardimg policy, l/we: accept
reject
Signed: Date:

Inactive Funds and Accounts

In the case where a given fund or account becomes inactive, it should, with the concurrence of
the Session, be disestabliste excess monies in that fund or account shall be disposed of by
transferring them into an active fund or account. The fund or account selected to receive the
excess monies should represent one which has a highly similar purpose for which the original

fund or account was established. For example, if a specific account has served its stated purpose,
is no longer needed, or has existed for, say, five years and it is not anticipated to be able to fulfill
its stated restricted purpose, funds in it shoultréesferred to a less restricted account. In all

such transfers from disestablished funds and accounts, recommendations of the group originally
having cognizance over that fund or account should be considered.

Carryover of Funds from One Year to the Next

With the exception of the Operating Fund and its various expense accounts, monies in a given
fund or account shall be carried over from one year to the next. For example, monies remaining
in the Tools, Capital Improvements, and Memorial Funds ateedshall remain there and be
shown as a starting balance for that fund for the following year. However, the cost of operating
the church for each year is established strictly by the actual expenses incurred during that year.
If excess monies remain in terating Budget at ye@&nd, a reasonable portion may be
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carried over (e.g., as a nBalance in the Chec
Account o) . Similarly, remaining negative bal
reflected by Bowing a negative starting balance for the following year. As a general policy,

however, no excess funds shall be carried over within a specific account in the Operating

Budget. This policy and practice encourages the LVPC Congregation and Sessiatetarde

approve realistic balanced budgets based, in part, on the history of actual income and expenses.

Budget Planning Considerations

LVPCOGs budget planning process shall realisti
expenses, (b) recehistory and sources of income, (c) anticipated income based on the

Stewardship Campaign results, and (d) changes in anticipated expenses based on plans for the
following year. To aid in this planning, the Financial Secretary shall provide annualctaiisti

1 Percent of pledges paid by: (a) persons who have pledged for more than one year, (b)
persons who were new pledgers during the preceding year; but had used envelopes during
the prior year, and (c) persons who were new pledgers and had not usepenirethe
prior year:

1 Percent of Operating income from: (a) pledgers, (b) other envelope holders, and (c) loose
plate gifts.

1 Anticipated changes in the above figures for the coming year based on the Stewardship
Campaign pledge results.

For most accous under the Operating Fund, expenses planned for the coming year should
initially be based on the prior yearb6s actual
the impact of expected changes in: (a) congregational growth, (b) cost of liviragi¢imfl

increases or decreases, and (c) emphasis on various church programs or activities. As a part of
responsible stewardship, each Session committee shall review the current activities for which it

is responsible. This review should include considenadif both costsncurred and benefis

derived. Eliminating or taking a new approach to activities that a committee would like to

initiate should be carefully estimated. The Stewardship and Finance Committee shall prepare a
standard form by which eachs&on committee can present its overall budget requirements and
desires for the coming year.

The Stewardship and Finance Committee shall work with the various Session Committees and
prepare and present to Session a recommended budget for each of tHfamdajéar the coming
year. The anticipated expenses in the Operational Fund budget shall not exceed the sum of
anticipated income and the starting balance carried forward from the prior year.

1 No payments will be made to any individual either in cagbyarheck without
proper authorization and without a valid invoice or cash register receipt.

1 No payments can be made to church staff members that are on the payroll, without

presentation of a valid invoice, cash register receipt or other acceptablehartoef t
valid expense was incurred.
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1 All extraordinary payments to staff members must have proper authorization and
must be processed through the payroll process for proper recording of tax and
related liabilities.

1 Committees may use their discretion tmedite funds from one budget line item to
another in case of critical need. However, the committee as a whole should use this
only under special circumstances and after evaluation. The total annual budget
allocation should not be exceeded.

1 Major purchase with a value over $1,000 (the exact amount must set) require
submission of not less than three competitive bids. These bids will be evaluated for
completeness and compliance. Knowledgeable members of Session should be
consulted to determine if the bidemply with our needs. The lowegialified bid
(not necessarily the lowest bid) will be accepted.

1 Purchases of furniture and other fixtures should be coordinated to assure uniform
appearance and interchangeability of such equipment.

1 Purchases made laycommittee chairperson should have the consensus of the
committee so that the most reasonable prices can be obtained. Committee
chairpersons are asked to communicate their purchase intentions to any
knowledgeable person on Session in order to be albigetthe most economical
source for the purchased item. The consideration ebywresd items in very good
condition should not be rejected. We encourage consulting with members of the
congregation who may have special knowledge and access to the régued

Everyone is asked to evaluate any committeeos
decide if a purchase is necessary of if a request can be circulated among interested members of

the congregation for a donation of the needed cash or th#istem. Sometimes an appeal to

a commercial or industrial organization, for a donation of the needed item could be used first.

Any such appeal must be coordinated through S&F to avoid excessively frequent and confusing
communications with the congratipn.
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PREFACE:

THE DISTINCTIVENESS OF A CHRISTIAN WEDDING

The unique laws under which we are governed in these United States provide for a number of
ways in which two may become one in the bonds of matrimony. One of thgmmedns of a
Service of Worship in a Christian Church, with a minister or ministers presiding, and acting on
behalf of the State in performing the ceremony.

Should this be your choice, there are certain things you should know about a Presbyterian
weddingperformed in the Commonwealth of Pennsylvania.

The traditional Presbyterian ceremony begins
presence of God to join this Man and this Woman in holy marriage, which is instituted by God,
regulated by His commaments, blessed by our Lord Jesus Christ, and to be held in honor
among all persons. 0

The tone for the ceremony is therefore set, and reminds us of:
A. THE SCRIPTURAL BASIS OF MARRIAGE

That marriage i s part of G o ¢térof the ICeationa s s e
stories:

AThen the Lord God said, 6lt is not good t
hel per fit for him.o So the Lord God caused
took one of his ribs and closed iip place with flesh; and the rib which the Lord God had taken
from the man he made into a woman and brought
father and his mother and cleaves unto his wi
18, 21-22, 24)
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The Old Testament is dotted with stories both of romantic love, and of the sanctity of marriage.
Jacob, for example,

Aféserved seven years for Rachel, and they
l ove he had f @0 her.o(Genesis 29:

Samson broke a religious vow and permitted his hair to be cut in response to the pleading
of Delilah:

AHow can you say, Ol | ove you, 6 when yo
these three times, and you have not told me where your reaesn gt h | i es . 0 (

What modern writer could surpass the beautiful, sensuous words of the song of Solomon,
of which these are but a sample:

AHe brought me to the banqueting house, ar
Solomon 2: 4)

X
I n Jesusd | i fe and teachings, He emphasi ze
1. Its God-given nature. Matthew 19: 46 and Mark 10: @ echo the Genesis 2 passage
gi ven above, adding the familiar words, i Wh o

asunder o

2. Its permanence. They said to hi m, i 6Why then did
certificate of divorce and to put her away?®o
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Moses allowed you to divorce your wives, but from the beginning it wasa and | say to you:
whoever divorces his wife, except for unchast
(Matthew 19: 79)

(Note that in the parallel passagesof Mark 22:2 and Luke 16: 18, the
of the words feyoeptefomi thebHat$t

(It should be noted also that the position of The Presbyterian Church (USA) is that since
the State approves divorces, the Church must accept divorce as a fact of life. However, before
there is remarriage, there should be enough ctings® determine whether or not the factors
producing the first divorce have been dealt with and removed. All must be done within the
compassionate, forgiving spirit of Christ.)

3.Itsjoy. Jesusd6 first miracl e was aterotowiaeatae al i n
wedding (John 2:-11). Frequently, when he wanted to use an analogy for the joy of being with
Him and of being a citizen of Godbés Kingdom,
(Matthew 22:110; Luke 14: 714)

The Apo sstviews o marriage sometimes seem ambivalent. Yet, his basic
principle in all relationships is mutual love, respect, and truly hearing one another. He wrote:

AW ves, be subject to your husbands, as i
wives,anddo not be har sh wi t49ekpareed.indEphesiafisG:#14) s si an s

And of course, in | Corinthians 13, he reminds us that the greatest leveler of the
differences between people, in the Church or in marriage, is love.
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i L o v etient;dovepsakind and envies no one. Love is never boastful, nor conceited,
nor rude; never selfish, not quick to take offense. Love keeps no score of wrongs; does not gloat
over other mends sins, but del i dfade;sthereizsnot he tr
limit to its faith, 1its hop#%Newé&nglkh-Bibledrang)ndur an

From these passages we can see that marri a
Hi s Creati on-gded da awdladimss.méctordingly, we need to play the
game according to His rules: Selecting out of our maturity one mate, for life, to love, from
whom to receive love, and with whom to be totally at one in body, mind, and spirit.

B. PRESBYTERIAN GUIDELINES FO R MARRIAGE
As our denomination has attempted to take seriously, to interpret, and to apply these
Scriptural bases of marriage, it has developed certain guidelines, to assist both clergy and

prospective brides and grooms in their planning.

Chapter fourof the revised Presbyteridbirectory for the Worship of Ggdncludes a
section on Marriage. In part, it reads:

AMarriage is a gift God h akeingpftheentre humana | | huma
familyé For Chri st i anuwghwhgharmarmagda wonsan ae calledvte na n't
live out together before God their lives of discipleship. In a service of Christian marriage a

lifelong commitment is made by a woman and a man to each other, publicly witnessed and
acknowledged by the community faith.

76



Aln preparation for the marriage service, the
discussion with the man and the woman concerning, among other things:
- the nature of their Christian commitment, assuring that at leassaprofessing
Christian;
- the privileges and responsibilities of the marriage service;
- the resources of the faith and the Christian community to assist them in fulfilling their
marri age ¢ Wa9e00E2)ment s. 0

C. THE LAWS OF THE COMMONWEALTH OF
PENNSYLVANIA

We need always to remember that the State holds legal authority in marriage. Our old
Presbyterian Form of Government (42.31) states it succinctly:

AHumanly speaking, marriage i s a ciate.i | con
When a marriage is performed in the context of Christian worship, the proclamation of the
gospel of reconciliation in Jesus Christ is a promise of blessing to the marriage. As the man and
woman respond affirmatively to this proclamation, their naaeiis in the Lord. This applies
equally to first marriage, to marriage after

The Church bears responsibility for providing such education and counsel as will prepare
for marriage. The State has @nathority to dissolve marriage.

To guide you in your understanding of what the State requires, we have summarized, on
the next page, the contents of the booklet, Marriage in Pennsylvania, which you will receive
when you apply for a marriage license frahe Clerk of the Orphans Court in the local
courthouse.
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1. Some form of identification is required,
is also required even when parental consent is needed.

2. There is a thregay waitng period for the license from the day of application, not counting
that day.

3. If either applicant is under 18 years of age; consent of one parent; either father or mother
(not stepparent!) must be given.

4. If either applicant has been marriggfore, proof of dissolution of former marriage must be
presented. If by death, Death Certificate; if by divorce, certified copy of the Final Decree.

5. Both applicants must be present to apply for the license.

6. Licenses issued in Pennsyhamay only be used in Pennsylvania (not in New Jersey or
other adjacent states).

7. Hours are 8:154:15 five days a week. If this is inconvenient, one may apply at the office
of any District Justice of the Peace in Bucks County.

8. Fees ($50) are onaash only basisNo personal checks will be accepted.

NOTE: A blood test is no longer required by the State of Pennsylvania.

Clerk of Orphans Court
Buckbébs County Courthouse
Doylestown, PA
Phone: 215.348271
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|. THE SIGNIFICANCE OF A WEDDING CE REMONY
AT LENAPE VALLEY PRESBYTERIAN CHURCH

A. PLANNING THE CEREMONY
1. The old Directory for Worship states:

The Christian marriage ceremony is a service of worship before God, normally
conducted within the house of God. Reverence shall be expentede part of all
present, and the service shall be under the sole direction of the minister.

Such music as accompanies the ceremony should direct attention to God, who
sanctifies marriage, and special care should be taken to assure that it is suithble
reverent. If desired, the congregation may be invited to join in the singing of hymns at
the beginning and conclusion of the service.

Flowers, decorations, and other appointments should not be unduly elaborate. In
all the activities surrounding theeremony, excessive expense and ostentation should be
avoided. (D.W. 22.03)

2. While there is a Astandard formo f
devoid of Scripture, music, or anything personal (and takes only twelve minutes to read!)
Couplescontemplating marriage in Lenape Valley Church are encouraged to personalize
At heiro service; and to put as much <creat.
they will into the clothing of the attendants or the menu of the reception.
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B. THE RESPONSIBILITIES OF THE LENAPE VALLEY STAFF

The Pastor or Associate Pastowill normally meet with the couple at least three
times prior to the day of the wedding ceremony, and will guide them both in preparing
the service, and in preparing for mage. He/she will preside at the wedding rehearsal,
and at the wedding itself.

Should someone other than the Pastor or Associate Pastor of Lenape Valley
Church be desired to assist or preside, the Senior Pastor should be consulted. Normally, a
pastor ofLenape Valley takes part in any ceremony hosted here.

Under normal circumstances (defined as threenmdtal sessions, preparation of
the service, rehearsals, and the wedding ceremony itself), each officiating pastor should
receive$250.

The Organist should be consulted far in advance so that dates can be cleared. As
with the Pastor, the Organist should be consulted first should another qualified organist
be desired.

The Organist will consult with the couple in advance of the projected date so that
appropriate music can be planned (See I.A. 1, above). Should the couple desire special
music (a soloist, for example) and have no person in mind, the Organist may make
suggestions.
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Musicians which the couple has selected (often friends or yam#imbers) should contact the
Organist early so that music appropriate to their skills may be chosen. The Chantry Ringers, our
churchdés senior handbell choir, i's also avai
schedules permit.

It should bee me mbered that purely secular musi
songo, i s more appropriately performed at

The Organist shall be present both for the wedding and rehearsal and for any
rehearsals required by the soloist or otharsitians, as well as in advance of the
ceremony itself in order to provide pneptial music.

