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1.  Church Service Administration

1.  Weekly Notice Sheets/ Orders of Service 

Preparation of Church Notice Sheets 

The Electronic files of the Notice Sheets can be found in:

Word - my docs – services - notice sheets - (Date of Sheet)

Services – This Week are taken from last week’s notice sheet.  Cut and paste (on the computer) ‘Next Week’ to this week.  Note that the time and venue of the service, for Armidale, as well as the preacher, and the organist for the 9.30am service are there.  Check that no changes have been made during the week to this information.  

Services – Next Week are taken from the “Rosters” folder.  List the time and venue of the service, for Armidale, as well as the preacher and the organist for the 9.30am service.  All Preaching Plans and the Organ Roster can be found in the “Rosters” folder, which is located in the second draw of the desk in the front office.

Lectionary Readings for each week are found on the Lectionary in the “Rosters” folder.  The reading and page numbers are usually prepared and noted in the folder, although it is good to double check that the numbers correspond with the readings.  RSV and Good News bibles are located in the Front and Back Offices.  The Calendar of Lectionary Readings is available from the Open Book (Ph: 08 8223 5468, Fax: 08 8223 4552), and need to be ordered annually in late October.  Usually 10 copies are ordered and are distributed to the Minister, lay preachers, and one for the Office.



Year 2002 Lectionary calendars were distributed to:




Will and Betty Pearson




John and Beryl Hamel




Grant and Kay Harman




Graham Mackay




Anna Vlasoff




Sue Farmer




Graham and Carol Maddox




Rosters Folder


Cut and paste last week’s readings into this weeks spot.

Rosters for Week Beginning…  are found in the “Rosters” folder.

Opportunities for Your Participation and Prayers are taken from the Diary.  Also check with the “Notices” folder and the bookings board.

General Notices 
are in the “Notices” folder in the second draw of the front office desk.  Check with Diary and bookings board.

Photocopying
Approximately 120 copies, broken up as follows:


8am – 15 copies


9.30am – 90 copies


11am – 10 copies


7pm –5 copies


Give 1 single sided copy to the Minister, 1 copy for the Back