Thehonorarium should be:

Member Non-Member
Organist $200. * $250. *
Additional Rehearsal(s) with soloist
and/or instruments $ 60. $ 60.
LVPC soloist** $ 75. $ 75.
Chantry Ringers $150. $150.

*Includes one consultation, Rehearsal, Wedding.
** fiOutsideoO musicians must be contracted

Church usage There is no charge for LVPC Church members. There is no fee for a
membe and a$250 chargefor non members.
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The Sextonof Lenape Valley Church is employed on a part time basis, normally
preparing the building primarily for Sunday morning activities. Therefore any special
arrangements such as weddings involve tingeaded beyond normal responsibilities.

Even with small weddings, there is a certain amount ougeand cleawp
necessary. Therefore, in budgeting for the wedding, provision should be made for the
time and travel of the Sextotdonorarium for the Seton is$100

The Wedding Coordinator will schedule a first meeting with the couple, at least
three months before the wedding. She will review the Wedding Book and information
sheet and be certain they have all the separate sheets for florist, phwtograp
videographer and understand the rules. Schedule two more meetings to answer all
guestions.  She will attend the rehearsal and wedding itself, and is in charge of seeing
that all of the above guidelines are adhered to throughout.

It is appropriatehat for her time and assistance the Wedding Coordinator should
receive an honorariuraf $200. Any extra time required of the coordinator is billed at
$20.00 per hour.

Use of Fellowship Hall for reception is arranged with the Activity Committee and tuxinWg
Coordinator. Fees for hall are designated by Activity Committee.

All fees are payable at the time of the rehearsallThere should béour (4) separate checks
written to the following individuals for the appropriate amounts:

The Pastor or Assaaie Pastor - $250.00

Organist - see above schedule
Wedding Coordinator - $200.00
Sexton - $100.00

You must also present the Marriage License at the time of rehearsal.

10
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(It should be noted that the Pastor, Minister of Music, andstalever assume they are invited

to the reception. They [and their wives/husbands] should be invited like other guests. It should
also be noted, that, because of the time involved, it may not be possible for the Pastor, Minister
of Music, soloist, or tair spouses to attend)

If you desire, our new Fellowship Hall may be used for the reception. The Session
requests there be neither smoking nor use of alcoholic beverages inside the building. Charges for
use of the Hall, the kitchen, and the sextoncareently available from the Pastor or the church
secretary.

Il. THE BIG DAY ARRIVES

A. Starting Time for the Wedding

The hour for the start of the wedding should be set realistically at a time when the guests
can be expected to arrive, and two Isoprior to the reception. Weddings at Lenape Valley
Presbyterian Church will begiat the time announced To do otherwise is to be unfair to the
time of the staff involved.

B. Rehearsal
The wedding rehearsal is normally held the evening before tluelimg All those

participating in the ceremony should be prese
ushers, soloist, and all attendants. Rehearsal date and time should also be cleared with the LVPC
staff, and wi t h thbhaesal dimner & méked.f ThenPastor doesfnot asuallye

expect to attend the rehearsal dinner.

11
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C. Ushergwho are generally also Groomsmen)
No matter how small the wedding, ushers (at least two) are essential to greet and seat
people and awer their questions.

It should be underscored that the primary task of the usherushir. Greeting old
friends, taking pictures, and decorating cars are secondary to this primary function. Much of the
smoothness of the wedding day hinges upon Hiléyaand maturity of the ushers to remember
and implement simple instructions, and graciously to seat people in order that the ceremony can
begin as scheduled. Ushers should plan to be at the church one hour prior to the start of the
ceremony; and to eourage guests to be seated as they arrive so that the ceremony can begin on
time.

D. The Bride and Groom

The happy couple should be at the church-lwaé hour prior to the start of the
ceremony. The bride and her attendants will dress/finish dréssimg in the parlor; the groom
and the best man will wait in the Pastoros st

E. The Best Man

The chief responsibility of the Best Man is keeping the groom calm. Sometimes, the best
man may be given responsibility for seeing that envelopes corgagnatuities for the pastor,
organist, sexton, soloists, etc. be given to the appropriate persons before he leaves the church
following the wedding rehearsal

12
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F.ALittle Peopl eo

Sometimes pressure is applied to the bride or groom to user@daviece or nephew as
flower girl or ring bearer. Caution and common sense should prevail. Only a child mature
enough to understand instructions, to carry them out in front of a crowd of strangers, and with
the physical ener gy ntled pefiod ef tigeo shaull bef aomsider@dh e x t
Otherwise, one runs the risk of a comic distraction both from the bride and groom, and the God
in whose Name the service is being held. (at Iehgtdde is recommended)

G. Lastminute Procedures
An usher shold light candles, if they are used, at the beginning of the organ Prelude,
using one of the special lighting tapers in the Sacristy.

Ordinarily, friends of the bride have been seated on the left side of the sanctuary; friends
of the groom on the rightHowever, it is better to have balanced seating, should few friends of
one or the other be able to attend.

After guests are seated, the grandparents (if any) are seated, usually in the second row,
next to the respective parents of the bride and groom. gTheo o més parents and

mother (in that order) are the last to be seated; the aisle runner (if used) is pulled down; and the
service may begin. No one should be seated a

13
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H. The Photographer

A professional photographer (or equivalent) is strongly recommended for the wedding.
This guarantees proper pictures waken, and a minimum of confusion. He/She must meet
with the wedding coordinator beforehand, and understand that under no circesstame/she
to take photographs from any position but the rear of the sanctuary or froriviliecn during
the wedding.

No flash pictures maybe takenby the professional photographer or guests during the
ceremony proper (between the processionalthadecessional). Significant scenes can always
be posed afterwards. However, the photographer should be informeddHetf hour must be
adequate for postedding pictures.

Videotapingis permitted. If this is to be done, it is suggested thatdhngera person be at
the rehearsal to plan camera placement and lighting levels. Filming will be done from a
stationary tripod, and the operator is asked to dress appropriately, and remain as inconspicuous
as possible. He/She should arrive early enoughth® day of the wedding to set up all
equipment and be in place before the music begins.

14
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1. |. The Receiving Line

This is arranged across the narthex. Tradition varies regarding the order of those in the
receiving line; but a system oftatnation is frequently utilized in order that friends of one family
can be introduced to members of the other.

A sample receiving line then would be:

Mother of the Bride
Father of the Groom
The Bride
The Groom
Mother of the Groom
Father of the Bride
Maid/Matron of Honor
Bridebs Attendant s

To Ashower the bride and groomodo, birdseed
building. No confetti or rice should be usetldwing the receiving line; and, for ecological
reasons, a fiball oon |l auncho is |ikewise prohi

It is also in very poor taste to toast with champagne or other alcoholic beverage on church
property at any time: before, during, or after the ceremdimank you.

15
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[ll. AND AFTERWARDS

A. Find a Church homeaA final word from the oldDirectory for Worship:

God has ordained that a man and a woman may enter together into the estate of marriage,
pledging their love and promising fidelity eachthe other, as long as both shall live.

As Jesus Christ blessed this relationship, and it has been declared holy throughout the life
of his Church, those who pledge themselves each to the other in the sight of God are promised
His help as they enter intthe joys and duties of life together. Seeing that their love for each
other may be expected to increase according to the increase of their love for God, they are called
upon with Godés help to create a hoimgace.n whi c
(D.W. 22.01)

Most marriages these days involve a bride and groom from different church backgrounds.
If it was important to be married in a church, it becomes even more important to build upon this
foundation by worshipping regularlg ia church home in which both partners feel comfortable.

Do not wait until children come before finding a church home. The sooner the worship
pattern is begun, the stronger will be the home into which children are born.

16
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B. Keep in touch!

Whatis the role of the officiating Pastor following the ceremony. Is his or her task over?
Only in the movies. He / She feels responsible for what he or she has been an essential part of,
and wants to know in the years following whether the marriage wiagahof the Lord.

Nothing is more gratifying than, years later, to receive a note, card, call, or visit from a
couple saying simply: AThank you for making

That 6s what makes the pr ayehwhdle. pl ans, det a

C. Continue the Courtship

There would be fewer problems in marriages if couples would remember continue to do
for life! -what ever you did to attract each other du
and you will surely continuto be lovers. And as your family grows: set aside time at least once
a month to be off by yoursel ves. You canot |
each other grows in many wonderful ways, your love will grow accordingly.

17
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THE RESPONSIBILITY OF THE NUPTIAL FAMILIES

1. Itis the responsibility of the families involved to consult with the Pastor and Minister
of Music as soon as possible after the wedding is planned, in order to select an appropriate date.
This should be danbeforeplans for the reception are made.

2. Itis the responsibility of the families involved to see that all the details involved in the
ceremony and related activities are carried out.

Here is a check list that may be helpful:
a. Invitations:
Maps/directions to L.V.P.C included ()
Congregation to be invited via the bulletin
or Newsletteif desired, notify two months prior)( )
b. Decorations:
Chancel flowers (minimum 2 sprays) (
Flowers for wedding party and family (
Candelabra and stands (
Candles for candle lighting ceremony (
Bulletin covers and rough copy (
Cassette tape / Video tape (
Bows or ribbons for reserved pews (
c. Special arrangements:
Pews reserved for b
Pews reservedforgroo6 s f ami | y
Stepparents?
Other

N N N N N N N

r(ii)deds family
()
()

d. Reception to be held at

Maps/directions included in invitation ()

18
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How to get to Lenape Valley Presbyterian ChurchWhenever possible, please include
directions to the church for your guests who may not know how to get to the cilecseDO
NOT give the church phonen u mber and/ or write Acall for dir

From the west: Pennsylvania Turnpike to Fort Washington interchange (Exit 26); North on
#309 to Montgomeryville (passing Montgomeryville Mall on your left); right onto #202atds
Doylestown. The Church is located on the left side of #202, approximately ¥ mile pa$t the 7
traffic light (Bristol Road) and its adjacent railroad crossing.

From Center City: Take #309 to Montgomeryville, and follow instructions above. OR

From Route #611:Take #611 to intersection with Street Road (Route #132); take a left to the
dead end (Lower State Road); right tdt8affic light (Bristol Road); left to deadnd (and traffic
light) at Route #202; right to church, %2 mile on the left.

From 1-95: Take 195 to Street Road (Route #132) and follow previous instructions.

From the East: PA Turnpike to the Willow Grove interchange (exit 27). North on #611 to
Street Road; then follow directions from fARou

From the North: Take the Northeast Extension of the PA Turnpike (476); south to Allertown
Bethlehem (Lehigh Valley) interchange; east approximately ¥2 mile on Route #22 to intersection
with Route #309; south on #309 to Montgomeryville; left on Route #202 toward Doylestown
(see instructions in®*lparagraph)
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No weddings will be scheduled for the weekends of the following holidays:
New Year 0s

Easter

Memorial Day

Independence Day

Labor Day

Thanksgiving

December (nothing after first weekend)

Church schedule conflicts
2" Saturday in May
3" Saturday in October
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Information for the Videographer

Lenape Valley Presbyterian is happy that you will be participating in an upcoming wedding and
wants to help you and the wedding party in every way possible with your task aingctiris

special time in the lives of this couple with a video. The staff of Lenape Valley strives to see
that all weddings go as smoothly as possible for all concerned. The church has established
certain policies and guidelines to assist you with mgao videography. We trust these
guidelines will assist you as you, together with us, strive to do the very best job for the wedding
couple.

No additional lighting is to be used in the sanctuary once the minister begins speaking during the
service (dumg the processional is permitted). Video taping is permitted during the service
(without additional lighting), provided that the videographer is unobtrusive and the camera is
silent. Addi tional l i ghti ng may hthgrecessiondl.e use

When the service is completed, the wedding party may return to the sanctuary for the taking of
pictures. Video equipment must be stationary at the designated place for the entire service and
must be set up prior to the arrival of gusest

The wedding coordinator will be available for instruction on designated stations for video
equipment. We look forward to working with you to make this a special day for the wedding
couple.

Lenape Valley Presbyterian Church
321 W. Butler Avenue
(Route202 and Ute Road)
New Britain, PA 18901
Phone: 2153451099
E-mail: lvpc@Ilvpcchurch.org
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Information for the Photographer

Lenape Valley Presbyterian is happy that you will be participating in an upcomingngeial

wants to help you and the wedding party in every way possible with your task of recording this
special time in the lives of this couple with photographs. The staff of Lenape Valley strives to
see that all weddings go as smoothly as possible fa@oaterned. The church has established
certain policies and guidelines to assist you with regards to photography. We trust these
guidelines will assist you as you, together with us, strive to do the very best job for the wedding
couple.

No flash phototpphs are to be taken in the sanctuary once the wedding procession begins.

Other pictures may be taken (without flash) during the service, provided that the photographer is
unobtrusive and the camera is silent. Flash pictures may again be takenmethedif At he ki
through the recessional.

When the service is completed, the wedding party may return to the sanctuary for the taking of
pictures.

The Wedding coordinator will be available for instruction on acceptable locations for the taking
of pictures. We look forward to working with you to make this a special day for the wedding
couple.

Lenape Valley Presbyterian Church
321 W. Butler Avenue
(Route 202 and Ute Road)
New Britain, PA 18901
Phone: 2153451099
E-mail: lvpc@Ivpcchurch.org
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Information for the Florist

We are pleased that you have been asked to participate in a wedding at Lenape Valley Presbyterian
Church. We look forward to working with you and hope the following guidelines will be of help to you
as you plan the floral arrangements and decorations for the upcoming wedding.

Our sanctuary does not require extensive decorations to make it a place for beautiful services such as
weddings. The following guidelines are given to preserve the spiritoedsahere and safeguard the
furnishings of the church.

The Wedding Coordinator must be informed in regards to the time of floral deliver and décor set up. The
church provides two candelabras to the couple at no charge. The chancel does not lenditsaieto
abundance of additional greenery. The florist should check with the wedding coordinator on the
placement of additional decorations. An aisle runner is not necessary, but is permissible if the couple so
desires.

The church furniture, carpet, afidoring must be protected at all times. Staples, nails, tape, and other
items that may cause damage may not be used on the pews or elsewhere. Persons responsible for
decorating the church will be responsible for any damage done to the building turéurni

The florist may supply pew markers (eg. greenery with bows) for reserved seating, if the couple so
desires. These markers may be attached to the pews in a way that causes no damage to the pews.

All decorations should be removed immediately follogvthe wedding in order for the church to be ready
for other services.

Lenape Valley Presbyterian Church
321 W. Butler Avenue
(Route 202 and Ute Road)
New Britain, PA 18901
Phone: 2158451099
E-mail: lvpc@Ivpcchurch.m
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Lenape Valley

Nursery School

Manual
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Lenape Valley Nursery School
Philosophy Statement

AThe Lenape Valley Nursery School o is a mini:
that offers a developmentally oriented program with a Christiauphasis (foundation). We
nurture the mind body, and spirit of children from all ethnic and religious backgrounds.

Goals
Spiritual
and His Son, Jesus.
A foundation in the great stories of the Old ad New
Testament Christian Values
Intellectual Kindergarten readiness
Develop creativity
Language skills
Emotional Selfesteem
Physical Coordination
Indoor/outdoor playtime
Social Sharing and cooperation

Manners
Working in a group
Interaction with an adult other than parents
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ALCOHOL, NARCOTICS & DRUG POLICY

Purpose This policy outlines the procedures governing the use of alcohol, narcotics

and/or drugs while in the employ of LVPC Nung&chool.

Applicability: This policy is applicable to all employees.

Policy Statement It is the policy of LVPC Nursery School to prohibit the use, sale, dispensing,

possession, or manufacture of illegal drugs and narcotics and alcoholic
beverages orts premises or during work hours. lllegal drugs and narcotics

include prescription medications for which the individual does not have a
valid prescription.

Procedures

1.

Employees shall be subject to disciplinary action, up to and including termin&dion,
bringing illegal drugs, alcohol, and/or narcotics to work; being under the influence of such
substances or alcohol during working hours; using them while working; or for dispensing,
distributing or illegally manufacturing or selling them on LVPC Nuys8chool premises
and/or any LVPC Nursery School sponsored activity.

Employees are entitled to no expectation of privacy with regard to any LVPC Nursery
School property, storage space, or equipment. All LVPC Nursery School equipment,
property, and stage space are subject to search and/or surveillance at any time, at the sole
discretion of the employer.

Employees who use a drug prescribed by a doctor and who have been advised that their
ability to perform their job safely or efficiently may be ieped (especially drivers), are
required to report this to their supervisor prior to the start of work. If the medication
prescribed is not of personal nature, a copy of the prescription should be given to the
supervisor, as well.

The employer has agit and obligation to maintain a safe and productive workplace for
everyone who works here. Empl oyees are LV
and for that reason, their health and safety are of paramount concern.

To achieve the goals of pemtting employees and promoting productivity, LVPC Nursery
School has developed a policy to keep alcohol and other drugs out of the workplace. As
such, under limited circumstances set forth below, drug testing may be performed.

Applicants for the follaving positions will be informed at the time of their application that
they may be tested for drugs:

(@)  All employees that drive vehicles on behalf of LVPC Nursery School.
(b) Other employees in key positions determined by the Session.

An employee wh is diagnosed by a qualified physician as a chronic substance abuser may
be granted a leave of absence of up to 26 weeks, or as otherwise required by law, to
undertake rehabilitation treatment at a medical center approved in advance by the LVPC
Nursery Sbool.
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8. The employee will be paid for days off during such leaves of absence only to the extent that
she/he has accumulated sick or vacation leave or compensatory time; the remaining portion
of the leave of absence will be unpaid.

9. Such employee wilbe permitted to return to work only when the employee's supervisor has
received certification from an attending physician that the employee is capable of
performing his/her job.

9. Continued substance abuse, or the failure of an employee, diagnosed as lwdiranic
substance abuser, to enter into an agrgexh treatment plan, may result in disciplinary action,
up to and including termination.

Effective Date
Approval Date
Approval
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LVPC.

ATTENDANCE - ABSENCE POLICY

Purpose

Applicability:

This policy outlines the procedures governing attendance and absence
reporting.

This policy is applicable to all employees.

Policy Statement  In order to operate efficiently, it is nesasy to have a reliable work

force. It is, therefore, extremely important for employees to be present on
regularly scheduled workdays and during periods of emergency.

LVPC Nursery School realizes that employees will have to be absent from
work occasiondy. Allowances will be made for occasional absence, if
proper notice is given and the reason for the absence is excusable. Accurate
attendance records, supporting this policy, will be maintained.

Approval of Session is required if additional time offegjuested.

Procedures
1. Reporting Absences
a. When an employee knows in advand&hen an employee knows in advance of
an absence, the reason for the absence and the duration of the absence should be
reported to LVPC Nursery School as soon as passlhilt at least one (1) full
working day prior to the absence.
b. When the employees cannot provide advance notice to the supervisor:
Employees must report all absences to their supervisor, by the start of the normal
school day for that particular emplayen the day of the absence, also stating the
reason for the absence and the anticipated duration of the absence.
C. When the absence exceeds three (3) d&ymployees absent from work for four
(4) consecutive days due to personal illness or injurytrpusduce a doctor's
certification prior to their return to work.
2. Authorized (excused) Absence
a. There are very few cleanut excused absences. Excused absence would include

death in the immediate *family, jury duty, accident or sickness supported by
doctor's statement, (in all instances LVPC Nursery School may require an
employee to be examined by a health professional approved by LVPC Nursery
School, and reserves the right to make determinations of whether an absence will
be excused or not based that health professional's certification), or immediate
family sickness or accident, personally reported to your supervisor.
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b. If an employee needs more time than is outlined above, LVPC Nursery School, at
its sole discretion, may grant additionalMeavithout pay.

* Afamilyo shall me a n-childrenp brathere sister¢c parehtd r e n
grandparent, grandchild.

3. Unexcused Lateness/Unexcused Absences

a. The first incident will result in a verbal warning to the individual.
A record ofthe verbal warning will be placed into the employee's personnel file.

b. The second incident will result in a written warning to the individual.

C. Any subsequent incident may result in disciplinary action, up to ariddimg
termination of employment, based upon the cause and severity of the incident.

NOTE: EMPLOYEES WILL NOT BE PAID FOR ANY INCIDENCES OF
UNEXCUSED LATENESS.

4. Excessive Absenteeism

Excessive absenteeism shall be considered as any missed worlaftieneall
permitted absences have been used by an employee. In this case the following
steps will be taken whenever any additional absenteeism, whether authorized,
(excused) or not, occurs:

a. The first incidence of excessive absenteeism shall resatitinseling and
either a verbal or written warning to the individual. A copy of any written
warning, or memorandum recording the verbal warning will be placed in
the employee's personnel file.

b. The second or any subsequent incident of excessive absentaaisive
considered as sufficient grounds for immediate termination of the
Il ndividual 6s empl oyment , at LVPC Nur

Effective DateJune 17, 1997
Approval DateJune 17, 1997
Approval /s/ Nancy Strickland

100



LVPC

BULLETIN BOARD(S) POLICY

Purpose

Applicability:

Policy Statemet:

This policy outlines procedures for use of bulletin boards at LVPC.

This policy is applicable to all full and p&arime employees, officers,
clergy, and committee members of LVPC.

All Bulletin boards are to be considered property of LVPC, and are
maintained solely as a means of communication for church related
business. They are to be used only in this capacity.

Notices posted on the bulletin boards may concern every memlblee of
church, and/or every employee. It is important that you read every posted
notice as soon as it is convenient to do so. All posting of notices must be
approved by the appropriate party prior to posting.

A. Large Bulletin Board in Narthex = Activitig€Sommittee
B. Library Bulletin Board = Christian Education Committee
C. All others = Check with Church Office or Pastors.

No postings of material of a derogatory, offensive, vulgar, or obscene
nature will be permitted at any time. As bulletin boards argiew of
visitors to the building, no materials which would tend to cause LVPC to
be held in ill repute, or to lose effectiveness in the public opinion or its
mission, shall be permitted.

No postings advertising personal business, orafmrch related tters
shall be permitted without special approval of the Session or Pastors.

All Bulletin Boards are considered as an official communication avenue
for LVPC business and mission.

Effective DateJune 17, 1997

ApprovalDateJune 17, 1997
Approval /sl Narcy Strickland
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LVPC.
CHANGES TO EMPLOYEE RECORDS

Purpose This policy states LVPC Nursery Scho
records ugo-date.

Applicability: This policy is applicable to all employees of LVPC Beeny School.

Policy Statement LVPC Nursery School must keep your complete personnel record on file.
In order that you receive important communications and be contacted
when necessary, it is important that we be keptougiate on any address
and telephoa changes. Any changes in number of dependents or marital
status should be reported since it may affect your income tax deductions.

Cooperation is necessary if records are to be kept accurate -hordiaie.
Please notify the church Secretary or Offdanager if you change:
-Name, Address or Telephone Number
-Marital status or number of dependents
-Beneficiary of Group Insurance
-Persons to notify in case of any emergency.
Effective Date June 17, 1997

Approval Date June 17, 1997
Approval/s/ Nancy Strickland
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LVPC.
COMPENSATORY TIME

Purpose This policy outlines the procedures governing compensatory time.

Applicability: This policy is applicable to all neexempt employees.

Compensatory time is not permitted hyWPC Nursery School at this time.
Subject to pending changes in federal law, LVPC Nursery School may make
compensatory time available in the future.

Until and unless such a change is approved by session, it is expected that each
employee will report and e properly compensated for services in accordance
with this manual, or the individual employment agreement.

Effective DateJune 17, 1997
Approval DatgJune 17, 1997
Approval/s/ Nancy Strickland
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LVPC.
CONFIDENTIAL INFORMATION

Purpose This policy outlines the procedures governing the release of information that is
considered of a confidential nature concerning employees.

Applicability: This policy is applicable to all employees of LVPC Nursery School.

Policy Statemen

A. In General: The Personnel Files Act, a Pennsylvania Statute effective in 1979,
authorizes an employee to inspect his or her official personnel and administrative file maintained
by the employer.

B. Coverage: This Act gives certain rights to persowho are currently employed, laid

off with reeemployment rights, or on official leave of absence. Job applicants are not given rights
under this Act, nor are terminated employees. These rights can be exercised only by the
employees of LVPC Nursery School

C. What the Law ProvidesThe law requires that when an employee requests to see his/her
personnel file, the employer must permit that employee to inspect it. The Act requires that an
employee be allowed to review those documents relevant to anyals own qualifications for
hiring, termination, promotion, increased compensation, and disciplinary actions.

This includes employment applications, wage and salary information, commendations, warning
or discipline letters or reports, authorizatiom fray deductions or withholding, fringe benefit
information, leave records, employment history, job titles and dates of changes, retirement
records, attendance records, and performance evaluations.

LVPC Nursery School is not required to make availabléhe employee records relating to the
investigation of a possible criminal offense, letters of reference, documents which are being
developed or prepared for use in civil, criminal or grievance procedures, medical records,
materials used by the employear plan for future operations, or information available to the
employee under the Fair Credit Reporting Act.

LVPC Nursery School will make records available in accordance with the Act to the employee
during regular business hours when sufficient time @&lable in a normal business day to allow

the employee to inspect files. When such time is not available, LVPC Nursery School may
require the employee to inspect the records on the employee's own time. LVPC Nursery School
shall give the employee sufficietime to inspect the entire file.

LVPC Nursery School need only make the records available where they are usually maintained.
LVPC may require the employee to indicate in writing the purpose of the inspection or indicate
particular part of the recoffte or she wishes to inspect.
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The Act protects LVPC Nursery School ds right
alteration. LVPC Nursery School may require that the employee look at their personnel file in

the presence of a designated official, andy also limit the employee's examination of their
personnel file to once per year, except when there is reasonable cause for further review. The
employee may take notes on the file, but the employee may not remove his personnel file or copy
the contentf the file away from the place where the file is made available, without LVPC
Nursery School approval.

D. Procedures and Enforcementhis Act is administered and enforced by the Bureau of
Labor Standards of the Department of Labor and Industry. Aroge® may file a petition and
request a hearing to complain of the denial of access of their records or to challenge the contents
of the file. The employee has the right to place a counter statement in the file if he/she
determines that it contains inacauies.

E. It is important for each employee to keep recordsoutiate. Any change, for example,
in your telephone number, address, marital status or beneficiary is most important. Be
sure to let your supervisor know about any such changes.

F. Persomel files are the property of LVPC Nursery School. They may not be removed or
copied by anyone without the express written permission of LVPC Nursery School.

G. Information contained in personnel files is confidential. Any employee who discloses
confidertial information without authorization will face discipline, up to and including
discharge.

H. Except for management and employees responsible for maintaining personnel files, no

employee may have access to the personnel file of any other employee.

Effective Date
Approval Date
Approval
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LVPC
EMPLOYEE CLASSIFICATIONS

Purpose This policy outlines and defines the various classifications of LVPC Nursery
School employees. It further outlines the rights loé ttmployees in each
classification.

Applicability: This policy is applicable to all neaniformed employees of LVPC Nursery
School.

Policy StatementLVPC Nursery School employs individuals in various capacities to support its
requirements. The followg are the classifications and corresponding definitions, rights, and
responsibilities of each classification:

1. Regular Fullitime employedas one who has successfully completed a three (3) month
probationary period as attested to in writing by hiségrervisor, approved by the LVPC
Nursery School Board, and who has been accepted to fill -irfidl position in LVPC
Nursery School 6s work force, andthinyiwo r egul
(32) hoursper week. Such an employee is entitledll rights and privileges outlined in
the policies governing fulime employees and is subject to all duties and responsibilities
of the same classification.

2. Reqgular Partime employeds one who has successfully completed a three (3) month
probatbnary period as attested to in writing by his supervisor, approved by the LVPC
Nursery School Board, and who has been accepted to fill dgim@rposition in LVPC
Nursery School 6s work force.

3. Temporary employees one who is hired to fill a temposaneed created by the absence
of full or parttime employees or by seasonal demands. Such employeest argitled
to any rights or privileges of futlime employees other than those mandated by state or
Federal law.

4. Exempt Employeeas one who isnat subject (i.e., exempt from) to the terms and
conditions of the Fair Labor Standards Act. Such employees artiriallemployees,
whose compensation is based on a stated salary and is neither contingent upon nor
increased by the number of hours or dagsked.

5. Non-Exempt Employeas one whois subject to the terms and conditions of the Fair
Labor Standards Act. Such employees may be full;tpad, or temporary employees.
Their compensation is based on an agreed upon rate per hour and totehnehges per
hour may vary according to the number of hours worked in a given time period.

Effective Date
Approval Date
Approval
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LVPC.
EMPLOYEE EXIT INTERVIEW

Purpose To establish procedures which willarle LVPC Nursery School to:

1. Ascertain reasons why employees voluntarily terminate their
employment; and,

2. Ascertain the effectiveness of employmanagement relations
programs, areas of discontent, dissatisfaction, etc.

Applicability: This policy is applicable to all employees.

Policy Statement  If practical, every employee whose employment with LVPC is terminated
(either voluntarily or involuntarily) will undergo an exit interview.

Procedures A designated LVPC Nursery School representatiteattempt to conduct
a personal exit interview with each terminating employee.

1. Every employee who tenders a resignation will be referred to an interview with
the Director, LVPC Nursery School as soon as possible after the intent to resign is known.

2. All employees recommended for discharge while at work will be escorted immediately
for interview to the Senior Pastor, or designate.

3. In the case of employees who terminate either voluntarily or involuntarily and do not
return to work, their paych&aowill be delivered to the Director,Nursery School, who will
attempt to schedule a meeting within 7 days. The employee will be instructed to acquire
their check from him or her. The exit interview will be conducted at the time the
employee returns to claitihe paycheck provided they elect to do so. If the employee
refuses to return, the paycheck will be mailed to the exiting employee within ten (10)
days as required by law. Accompanying the paycheck will be an abbreviated exit
interview from which the termiated employee will be asked to complete and return to
LVPC Nursery School.

Effective Date
Approval Date
Approval
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L.V.P.C.Nursery School
EXIT INTERVIEW

Do you have another job?
Wher?

What is your new rate of pay?
New Job Title/duties?

How long did you work are?
What jobs did you do here?

What kind of work did you like best?
Why?
How fully was your job(s) here explained to you?

Who was your Supervisor?

How did you feel about him/her?

In your opinion, how well did he/she know the job? [ ] Very Well [] Adequately [] Poorly

What about your Supervisor's handling of gripes, compgasuggestions, from you and others?

Did he/she have "pets" or play favorites? [ ] yes [ ] no
What troubles did you have with him/her?

How did you feel about your pay here?

How did you feel about our employee benefits, social activities, recreational activities, etc.?

If you could tell Session exactly how you feel about how LVPC Nursery School is run, what would you

say?

What did you like best about your job?
What have you disliked?

Other comments:

(USE ADDITIONAL SHEETS AS NECESSARY)
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LVPC
EMPLOYMENT AGENCY POLICY

Purpose This policy establishes the procedures which govern the use of employment
agencies.

Applicability: This policy is applicable to all employees.

Policy Statement

1. Advertising: LVPC Nursery School may advertise in newspapers and other media as
needed to recruit suitable employees.

2. Employment Agencies Employment agencies will be used when approved by the
LVPC Board whenever they are deemedeassary to produce good recruitment results.

3. Other Resources We will engage in all appropriate recruitment activities to keep LVPC
Nursery School positions staffed. Other activities may include direct or indirect
recruitment, participation in eduanal institution or other job opportunity programs,
etc.

Effective Date
Approval Date
Approval
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LVPC

EMPLOYMENT OF RELATIVES

Purpose

Applicability:

Definitions:

This policy is intended to eliminate possible conflict of intereisirag over
confidential data or personnel status between employees.

This policy is applicable to all fulime and partime employees of LVPC
Nursery School.

LVPC Nursery School defines a "relative” as a spouse, live in ongtaramour,
parent (step and ilaw), child (step and Haw), brother or sister (step and
in-law), aunt, uncle, halbrother or haksister, grandparent or grandchild.

Policy StatementLVPC Nursery School fills job vacancies on the basis of critexleeved

Procedures

1)

2)

3)

essential to the selection of the bgstlified candidate However, an otherwise
gualified candidate may be excluded from consideration for a vacancy if placing
an applicant or employee in that position would create a situation where he or
she vould be working with, for, or under the direction of a relative.

Applicants may be ineligible for employment and employees ineligible for promotion or
transfer where placing the individual in the job he or she seeks would result in the
following:

a)

b)

e)

The applicant's or employee's relative would be in the position to make
recommendations or decisions concerning the hiring, termination, transfer,
promotion, pay, discipline, or performance appraisal of the applicant or employee.

The applicat or employee and his or her relative would report to the same
immediate supervisor. This includes the rotation of work assignments.

The applicant or employee and his or her relative would be assigned to work
full-time in locations where they would beclose proximity or view of each

other where such close proximity or view might, in management's opinion, create
conflicts or the appearance of impropriety.

The applicant or employee and his or her relative would be working in sensitive
jobs or on dtical assignments that are intelated.

The applicant or employee would process or have access to sensitive
paperwork or other communications regarding a relative.

When two (2) employees marry and the marriage would result in any one dititeoss
above, the employees shall choose who transfers or terminates.

When employees cannot reach an agreement, ordinarily it will be the employee with less
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total service that will be transferred or terminated within ninety (90) days from the date
of marriage, unless other lawful considerations require otherwise.

4) Corrective changes will be made to existing situations as vacancies occur and this policy
will be applied to all future transfers and promotions involving such employees.

5) LVPC NurserySchool maintains the exclusive right to decide when the hiring of an
employee or the transfer or promotion of an employee would result in the need to apply
this policy.

Effective Date
Approval Date
Approval
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LVPC

EQUAL EMPLOYMENT OPPORTUNITIES

Purpose

Applicability:

Policy Statement

Procedures

Effective Date

This policy outlines the Federal government's policy on Equal
Empl oyment Opportunity and LVPCO6s
employees with a work environment free from any type of harassment.

This policy is applicable to all employees of LVPC Nursery School

LVPC Nursery School is an Equal Opportunity employer. Policies
regarding age, sex, race, color, creed, national origin and disabilities have
been established tosure equitable treatment for all employees and
applicants.

All placements and promotions will be in line with our policy of providing
equal employment opportunities to all without regard to race, color, sex,
national origin, and mental and physical dislity which is unrelated to

the ability to perform. All applicants and employees shall be expected to
demonstrate words and actions in keeping with the teachings of this
church.

Any employee who believes that he/she has been the subgaty of
harassment due to his/her race, color, religion, sex, or national
origin, and/or mental and physical disability should immediately
notify the immediate supervisor (if appropriate) and the Chairperson
of the Administrative and Personnel Cwiittee, in writing.

The committee will then fully investigate the incident in an attempt
to quickly remedy the situation while at the same time attempting to
protect the employeeds privacy.

Employees who are guilty of harassment are subject to dismiplattions
up to and including termination of employment.

Approval Date

Approval
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LVPC

GRIEVANCE POLICY

Purpose This policy states the process and procedures to be followed to initiate a

grievance procede by any employee of LVPC Nursery School to the
extent that the Presbyterian Church Rules of Order Displinary Code may
not apply to the processing of grievances arising strictly from an
employee/employer relationship at LVPC Nursery School. In this
relationship, a grievance means any dispute raised by an employee
involving the interpretation of this manual or any work rule or regulation
of LVPC Nursery School . In all other matters, the Presbyterian Rules of
Order shall apply.

Applicability: This policy s applicable to all employees and/or grievances which are not

covered by a policy or employment agreement with a specific grievance
policy, or by the above referenced Rules of Order.

Policy Statement = Each employee has the right to present an allegedagiee to the proper

authorities of LVPC Nursery School . The manner in which this is done is
detailed below. This grievance policy does not supercede

Procedures

1.

Each employee has the right to present an alleged grievance involving the interpretgon of
policy manual or any other operating procedure, to their supervisor.

The grievance must be in writing and filed within ten (10) workdays of when the event causing
the grievance occurred. The A & P Committee Chairperson shall be copied by tlagriev

The supervisor shall meet with the employee, within ten (10) workdays of filing, for the purpose
of reviewing and resolving the grievance, if possible.

Disposition thereof by a supervisor shall be made within ten (10) workdays of such mgdting.
resolutions shall be subject to review and approval by the A&P Committee, and/or Session.), ar
communicated to the employee in writing within an additional two (2) working days. If no such
disposition occurs, the grievant may move to the nextistdpe grievance process.

If the employee is not satisfied with the disposition of the grievance, he/she may present it in
writing to the A&P Committee within five (5) workdays after receiving the response from the
supervisor or within five (5) daysdm the date that the response should have been received from
the supervisor.

The Committee shall meet with the employee, as deemed appropriate by the Chairperson, and
shall render a decision on the grievance in writing within ten (10) working daysloihseeting.
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7. If the A&P Committee does not render a decision within 30 days, or if the employee is not
satisfied with the committeeds decision, t
receipt of the ¢ ommidnthe ®e6son forreviaws bg filinga wridtens i o
copy of the grievance and answers, with the Clerk of Session.

8. The Session will review the written grievance and will decide at its sole option, whether or not tc
meet with the grievant for further discusss. If the Session agrees to hear the grievance, a
hearing will be held at a time convenient to the Session, and a decision made in writing within
thirty (30) days after the hearing, forwarded to the employee, supervisor, and other appropriate
parties.

0. The employee is entitled to be accompanied by counsel of his/her own choice, at his/her own
expense, in any formal hearings before the Session, but specifically not at any staff meetings,
consultations, A&P meeting, or other ndisciplinary activities!f counsel is present, counsel is
permitted to monitor activities, to advise the employee during the session, but shall not interfere
with the hearing, present argument, nor examine any church member or official.

Effective DateJune 17, 1997
Approval DateJune 17, 1997
Approval/s/ Nancy Strickland
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LVPC.
HIRING POLICY

Purpose This policy states the process and procedures to be followed to hire an
employee.
Applicability: This policy is applicable to all candidates for employment.

Policy Statement  LVPC Nursery School is an equal opportunity employer. Our hiring
philosophy is to secure the most qualified candidate at the most
competitive and equitable compensation rate. Furthermore, our philosophy
Is to first consider internal appéats for all positions, but to offer them no
specific competitive advantage solely due to their present position.

Procedures

1. All requests for new positions must be approved by the LVPC Nursery School Board
prior to any initiation of recruiting effost Such requests will be accompanied by a
written description outlining the tasks, duties and responsibilities of the new position.

2. Internal job postings, newspaper advertisements and personal referrals may be used as
the primary recruiting means.

3. Final hiring authority rests with the LVPC Nursery School Board.

4, New employees will be considered probationary for at least three (3) months, unless the
LVPC Nursery School Board waives this requirement. An initial performance review will
be completedho later than at the end of the probationary period to determine if regular,
full-time status is appropriate.

5. Al'l empl oyment is to be considered dat wil
probationary period if deemed appropriate by LVPC Nurseho8l , for any reason.

Effective Date
Approval Date
Approval

115



JOB POSTING AND BIDDING

Purpose It is LVPC Nursery School 6s policy
possible; thereby giving employees wiemonstrate a high level of ability,
conscientious efforts and high job performance ratings a first opportunity to
advance to more responsible and higher level positions. This policy expresses
LVPC Nursery School 6s i nt e whoiwsmto t o n
bid on job openings.

Applicability: This policy is applicable to all employees of LVPC Nursery School , subject
to the rules of Presbytery.

Policy Statement  The job posting and bidding process is an important way of implementing
opportunites for personal career advancement and for utilizing available
human resources to the fullest extent. Present employees will be granted
careful consideration when applying for both new and replacement positions.

Procedure

1. LVPC Nursery School may pber advertise job openings in accordance with normal
procedures. Generally, each notice will describe the position, its responsibilities and
requirements.

2. Any employee who wishes to apply for a transfer or promotional opportunity must notify the
Director, Nursery School, in writing.

3. Employees shall be required to complete a new employment application form and return it
to LVPC Nursery School.

4. Evaluation and Selection
The submission of an applicatidees noautomatically guarantee the pasit. Employee
candidates will be evaluated at the same time and using the same criteria as any outside
candidates.

5. In some cases, jobs may not be posted. The A&P Committee or LVPC Nursery School
Board will decide any special situations in referetacpb posting procedures.

6. Leave of Absence
Anyone returning from an authorized leave of absence from LVPC Nursery School is not
automatically entitled to any job that happens to be posted upon their return, nor is LVPC
Nursery School required to prioke any notice other than posting as noted above.

7. The supervisor who is having the job posted does not need to interview any or all of
the individuals who respond to the posting. However, the supervisor must inform the
Chairperson of the LVPC Nsery School Board as to the rationale why any current
LVPC Nursery School employee was not considered for the position.

Effective Date
Approval Date
Approval
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LVPC

LEAVE OF ABSENCE
Purpose This policy is toestablish guidelines for employees who must be away from

Applicability:

their work environment and job responsibilities for an extended period of
time for good cause other than disability.

This policy is applicable to all fulime employees.

Policy Staement LVPC Nursery School may grant extended leaves of absence to employees for

good cause. Good cause is defined as but not limited to: Iliness or accident
affecting a member of the employeeds
duty; unusual hardigps, childbirth, or adoption.

Leave of absence may vary in length according to the reason, circumstances
generating the need for a leave, the employee's length of service, LVPC Nursery
School 6s requirement s, and other ex

Requests foleave of absence will be made in writing to the Director of the LVPC
Nursery School, for final disposition.

The "Procedures" section of this policy outlines the guidelines governing each
type of leave of absence. Salary continuation will be determindeeltype of
leave and the policies and laws governing the leave.

Procedures
A. General
1. When possible, LVPC Nursery School shall be notified at least two (2) weeks before
a leave shall be granted. A letter or memo format shall be used. The cirotasstan
necessitating the leave and the length of the leave will be defined precisely in the
written request for leave.
2. Securing other employment or filing for unemployment compensation while on leave
shall constitute a voluntary resignation by the empoye
3. Employees who fail to return from a leave of absence on the scheduled day and who
do not request and receive an extension of time will be considered to have
voluntarily resigned and may be immediately terminated from employment.
4, Employees whora granted leaves of absence will, upon returning to work, be placed in

the job they held at the time of leavirgxcept:

a. Where a layoff or job elimination occurred during the leave which affected the
employee directly.

b. Where, in the sole discretioof LVPC Nursery School, the LVPC Nursery
School 6s empl oyment demands required
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C. Where the leave of absence exceeded over ninety (90) calendar days.

5. Employees adversely affected by 4a, b, or ¢ will be offeretigos which meet their
gualifications and will maintain the same pay and job status held at the time of their
leave. If such a position is not available, the "next best" position will be offered. In such
instances, the LVPC Nursery School will make efforteturn the employee to his/her
previous job level as soon as possible.

6. Leave of absence time up to ninety (90) calendar days will count as service time for
seniority and vacation eligibility and accrual.

B. lliness or Accident
1. lliness or accidntal injury affecting an employee is covered in the Disability Policy.
2. Leaves of absence may be granted to employees who are required to stay at home to ce

for a member of the employee's immediate family who is recuperating from an illness or
accidental injury.

a. The reason, relationship and approximate period of recuperation will be verified
by a physician's statement.

b. This type of absence will normally not exceed thirty (30) calendar days.

C. This type of leave will be without pay unless #raployee elects and LVPC
Nursery School approves the use of unused personal time in conjunction with the
leave.

d. Leaves may be granted in excess of thirty (30) calendar days. However, in these

cases, the LVPC Nursery School does not guarantespboyment.

e. Health benefits for eligible employees will be in effect while on this type of leave
to a maximum of thirty (30) calendar days.

C. Military Leave
1. Active Duty

a. LVPC Nursery School is obliged to-eanploy employees who leave for military
service and who apply for reinstatement within thirty (30) calendar days after
release from active duty.

b. A certificate of satisfactory completion of service must accompany the application
for reinstatement.

C. Returning veterans will be treated as thotlggy continued to accrue seniority
and service credit while on active duty.

d. The returning veteran is entitled to pay increases for his/her former position if

such increases were a result of length of service on the job.
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e. The returning veteran will bee-employed in the position he/she would have had,
had he/she remained on the job instead of entering military service.

f. All requests for active duty leaves must be accompanied by a copy of written
military orders.

g. Employees volunteering for activelitary service will be considered to have
voluntarily resigned their employment effective the first day of active military
service.

2. Reserve Duty

a. Regular leaves of absence will be granted to employees who are members of
National Guard or Reserve itgiin order to allow them to attend official summer
encampments or training cruises.

b. Such leaves will extend only over the period of time required for training and
sufficient time for travel to and from the training site.

C. All leave requests must l@companied by a copy of military orders.

d. Vacation rights are not affected by Reserve or National Guard duty.

e. Employees will receive as a minimum the difference between the employee's full
military pay and their regular pay for the leave period. &ingloyee will submit
a copy of the military pay voucher to LVPC Nursery School in order to receive
the appropriate compensation.

Jury Duty

We encourage all Employees to fulfill their civic obligation when called for jury duty.

1.

Employees requesga leave of absence for jury duty will furnish as part of the written
request a statement from the court showing the dates of jury service.

Deferment for key employees will not be granted except in unusual cases when absence
would seriously affect opations.

Unusual Hardships

1.

Unusual hardship leaves are meant to provide for situations which are not covered by
other leaves of absence policies when lw1gn employees of good service require
additional time away from work for personal reasons.

Granting a hardship leave is solely discretionary on the part of LVPC Nursery School.
The LVPC Nursery School Board will review and act upon all requests for unusual
hardship leaves.

Requests for hardship leaves will be submitted through supgngkannels to the

Director, Nursery School or the A&P Committee Chairperson at least two (2) weeks prior
to the date of leave commencement except in emergency situations. In emergency
situations the employee must personally request the leave befogeahied.
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Unusual hardship leaves will be npaid.
Unusual hardship leaves generally will not exceed ten (10) working days.

It is the responsibility of the Chairperson of the A&P Committee to administer unusual
hardship leaves and to keep LVR@rsery School informed of same.

F. Child Birth

1.

Employees expecting the birth of a child and wishing to continue employment shall
be granted a leave of absence without pay in accordance with the federal Family and
Medical Leave Act. This leave is dlable to both male and female employees.

Notification of intent to use such leave shall be made in writing by the employee to
the supervisor at least two (2) weeks prior to the beginning of such leave.

Childbirth leave shall be effective at a timaitually agreed upon by the employees
and the department head, or failing such agreement, at a time reasonable under the
circumstances.

The maximum length of the leave shall be three (3) months and, at the discretion of
LVPC Nursery School, suchdge may be extended for an additional period of time
on a montko-month basis.

Every employee has the right to return to the same or similar position in the same
classification held before going on childbirth leave, or to an equivalent position with
regard to pay and skill.

Upon return from childbirth leave, an employee shall retain all seniority and pension
rights that had accrued up to the time of the leave, but these rights shall not accrue
during the approved childbirth leave without pay.

Employees are reminded that whenever they are out on sick leave for a period of
three or more days a note is required from the doctor stating the nature of iliness, the
length of disability and the date that the employee is released to return to work.

Effective DateJune 17, 1997

Approval Dat

eJune 17, 1997

Approval/s/ Nancy Strickland
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LVPC.
LONGEVITY PAY

Purpose This policy outlines LVPC Nursery Sc
Applicability: This policy is applicable to ategular full time employees.

Policy Statement LVPC Nursery School does not offer nor pay additional compensation for
longevity. Each employee is compensated based upon performance, duties
and responsibilities, and d4&VPC Nur se
determined by LVPC Nursery School Board.

Effective Date
Approval Date
Approval
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LVPC

NO SMOKING POLICY

Purpose

Applicability:

Policy Statement

This policy outlines LVPCOs position

School buildings and activitiess NO SMOKING AREAS.

This policy is applicable to all employees and visitors to L\NREsery
School

Medical evidence clearly shows that smoking is harmful to the health of
smokers. Smoke from cigarettes, cigars apepis also an irritant to many
nonsmokers and can worsen allergic conditions. In sufficient concentrations
secondhand smoke may be harmful to those with chronic heart or lung
disease. New research indicates that@mm exposure to secondhand

smoke mg seriously threaten the health of nonsmokers.

In an effort to consider the needs and concerns of smokers and nonsmokers
alike, to present a good example to young people who frequent our facilities,
and to provide a healthful working environment for evamnployee and all
visitors to our building, LVPC Nursery School PROHIBITS SMOKING
WITHIN THE BUILDING, AND UPON THE FRONT PORCH AREA.

If for any reason, smoking is absolutely necessary, it should be done in
private automobiles, or in a secluded arewide of the building.

All LVPC Nursery School employees and visitors are expected to comply
with the no smoking regulations.

Full cooperation and compliance is expected from all employees in the
implementation of this policy. Repeated violations @ plolicy will be
cause for disciplinary action. Applicants for employment with LVPC
Nursery School are to be advised of this policy prior to hiring.

Effective DateJune 17, 1997

Approval DateJune 17, 1997

Approval/s/ Nancy Strickland
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LVPC
OPEN DOOR POLICY

Purpose This policy outlines the LVPC Nursery School procedures for an-dpen
policy.
Applicability: This policy is applicable to all employees.

Policy Statement  If you have a workelated problem, the LVPC Nursery $chencourages
you to take advantage of its opdaor policy. The policy is designed to
settle grievances or other problems quickly and in a spirit of cooperation.
Not all grievances and problems, however, can be settled through the open
door policy and-VPC Nursery School reserves the right to determine
whether the procedures described below are available for resolution of the
issue.

Procedures

1. An employee who feels that he/she has not been treated in accordance with LVPC Nursery
School policy, ohas been treated unfairly, should exercise his/her rights by attempting to
resolve the issues of concern at the lowest step possible.

2. An employee who feels that he or she has not been treated in accordance with LVPC
Nursery School policy, or has noteéyetreated fairly, should first bring the matter to the
attention of their immediate supervisor. Should the employee's supervisor be the subject of
the problem, the next higher level of management should be contacted.

3. A problem that is brought to ttetention of LVPC Nursery School management should be
described as specifically as possible by the employee.

4. The supervisor who has been contacted will respond to the employee before the end of the
fifth full workday following the submission of the goslem. A written response will suggest
a solution to the problem or state why the issue under discussion does not require remedial
action.

5. If the employee feels the response is unsatisfactory, the problem must be submitted in
writing to the Chairpersoaf the LVPC Nursery School Board or the LVPC Associate
Pastor, by the employee, within ten (10) working days after receipt of the unsatisfactory
response.

6. The Chairperson of the LVPC Nursery School Board or the LVPC Associate Pastor will
respond to te employee in writing within ten (10) working days, stating his/her position on
the issues raised.

7. If the employee does not receive a response or if the employee is not satisfied with the
decision, the employee may, within ten (10) working daysoCthea i r 6 s deci si on
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ten (10) working days from the date the Ch
with a written request to proceed with the formal grievance as outlined within this manual.

8. No employee will be penalized in any way &xercising rights through this procedure.
Effective Date

Approval Date
Approval
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LVPC
PERFORMANCE REVIEW POLICY

Purpose This policy is to state LVPC Nursery
administer an efigtive performance review system.

Applicability: This policy is applicable to all employees of LVPC Nursery School.

Policy Statement  Employees will be reviewed on an annual basis, according to the following
guidelines:

1. Individual performance reviewsill be held, for each employee as deemed necessary by the

LVPC Nursery School.

2. The employee's immediate supervisor will conduct the performance review, using the
employee's currently approved job description as a basis for discussion.

3. Appropriateperformance appraisal forms will be used at each review in conjunction with the
approved job description.

4. At the conclusion of the performance review, the rated employee and the rater will sign and
date the appropriate appraisal form.

1. Performance reews will be filed in each employee's individual personnel file in accordance
with the rules and regulations therefore.

Effective Date
Approval Date
Approval
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LVPC
Position Descriptions

Director
Essential Functions:

Manage all aspects ttie Nursery School

Manage enrollment of new students and development of all students.

Supervises all staff and classroom teachers.

Ensure compliance with all health, safety and licensing regulations of the State of
Pennsylvania and the church.

Provide stategic direction to the LVPC Nursery School

Serve as a member of the LVPC Nursery School Board

Prepare and operate the school within budget

Provide for appropriate space and equipment

Maintain positive student, parent and staff relationships.

Maintain andcontinue professional development activities and professional demeanor.
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Reporting Relationships:
The Director reports directly to the Chair, Nursery School Board.

Responsibilities:
1 Manage all aspects of the Nursery School
o Pl an and c¢ommusanmua calendarhe school 6
0 Supervise the management of classroom schedules
0 Schedule the use of shared classroom space and equipment
1 Manage enrollment of new students and development of all students.
o Enroll children on a first come basis in accordance with the sitdedt forth by the
Board.
o Plan for the gradual orientation of newly enrolled students.
o Organi ze procedures for the management
routines.
o Plan for the evaluation of each student in relation to his/her school gsopgit®lities
and special needs.
o Work in conjunction with the board to maintain an advertising and public relations
program to promote enroliment.
0 Maintain student records.
1 Supervises all staff and classroom teachers.
Plan and provide for the professiogabwth of staff
Maintain a professional library.
Schedule the responsibilities of the teaching staff.
Prepare the update job descriptions for approval by LVPC Nursery School Board.
Recruit applicants for staff vacancies.
Select qualified staff members.
Remmmend staff members for permanent status of separation after a trial
employment period.

O O0OO0OO0OO0OO0Oo
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Arrange for substitute help for each school year.
Conduct regularly scheduled staff meetings.
Plan and implement inservice training program for staff.
Assist staff inplanning daily, weekly and yearly plans.
Plan and implement procedures for keeping accurate classroom records.
Prepare and annually review for staff handbook.
Maintain personnel records.
1 Ensure compliance with all health, safety and licensing regulatiche &tate of
Pennsylvania and the church.
Plan and implement a health program for the school.
Plan and implement a program of playground safety.
Plan and conduct fire drills every month.
Prepare activities to teach the children traffic safety.
Alert cusbdian to cleaning needs in bathrooms and classrooms, i.e. paint spills,
vomit.
Provide strategic direction to the LVPC Nursery School
Serve as member of the LVPC Nursery School Board
o Inform Board and others of school activities by preparing monthly anagéann
reports.
1 Prepare and operate the school within budget
o Prepare the annual budget request for the LVPC Nursery School Board and
Stewardship and Finance.
o Collect enrollment fees and tuition
0 Manage petty cash
1 Provide for appropriate space and equipment
o Purchase equipment and supplies as budgeted
o Plan for equipping indoor areas.
0 Maintain inventory records.
1 Maintain positive student, parent and staff relationships.
0 Maintain an active system of paresthool communication
o Orient new families to school policies
o Prepare and annually review a parent handbook.
1 Maintain and continue professional development activities and professional demeanor.
o Attend one workshop each school year (employer paid)
Attend all staff meetings.
Obtain and maintain First Aid and CPR daation (employer paid).
Treat each child, parent and fellow staff member with respect.
Use language appropriate for a church and the ears of young children.
Observe professional standards of confidentiality concerning each child, parent, or
other staffmember.
o0 Arrive promptly and ready to work.
Hours/Pay
Mornings: 8:30am to noon
Afternoons: noon to 3:30pm
The Director is considered an administratively exempt position. The Nursery School Board,
Director and LVPC Stewardship committee determine salary.

O 0O O0OO0Oo O 0O O0OO0OO0OO0Oo
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Required Skills, Qualities and/or abilities:
T Bachel or 6 s-5ykargmapragemanta adBinistrative experience required.

1 Physical Requirements: Lifting, mobility, seeing, excellent communication skills.
1 Must clear police background check and Childisé check.
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Teacher

Essential Functions:

= =4 =4 -5_-9_9_-9
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Direct classroom education programming
Develop daily lesson plans

Communi cate with parents about chil drenods
Make home visits annually
Personally maintain neat andgclean environ

Ensure safety of the children in their care.

Maintain positive contributions to the professional environment of a church based nursery
school.

Maintain and continue professional development activities.

Reporting Relationships:
The teacher reports dirécto the Director, Nursery School.

Duties:

T

Direct classroom education programming
o Coordinate activities to the curriculum including stories, songs and crafts.
o Utilize materials found in the classrooms or the Christian Education Office
0 Request additionaupplies from the Director.
o Arrange for a qualified substitute when unable to attend class:
A First try teacher substitutes
A Then try assistant substitutes
A Inform class assistant and the Director
Develop daily lessons plans
o Responsible for daily activities
o Write daily plans in plan book provided
0 Prepare substitute lesson plans for planned absences.
Communi cate with parents about chil drenods
o Conference with family in the Fall.
o Optional Spring Conferences are held for Four and Five Year Olds.
o0 Provide aconference report to the parent for each child, Fall and Spring, and place a

copy in each childés file
Make home visits annually
o Visit each childés home at the end of t
o0 Make nametags and take stories and appropriate papetoviti parents.
Personally maintain neat and clean environ
0 Assist in the classroom cleanup at the end of each session. This may include but not
be limited to:

A Vacuuming
A Emptying trash
A Straightening toy bins
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Wiping down tables

Filling glue, paint, paste and/or paper towel containers.

Putting all Nursery School equipment away after the last session of the week.
Alerting Director and custodian to cleap needs in bathrooms and
classrooms.

> I > D

1 Ensure the safety of the children in theare.
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Provide a safe and secure classroom environment at all times.

Never leave a child alone for any reason.

Dismiss the children from the class; delegate to the assistant only when there is a
substitute.

Assist children in washing hands before snaciftar projects.

Assist children as necessary in the bathroom.

Find appropriate drivers for field trips.

Drive and lead the class to the destination.

Carry emergency cards and the First Aid Kit on field trips.

1 Maintain and continue professional developmnestivities and professional demeanor.

(0]
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Hours/Pay

If not certified, make normal progress toward certification.

Attend one workshop each school year (employer paid)

Attend all staff meetings.

Obtain and maintain First Aid and CPR certification (employer paid).

Treat ech child, parent and fellow staff member with Respect.

Use language appropriate for a church and the ears of young children.

Observe professional standards of confidentiality concerning each child, parent, or
other staff member.

Arrive promptly and readgo work

Mornings: 8:30am to noon

Afternoons: noon to 3:30pm

Teachers are paid hourly for hours worked. The Nursery School Board, Director and LVPC
Stewardship committee determine salary.

Required Skills, Qualities and/or abilities:

1 Three yars early childhood education experience required; Associate Degree preferred.
1 Physical Requirements: Lifting, mobility, seeing, excellent communication skills.
1 Must clear police background check and Child Abuse check.
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Assistant Teacher

Essential Fundions:

Assist teacher with education programming

Personally maintain neat and clean environ
Ensure safety of the children in their care.

Maintain positive contributions to the professional environment of a church based nursery
school.

1 Maintain and continue professional development activities.

= =4 -8 -9

Reporting Relationships:
The assistant teacher reports directly to the Director, Nursery School.

Duties:

1 Assist teacher with education programming
0 Set up play area for the day, indoodautdoor depending on the weather
conditions.
Help the teacher prepare any projects needed for the day.
Help with any designated projects.
Assure that the juice and water are prepared before each class.
Serve snack and juice to the children.
At the end ofeach session, Assistants will prepare for the next session.
Clean pitchers to store for the weekend at the end of the school week.
Alert the Director when snack and juice supplies are getting low.
Place all papers in backpacks to go home to parents.
Arrange for a qualified substitute when unable to attend class and inform the teacher
and Director.
1T Personally maintain neat and clean environ
0 Assist in the classroom cleanup at the end of each session. This may include but not
be imited to:
A Vacuuming
Emptying trash
Straightening toy bins
Wiping down tables before and after snack.
Washing paint area and brushes after each class session is finished.
Filling glue, paint, paste and/or paper towel containers.
Putting all Nursery Scho@quipment away after the last session of the week.
Alerting Director and custodian to cleap needs in bathrooms and
classrooms.
1 Ensure the safety of the children in their care.
o Provide a safe and secure classroom environment at all times.
0 Never leave ahuld alone for any reason.

O O0OO0OO0OO0OO0OO0OO0OO0
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Dismiss the children from the class when teacher is absent.
Assist children in washing hands before snack or after projects.
Assist children as necessary in the bathroom.

1 Maintain and continue professional development activities professional demeanor.

(0]
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Hours/Pay

Attend one workshop each school year (employer paid)

Attend all staff meetings.

Obtain and maintain First Aid and CPR certification (employer paid).

Treat each child, parent and fellow staff member with Respect.

Use language apppriate for a church and the ears of young children.

Observe professional standards of confidentiality concerning each child, parent, or
other staff member.

Arrive promptly and ready to work

Mornings: 8:30am to noon

Afternoons: noon to 3:30pm

Assistant Teachers are paid hourly for hours worked. The Nursery School Board, Director and
LVPC Stewardship committee determine salary.

Required Skills, Qualities and/or abilities:

1 High School Diploma or GED required.
1 Physical Requirements: Lifting, mibiby, seeing, excellent communication skills.
1 Must clear police background check and Child Abuse check.
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LVPC
PERSONAL TELEPHONE CALLS

Purpose This policy outlines LVPC Nursery Sc
telephone calls.

Applicability: This policy is applicable to all employees of LVPC Nursery School.

Policy Statement  Telephones are for LVPC Nursery School business use. Personal calls shall
be kept to a minimum. If an emergency call arrives for youyanidare not
near a phone, an effort will be made to locate you. Use of personal cell
phones should be limited to emergencies.

Effective Date
Approval Date
Approval
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LVPC
PROGRESSIVE COUNSELING POLICY

Purpose: A progressive counselirmplicy is set forth to provide a consistent means of
dealing with violations of policy and to provide a formal communication tool
when informal coaching methods fail.

Applicability: This policy is applicable to all employees of LVPC Nursery School

Policy Statement: There are 4 stages to the counseling process:
a. Verbal
b. Formal written warning
c. Final written warning
d. Dismissal

Effective Date
Approval Date
Approval
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LVPC.
SALARY WAGE ADMINISTRATION POLICY

Purpose This policy is intended to satisfy several objectives of LVPC Nursery School
concern:

-Provide an accurate relationship between position demands/requirements and
salary (position value vs. compensation).

-Provide for consistent application of salary awards throughout LVPC Nursery
School.

-Provide a labor marketonsciousness for salary ranges.
-Provide guidelines for management to make compensation level decisions.
-Provide an effective means$ labor expense planning and cost control.

-Provide a uniform basis for performance evaluation and a basis for
manager/subordinate communication regarding subordinate performance.

-Provide a base of information to identify candidates for trarssfd promotion.
Applicability: This policy covers all employees of LVPC Nursery School.

Policy Statement  We pay for performance against established job standards.

Each position will be assigned a salary grade designation based on the content of
the psition (responsibilities and accountability) and the skills required to satisfy
position requirements. Each salary grade will have an appropriate range
consisting of a Minimum Salary, a Mbint, and a Maximum Salary.

Salary grade designations will determined on the basis of information provided
to the A&P Committee.

Effective Date
Approval Date
Approval
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Sexual Misconduct Policy

This policy of the Lenape Valley Presbyterian Church is to apply to all pastors, employees,
volunteers, conselors, supervisors, teachers, independent contractors and advisors of any kind,
hereafter referred to as church associates.

The policy is to maintain the integrity of ministerial employment and professional relationships at
all times. Sexual miscondugés a violation of the principles set forth in Scripture. Sexual
misconduct is a violation of the ministerial, pastoral, employment, and professional relatithnship.
is NEVER permissible or acceptable.

1 The basic principles of conduct guiding this pobcg:

a. Sexual misconduct is a misuse of authority and power that breaches Christian ethical
principles by misusing a trust relationship to gain advantage over another for personal
sexual reasons in an abusive or exploitative manner.

b. Sexual miscondugs a violation of the role of church associates of any kind who are
called upon to exercise integrity, sensitivity, and caring in a trust relationship.

c. Sexual misconduct takes advantage of the vulnerability of persons who cannot act in
their own interes

2. Sexual misconduct is defined as the use of power in any relationship for the personal and
sexual pleasure of the more powerful such as:

a. Child sexual abuse is any contact or interaction between a child and an adult when the
child is being used fahe sexual stimulation of the adult or of a third person. This
abuse is not limited to physical contact. Sexual behavior between a child and an adult is
always considered forced, whether consent is given or not given.

b. Sexual harassment is any unwelcaegual advance, request for sexual favors, and
other verbal or physical conduct of a sexual nature, when

(1) submission to such conduct is made a condition of a person’'s employment or
continued status

(2) oris used as a basis for employment decisions affetingerson

(3) or when such conduct has the purpose or effect of interfering with an
individual's work by creating an intimidating, hostile, or offensive working
environment.
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Sexual Misconduct Policyi continued

c. Any sexual contact by force, threat or intiattion, including but not limited to rape.
d. Sexual conduct that is injurious to physical or emotional health of another

e. Sexual conduct within a ministerial or professional relationship, including unwelcome
advances, requests for sexual favors, verbphysical conduct of a sexual nature.

3. Preventative procedures

a. As a matter of protection for both child and volunteer, these procedures must be
followed:

(1) Volunteers who work with children must be a member of LVPC, have
demonstrated regulattendance at church services for a period of six months, or
present evidence of a criminal record.

(2) Volunteers who work with children agree to the Two Adult Rule in which
there must be two adults present when working with children.

(3) Episodic volunteses, or those who volunteer only occasionally, will be
matched with an assigned volunteer or cleared for service through the
appropriate supervisor (Sunday School superintendent, the Director of the
Nursery School, Nursery Coordinator, or Pastor or AssoElastor.)

(4) Parents requesting assistance in custody cases feosgtgrocedure will
coordinate their request through the appropriate supervisor.

4. Grievance procedure

This policy identifies options to persons who believe they have been the subgztual
misconduct or know about a situation which they believe constitutes sexual misconduct. In the
Lenape Valley Presbyterian Church, every church associate has recourse to due process.

1 The first step in that process for any person aggrieved is tocttimaSenior Pastand
specify the nature of the charge and request judicial process. The exeemtidroe if
the Senior Pastor is the accused person, in which case the aggvimudaontact the
Chair, Administration & Personnel Committee.

1 The Sernor Pastor (or Chair, A & P) must immediately investigate the matteresodive
the issue, including disciplinary action if warranted. Only those relevém ttase should be
involved.

137



Sexual Misconduct Policy- continued

T

il
1

5.

The whole Session will serve the final Board of Appeal if necessary.
To the greatest extent possible, all such matters must be handled in a confidamtie.

If the behavior falls under state law which requires mandatory reporting, the Basior or
Chair, A & P, must report.

Training

Annually, training will be given to all who work with children and youth. Responsibility for
training will be that of the Chair, A & P.

6.

Annual Notice

The contents of the Lenape Valley Presbyterian Church Sexual Misconduct Policy will be
pulished annually in order to make the congregation aware of the church's strong stand on this
important issue. Responsibility for the publication is that of the Chair, A&P.

Effective DateSeptember 2006
Approval DateSeptember 2006

Approved
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TERMI NATION POLICY

Purpose
Applicability:

Policy Statement

Procedues

A. Discharge

This policy governs separation due to resignation and/or discharge.
This policy is applicable to all employees of LVPC Nursery School.

LVPC Nursery School guarantees empl@nto no one, but guarantees that it
will attempt to provide equitable treatment to all employees at all times. While
some termination procedures may vary to accommodate varying circumstance:
and conditions, all individual employees shall be treated &ojyiand by

similar procedures under similar circumstances.

The A&P Committee is ultimately responsible for monitoring and coordinating
the separation of employees and for assuring that equitable treatment has beel
afforded to separate employees.

Individual supervisors may recommend a discharge. The final decision rests
with the Session.

Individual resignations will be reviewed and handled in a manner which
produces the lowest potential for compromise of confidential information or
employee data.

Disciplinary discharge is a serious action that must be based on documentation which establishes &

justifiable cause.

1. The LVPC Nursery School Progressive Discipline Policy must have been followed prior to
the initiation of a dischrge procedure.

2. Employees may be involuntarily terminated following the guidelines as set forth in the
Progressive Discipline Policy.

3. Accurate, current and complete documentation is essential for all events and circumstances
associated with a teimation action. All essential warning letters, records of counseling
sessions, reports and other pertinent data must be placed in the employee's permanent file.
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Each supervisor is required to keep detailed notes and records of all counselongsessi
verbal and written reprimands, including dates, times, and nature of violation and warning
given.

All requests for termination will be processed for review to the A&P Committee who shall
make recommendation thereon to the LVPC Nursery School Bbarthination requests will
be submitted by the supervisor in memo form and must adakrésssthe following
information:

a. Reason for TerminationPrimary consideration will be given to the nature of
the actions and/or incidents whildad to the termination decision.

b.  Performance HistoryAll past performance reviews will be evaluated for
indications of positive and negative performance standards. Consideration
will be given to the emloyee's past contribution, performance record and
length of service.

Records of counseling interviews and employee's response to these
interviews will be part of the performance bist documentation.

C. Corrective Efforts The history of corrective action and results attained will be
included for review.

d. Alternatives An explanation of alternatives to terminations which have been explored
will be given and the reason why thaye unacceptable.

e. Supplementary InformationOther information which the recommending supervisors'
manager feels is appropriate and/or necessary to the termination decision should be
included.

The items from step 4 will be presented to the Chesigpeof the A&P Committee.

The discharge decision will be communicated verbally and in writing to the employee as sool
as practical after the decision has been made.

Upon approval of discharge, the appropriate LVPC Nursery School staff memalérs sh
discharge administrative requirements in accordance with the Termination Checklist
(Attachment A) and existing laws governing employee benefits and qualified plans. A copy of
this listing, indicating completion of all items shall be signed and retuméget A&P

Committee Chair.

The Director of the LVPC Nursery School may conduct an exit interview to cover the

Termination Checklist, review final pay calculation and to review the LVPC's personnel
policies and practices for required adjustments amdaification.
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9. See Section C of this policy for final pay calculation and severance pay.

B. Resignation

The Director of the LVPC Nursery School will accept, without prejudice, the resignation of any
employee provided written notice is given at lgast (2) weeks in advance of the planned

resignation date.

An employee will not be discharged after giving proper notice unless performance deteriorates to
an unacceptable level or if it would be in our best interest from a security of LVPC Nursery
Schoolor 1 tds members to require the employee t

1. The employee will submit written notice to his/her immediate supervisor at least two (2)
weeks prior to the planned resignation date.

2. The Director of the LVPC Nursery School will com@éhe requirements as listed on the
Termination Checklist (Attachment A).

3. Same as step 9 under Discharge.

4. See Section C for final pay calculation.

C. Final Pay Calculation
Discharge

1. Discharged employees are entitled to base pay up to dodimg the termination date.

2. The final pay will be issued in accordance with regular payroll processing or local or
state laws if they impose more stringent requirements.

Resignation

1. Employees who resign are entitled to base pay up to and ingltidresignation date.
This applies even if the employee is asked to depart prior to his/her intended resignation
date.

2. The final pay will be issued as per Section C.2 of this policy.
Effective Date

Approval Date
Approval
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Attach me n t inAO

TERMINATION CHECKLIST

(All of these items may not apply to all employees)

NAME

HIRE DATE

TERMINATION DATE

BENEFITS BRIEFING COMPLETED

EQUIPMENT ON LOAN RETURNED:

UNEMPLOYMENT COMPENSATION BRIEFING

FINAL PAYCHECK RELEASED

Signature of employee

Date

Signature of LVPC Nursery School representative
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LVPC
TIME CARDS/SHEETS

Purpose To establish a policy and procedure for review and processing of employees
time cards.
Applicability: This policy is applicable to all employees of LVPC Nursgchool.

Policy Statement It is the intent of LVPC Nursery School to pay all compensation due to each
employee, and to account for all hours worked on behalf of LVPC Nursery
School, and at the same time provide a means to insure that hours worked are
reasonable and necessary.

Procedures

1. Each supervisor or his/her designee will maintain an approved time card or time sheet
showing hours worked during each day.

2. A properly completed time card or sheet for each pay period is to be submitted to the
appropriate payroll person or designee according to tharpreged schedule.

NOTE:Time cards or sheets will be initialized by each employee at the end of every
payroll period to ensure and attest that all the information is correct.

3. Employees mayat:

a) Work any time for which they are not authorized
b) Record time for which they have not worked.
C) Sign in or out for any other employee.

4. Violations of this policy may result in disciplinary action, up to and including discharge.
Effective Dae June 17, 1997

Approval DateJune 17, 1997
Approval/s/ Nancy Strickland
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LENAPE VALLEY PRESBYTERIAN NURSERY SCHOOL

STAFF TIME RECORD

PAY PERIOD

NAME

Hours Monday Tuesday Wednesday Thursday Friday
SIGNATURE DATE

LENAPE VALLEY PRESBYTERIAN NURSERY SCHOOL

STAFF TIME RECORD

PAY PERIOD

NAME

Hours Monday Tuesday Wednesday Thursday Friday
SIGNATURE DATE

LENAPE VALLEY PRESBYTERIAN NURSERY SCHOOL

STAFF TIME RECORD

PAY PERIOD

NAME

Hours Monday Tuesday Wednesday Thursday Friday
SIGNATURE DATE
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LVPC
VEHICLE USE POLICY

Purpose This policy outlines the procedures for use of any LVPC Nursery School
vehicles and equipment.

Applicability: This policy is applicable to all employees.

Policy Statement  LVPC Nursery School does not currently own, lease or otherwise furnish
vehicles directly to employees. However, while on official LVPC Nursery
School business, it is the policy of LVPC Nugs&chool that all employees
should use any vehicle or equipment only in a responsible manner, consistent
with sound safety practices, regardless of ownership.

Procedures

1. LVPC Nursery School employees may not use LVPC Nursery School power equipment
and/or facilities for personal purposes without prior approval of their supervisor. If
approved, it shall also be required that the employee:
a. Is qualified to operate the equipmemtd

b. Has permission of the supervisor under whose jurisdiction thpraguat or facilities
are assigned, and

2. Employees shall wear seat belts and carefully obey all traffic regulations at all times when
using their personal vehicle while on approved LVPC Nursery School business.

3. Employees who use a drug that may imgaeir ability to operate a vehicle or machinery,
shall be prohibited from driving motorized equipment or vehicle on behalf of LVPC Nursery
School.

4. Employees are also prohibited from driving any vehicle on behalf of LVPC Nursery School,

while under he influence of alcoholic beverages.

Effective DateJune 17, 1997
Approval DateJune 17, 1997
Approval/s/ Nancy Strickland
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LVPC
WORK SCHEDULE

Purpose This policy outlines the guidelines and procedures covering hours offardtk/ PC
Nursery School.

Applicability: This policy is applicable to all fulime norexempt employees.
Procedures

1. The LVPC Nursery School is to be staffed and open for business on a regular basis.
Office staff shall be scheduled for regular rohy the Director of the Nursery School from
time to time as church finances and needs change. In the absence of specific direction to the
contrary, the LVPC Nursery School business office shall be operated on the following
schedule:

2. Unless otherwisapproved by the LVPC Nursery School Board the normal office hours
shall be scheduled and staffed as follows:

Monday 8:30 to 3:30
Tuesday 8:30 to 3:30
Wednesday 8:30 to 3:30
Thursday  8:30to 3:30
Friday 8:30 to 3:30

3. Other staff hours will be ésblished by individual employment agreement.

Effective DateJune 17, 1997
Approval DateJune 17, 1997
Approval/s/ Nancy Strickland
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LVPC
WORKERS' COMPENSATION POLICY

Purpose As mandated by Pennsylvania law, LVPC Nursery School provides
employeewvith Workers' Compensation insurance to protect them in the
event of certain injuries that take place while on the job.

Applicability: This policy is applicable to all fulime or paritime employees regularly
working for LVPC Nursery School.

Policy Satement:  This policy provides general information as to who is eligible for Workers'
Compensation benefits, limitations for employees, and the procedures
employees should use when notifying management about-trequb
injury. In every case the provisisof law, or the specific requirements of the
Workers Compensation policy shall prevail.

Procedures
1. The Workers' Compensation benefit is paid for by the LVPC Nursery School.

2. It is the employee's responsibility and duty to notify his or her sigmerof an orthejob
injury as soon as it occurs.

3. For most approved claims, all hospital and doctors' charges related to the employee's injury
are paid for in full. In addition, after a required waiting period, the employee may be
eligible for disaliity payments, also as set forth by Pennsylvania law.

4, Employees should contact the Chairperson of the A&P Committee for additional details or
information.
5. The employee's supervisor should immediately investigate any accident thoroughly to

determire its cause, to record events leading to the accident, and if appropriate, to make
recommendation as to whether or not the cause of the accident might be reduced or
eliminated.

Effective DateJune 17, 1997
Approval DateJune 17, 1997
Approval/s/ Nancy Strickland
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OTHER POLICIES AND PROCEDURES
A. FIRE SAFETY INSPECTIONS:

Fire safety inspections shall be a regular practice at the LVPC Nursery School. Fire safety
inspections shall be carried out at least quartgylthe Property Committee, along with
appropriate personnel from all committees.

At aminimum the fire safety inspection shall include:

1. Review of all fire exit postings on classroom walls, restrooms, kitchen areas, and all other
areas throughout thauilding.

2. Confirmation that all fire extinguishers are in place, and that all have a current inspection
label or tag.

3. Confirmation of all required inspections for boilers or special equipment.
4. Visual check for flammable materials stored ompses.
5. Visual check for improper storage near exits, stairwells, etc.
6. Visual confirmation that all exits lights are working.
7. Mechanical check to confirm proper function of Fire and Intrusion alarm systems.
(This shall require pre and post tdieme contact with the alarm monitor)
B. FIRE DRILLS:
Fire drills shall be a monthly practice at LVPC.
1. FIRE DRILL PROCEDURES:

a. All staff of the LVPC Nursery School shall be trained and familiar with fire drill
procedures.

b. NFPA fire drill proedures shall be utilized as guidelines for this drill.
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C. CONTRACTS

It shall be the policy of the LVPC Nursery School to have all formal contracts receive prior
approval of the LVPC Nursery School Board.

No individual or group of individuals shallebauthorized to execute contracts or other similar
legal documents which bind the LVPC Nursery School to any payments, financial obligation,

action,

Board.
In the

inaction, or employment arrangement, without prior consent of the LVPC Nursery School

event b agreements or obligations clearly made a part of budget presentations, and

approved by the LVPC Nursery School Board therein, each Committee Chair, or designate, shall
be permitted to execute contracts or agreements, subject to the following.

T

Prior notfication shall be made to the Stewardship and Finance Committee in order to
confirm finances and cash flow only. This committee shall initial approval.

A copy of any proposed written agreement for4eomergency professional services, shall
be forwarded tdahe Administration & Personnel Committee for review as to legality and
content only. A&P may forward the document to legal counsel, if deemed appropriate.

All contractors working on LVPC Nursery School property shall provide proof of
Liability Insurancein the amount of One Million Dollars, ($1,000,000.00) along with a
certificate of workers compensation insurance.

On any projects involving subcontractors, a waiver of mechanics lien, must be submitted
with the original contract, or payment shall be \wihd until such time that a satisfaction
notice is submitted by each subcontractor.

All employment agreements shall be prepared by the A&P Committee, or designate,in a
uniform manner pursuant to LVPC Nursery School policy. The LVPC Nursery School
Board MUST approve these contracts or agreements.

Any contract extending beyond a Q¥iear term must be approved by the LVPC Nursery
School Board.

Any contract which will incur no#budgeted expenses must be approved by the LVPC
Nursery School Board.

EXCEPTIONS:

EMERGENCY SERVICESThe above stated requirements shall not be interpestéd prevent
authorization of emergency repairs to LVPC Nursery School property or equipment, snow or ice
removal services, or any similar activities, all of which shall cagtito be administered by the
individual committees. In the event of authorization of emergency contracts or agreements, the

above

referenced regulations should be followed as closely as is practical under the

circumstances, with a report thereon forwartiedession, and other appropriate committees, as
soon as possible.
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BYLAWS OF LVPC NURSERY SCHOOL BOARD
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GUIDE ONE

INSURANCE
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MASTER POLICY CERTIFICATE OF INSURANCE

MARCH 1,2006

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION
ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE
HOLDER. THIS CERTIFICATE DOES NOT AMEND, EXTEND OR
ALTER THE COVERAGE AFFORDED BY THE POLICES BELOW. A
COMPLETE COPY OF THE POLICY IS AVAILABLE UPON REQUEST
FROM SOVEREIGN INSURANCE GROUP.

|
810.
TELEPHONE  (610)535-6800 400 COMPANIES AFFORDING

West Lancaster Avenue COVERAGE
Devon, PA 19335

COMPANY A - GUIDEONE INSURANCE GROUP
INSURED: LENAPE VALLEY PRESBYTERIAN CHURCH 81DH

RT 202 & UTE RD NEW BRITAN PA 18901

COVERAGE

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR
THE POLICY PERIOD INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER
DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR MAY PERTAIN. THE INSURANCE AFFORDED BY THE
POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN
MAY HAVE BEEN REDUCED BY PAID CLAIMS.

TYPE OF INSURANCE POLICY EFFECTIVE EXPIRATION LIMITS
NUMBER DATE DATE
PROPERTY 1208-993 03/01/2006 03/01/2007 BLANKET PROPERTY LIMIT $5,543,600
REPLACEMENT COST BOILER MACHINERY LIMIT BLDG LIMIT
AGREED VALUE PROPERTY DEDUCTIBLE  $500
SPECIAL FORM INCL. THEFT
COMMERCIAL GENERAL LIABILITY  1208-993 03/01/2006 03/01/2007 GENERAL AGGREGATE $ 3,000,000
|XJ OCCURRENCE BASIS PRODUCT-COMP/OP AGG $ 3,000,000
PERSONAL &ADV INJURY $ 1,000,000
CGL OCCURRENCE $ 1,000,000

SEXUAL MISC. OCCUR. $ 250,000
SEXUAL MISC AGGREGATES 500,000
PASTORAL CNSL LIABILITY $ 1,000,000
DIRECTORS OFFLIABILITY$ 1,000,000
EMPLOY PRACT LIABILITY $ 500,000
EMPLOYEE BNFT LIABILITY $ 1,000,000
FIRE DAMAGE (Any one fire) $ 1,000,000
MEDICAL EXP (Per person) $ 10,000

AUTOMOBILE LIABILITY 1208-993 03/01/2006 03/01/2007 COMBINED SINGLE LIMIT $ 1,000,000
IRIHIRED AUTOS
M NON-OWNED AUTOS

EXCESS LIABILITY 1208-993 03/01/2006 03/01/2007 EACH OCCURRENCE® 15 000,000

g UMBRELLA/EXCESS FORM 53 AGGREGATE** $ 15,000,000

SELF INSURED RETENTION $ 10,000
COMBINED TOTAL"

WORKERS COMPENSATION AND WC STATUTORY LIMITS

EMPLOYERS LIABILITY THE

PROPRIETOR EL EACH ACCIDENT $

PARTNERS/EXECUTIVE EL DISEASE - POLICY LIMIT$

OFFICERS ARE: EL DISEASE - EAEMPL.  $

OTHER COVERAGE

AS A MINIMUM EACH MEMBER IS AFFORDED: $100,000 BI/EE, $50,000 VALUABLE PAPERS, $50,000 PROPERTY IN TRANSIT, $25,000
PASTOR'S PROFESSIONAL PROPERTY, $25,000 PERSONAL PROPERTY OF OTHERS, $250,000 BUILDING ORDINANCE, $100,000
EMPLOYEE DISHONESTY BOND, $25,000 DEPOSITORS FORGERY, $10,000 THEFT DISAPPEARANCE & DESTRUCTION, $20,000 TREES
& SHRUBS, S25.000 ELECTRONIC DATA PROCESSING EQUIPMENT, $25,000 FINE ARTS, $1,000,000 Parish Nurse.

DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/SPECIAL ITEMS
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ONLY CHURCHES AND CHURCH RELATED ENTITIES ARE ELIGIBLE FOR THIS PROGRAM. ALL COVERED LOCATIONS ARE LISTED IN
THE MASTER POLICY. ALL VEHICLES ARE COVERED UNDER SEPARATE INDIVIDUAL POLICIES.

ADDITIONAL INTERESTS AUTHORIZED INSURANCE REPRESENTATIVE
REFER TO THE MASTER ]
POLICY <r '
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Lenape V alley

Presbyterian Church

PERSONNEL POLICIES

and

PROCEDURES MANUAL
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ALCOHOL, NARCOTICS & DRUG POLICY

Purpose

This policy outlines the procedures governing the use of alcohol, narcotics and/or drugs while
in the employ of LVPC.

Applicahlity :

This policy is applicable to all employees.

Policy Statement

It is the policy of LVPC to prohibit the use, sale, dispensing, possession, or manufacture of
illegal drugs and narcotics and alcoholic beverages on its premises or during work hours.
Illegal drugs and narcotics include prescription medications for which the individual does not
have a valid prescription.

Procedures

T

Employees shall be subject to disciplinary action, up to and including termination, for:
bringing illegal drugs, alcohognd/or narcotics to work; being under the influence of such
substances or alcohol during working hours; using them while working; or for dispensing,
distributing or illegally manufacturing or selling them on LVPC premises and/or any
LVPC sponsored activity

Employees are entitled to no expectation of privacy with regard to any LVPC property,
storage space, or equipment. All LVPC equipment, property, and storage space are subject
to search and/or surveillance at any time, at the sole discretion of theyemplo

Employees who use a drug prescribed by a doctor and who have been advised that their
ability to perform their job safely or efficiently may be impaired (especially drivers), are
required to report this to their supervisor prior to the start of wibrkhe medication
prescribed is not of personal nature, a copy of the prescription should be given to the
supervisor, as well.

The employer has a right and obligation to maintain a safe and productive workplace for
everyone who works here. Employees br¥ P C 0 s most valuable r
reason, their health and safety are of paramount concern.

To achieve the goals of protecting employees and promoting productivity, LVPC has

developed a policy to keep alcohol and other drugs out of the woekplas such, under
limited circumstances set forth below, drug testing may be performed.
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Alcohol, Narcotics and Drugs- continued

91 Applicants for the following positions will be informed at the time of their application that
they may be tested for drugs

(@  All employees that drive vehicles on behalf of LVPC.
(b) Other employees in key positions determined by the Session.

1 An employee who is diagnosed by a qualified physician as a chronic substance abuser may
be granted a leave of absence of up tow2@ks, or as otherwise required by law, to
undertake rehabilitation treatment at a medical center approved in advance by the LVPC.

1 The employee will be paid for days off during such leaves of absence only to the extent
that she/he has accumulated sickvacation leave or compensatory time; the remaining
portion of the leave of absence will be unpaid.

1 Such employee will be permitted to return to work only when the employee's supervisor
has received certification from an attending physician that the eewlsycapable of
performing his/her job.

1 Continued substance abuse, or the failure of an employee, diagnosed as being a chronic
substance abuser, to enter into an agrgeEmh treatment plan, may result in disciplinary
action, up to and including terminati.

Effective Date

Approval Date

Approved
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ATTENDANCE - ABSENCE POLICY

Purpose

This policy outlines the procedures governing attendance and absence
reporting.

Applicability:
This policy is applicable to afull and paritime employees.

Policy Statement

In order to operate efficiently, it is necessary to have a reliable work force. It is, therefore,
extremely important for employees to be present on regularly scheduled work days and during
periods of emeyency.

LVPC realizes that employees will have to be absent from work occasionally. Allowances will be
made for occasional absence, if proper notice is given and the reason for the absence is excusable.
Accurate attendance records, supporting this poldi/be maintained.

LVPC will compensate employees at their normal wage or salary rate for a reasonable number of
absences due to illness or injury. LVPC will define a reasonable number of absences as being
earned on an accrual basis at the rate ofeOt@urs per hour worked, to a maximum of 12 days

per year, or as otherwise defined within the employees employment agreement, if applicable.

The standard set by LVPC however, does not imply an automatic benefit for compensation. Each
absence will still equire explanation and/or documentation in order to be eligible for
compensation. LVPC reserves the right to authorize or refuse compensation for all absences.

Approval of Session is required if additional time off is requested.

Procedures
1 Reporting Alsences
a. When an employee knows in advand¥hen an employee knows in advance of
an absence, the reason for the absence and the duration of the absence should be
reported to LVPC as soon as possible, but at least one (1) full working day prior
to the alsence.

b. When the employees cannot provide advance notice to the supervisor:
Employees must report all absences to their supervisor, by the start of the
normal business day for that particular employee on the day of the absence, also
stating the reasomf the absence and the anticipated duration of the absence.

C. When the absence exceeds three (3) d&ysployees absent from work for four
(4) consecutive days due to personal illness or injury must produce a doctor's
certification prior to their retun to work.
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Attendance/Absence Reporting continued

1 Authorized (excused) Absence

a. There are very few cleaut excused absences. Excused absence would include
death in the immediate *family, jury duty, accident or sickness supported by a
doctor's stament, (in all instances LVPC may require an employee to be
examined by a health professional approved by LVPC, and reserves the right to
grant benefits, and to make determinations of whether an absence will be
excused or not based on that health profesd® certification), or immediate
family sickness or accident, personally reported to your supervisor. Employees
who have completed their probationary period shall be permitted to take a
certain number of days off without loss of pay in order to attefdharal, as
more fully described in the "Bereavement Policy".

b. If an employee needs more time than is outlined above, LVPC, at its sole
discretion, may grant additional leave without pay or the employee may seek to
have the additional time charged agaiother accrued leave time if available.

C. For the death of a near relative (Arommediate family member), LVPC may
grant a fulltime regular employee a personal day on a-bgsease basis, if that
employee has exhausted all holiday leave time.

*Aflaynd shal | me an ; schildrans lerqthercsister| mhnerd, yrandpareng t e p
grandchild.

1 Unexcused Lateness/Unexcused Absences

a. The first incident will result in a verbal warning to the individual.
A record of the verbal warning will begied into the employee's personnel file.

b. The second incident will result in a written warning to the individual.
C. Any subsequent incident may result in disciplinary action, up to and including

termination of employent, based upon the cause and severity of the incident.

NOTE: EMPLOYEES WILL NOT BE PAID FOR ANY INCIDENCES OF
UNEXCUSED LATENESS OR UNEXCUSED ABSENCES.
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Attendance/Absence Reporting continued

i Excessive Absenteeism

Excessive absenteeism shalldmnsidered as any missed work time, after all permitted
absences have been used by an employee. In this case the following steps will be taken
whenever any additional absenteeism, whether authorized, (excused) or not, occurs:

a. The first incidence of xxessive absenteeism shall result in counseling
and either a verbal or written warning to the individual. A copy of any
written warning, or memorandum recording the verbal warning will be
placed in the employee's personnel file.

b. The second or any sultgeent incident of excessive absenteeism may be
considered as sufficient grounds for immediate termination of the
i ndividual 6s empl oyment, at LVPCOs s
NOTE: EMPLOYEES WILL NOT BE PAID FOR ANY INCIDENCES OF EXCESSIVE

OR UNEXCUSED ABSENTEEISM

Effective Date

Approval Date

Approved
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BEREAVEMENT

Purpose

This policy outlines the procedures governing tiofiefor bereavement.

Applicability:
This policy is applicable to all regular full time employees.

Procedures
1 Employees whdvave completed their probationary period shall be permitted to take up
to five (5) working days off without loss of pay in order to attend to the funeral of their
own spouse, children or parents, or three (3) days if required to attend to funeral matters
for any brother(s), sister(s), motkerlaw and/or fathem-law.

1 If an employee needs more time than is outlined above, LVPC, at its sole discretion,
may grant additional leave without pay, or the employee may request additional leave,
with time chargedgainst accrued personal leave time, if available.

1 For the death of a near relative (Aommediate family member), LVPC may grant a
full-time regular employee a personal day on a-bgsease basis.

Effective Date

Approval Date

Approved
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BULLETIN BOARD(S)

Purpose

This policy outlines procedures for use of bulletin boards at LVPC.

Applicability:
This policy is applicable to all full and partne employees, officers, clergy, and committee
members of LVPC.

Policy Statement
All Bulletin boards are to be considered property of LVPC, and are maintained solely as a
means of communication for church related business. They are to be used only in this capacity.

Notices posted on the bulletin boards may concern every member of the, dnafdr every
employee. It is important that you read every posted notice as soon as it is convenient to do so.
All posting of notices must be approved by the appropriate party prior to posting.

A. Large Bulletin Board in Narthex = Activities Committee
B. Library Bulletin Board = Christian Education Committee
C. All others = Check with Church Office or Pastors.

No postings of material of a derogatory, offensive, vulgar, or obscene nature will be permitted
at any time. As bulletin boards are in viewmisitors to the building, no materials which would
tend to cause LVPC to be held in ill repute, or to lose effectiveness in the public opinion or its
mission, shall be permitted.

No postings advertising personal business, orafamch related matterdall be permitted
without special approval of the Session or Pastors.

All Bulletin Boards are considered as an official communication avenue for LVPC business
and mission.

Effective DateJune 17, 1997

Approval DateJune 17, 1997

Approved/s/ Nancy Sickland
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CHANGES TO EMPLOYEE RECORDS

PUI‘QOSG
This policy states LVPCOGs cdodater n in keeping

Applicability:
This policy is applicable to all employees of LVPC.

Policy Statement

LVPC must keep your complete personnel reaordile. In order that you receive important
communications and be contacted when necessary, it is important that we be-ticegéigoon

any address and telephone changes. Any changes in number of dependents or marital status
should be reported sincentay affect your income tax deductions.

Cooperation is necessary if records are to be kept accurate -hnrdiate.
Please notify the church Secretary or Office Manager if you change:
1 Name, Address or Telephone Number
1 Marital status or number of depBnts
1 Beneficiary of Group Insurance

1 Person(s) to notify in case of any emergency.

Effective DateJune 17, 1997

Approval DateJune 17, 1997

Approved/s/ Nancy Strickland
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COMPENSATORY TIME

Purpose

This policy outlines the procedures governing pemsatory time.

Applicability:
This policy is applicable to all full and p&rime norexempt employees.

Compensatory time is not permitted by LVPC at this time. Subject to pending changes in
federal law, LVPC may make compensatory time available ifutiee.

Until and unless such a change is approved by session, it is expected that each employee will

report and be properly compensated for services in accordance with this manual, or the
individual employment agreement.

Effective DateJune 17, 1997

Approval DateJune 17, 1997

Approved/s/ Nancy Strickland
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CONFIDENTIAL INFORMATION

Purpose

This policy outlines the procedures governing the release of information that is considered of a
confidential nature concerning employees.

Applicability:
This olicy is applicable to all employees of LVPC.

Policy Statement
1 InGeneral: The Personnel Files Act, a Pennsylvania Statute effective in 1979,
authorizes an employee to inspect his or her official personnel and administrative file
maintained by the empjer.

1 Coverage: This Act gives certain rights to persons who are currently employed, laid
off with re-employment rights, or on official leave of absence. Job applicants are not
given rights under this Act, nor are terminated employees. The rightomst be
exercised by employees of LVPC.

1 What the Law Provides: The law requires that when an employee requests to see
his/her personnel file, the employer must permit that employee to inspect it. The Act
requires that an employee be allowed to nevighose documents relevant to an
employee's own qualifications for hiring, termination, promotion, increased
compensation, and disciplinary actions.

This includes employment applications, wage and salary information, commendations,
warning or disciplindetters or reports, authorization for pay deductions or withholding,
fringe benefit information, leave records, employment history, job titles and dates of
changes, retirement records, attendance records, and performance evaluations.

LVPC is not requied to make available to the employee records relating to the
investigation of a possible criminal offense, letters of reference, documents which are
being developed or prepared for use in civil, criminal or grievance procedures, medical
records, materialsised by the employer to plan for future operations, or information
available to the employee under the Fair Credit Reporting Act.

LVPC will make records available in accordance with the Act to the employee during
regular business hours when sufficientdins available in a normal business day to
allow the employee to inspect files. When such time is not available, LVPC may require
the employee to inspect the records on the employee's own time. LVPC shall give the
employee sufficient time to inspect thetiee file.
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Confidential Information on Employees- continued

LVPC need only make the records available where they are usually maintained. LVPC
may require the employee to indicate in writing the purpose of the inspection or indicate
particular part othe record he or she wishes to inspect.

The Act protects LVPCO6s right to protect
LVPC may require that the employee look at their personnel file in the presence of a
designated official, and may also limit teeployee's examination of their personnel

file to once per year, except when there is reasonable cause for further review. The
employee may take notes on the file, but the employee may not remove his personnel
file or copy the contents of the file awapin the place where the file is made available,
without LVPC approval.

1 Procedures and Enforcemeifhis Act is administered and enforced by the Bureau of
Labor Standards of the Department of Labor and Industry. An employee may file a
petition and request hearing to complain of the denial of access of their records or to
challenge the contents of the file. The employee has the right to place a counter
statement in the file if he/she determines that it contains inaccuracies.

9 Itis important for each enpyee to keep records #p-date. Any change, for example,
in your telephone number, address, marital status or beneficiary is most important. Be
sure to let your supervisor know about any such changes.

1 Personnel files are the property of LVPC. Theyymat be removed or copied by
anyone without the express written permission of LVPC.

1 Information contained in personnel files is confidential. Any employee who discloses
confidential information without authorization will face discipline, up to and inod
discharge.

1 Except for management and employees responsible for maintaining personnel files, no
employee may have access to the personnel file of any other employee.

Effective Date

Approval Date

Approved
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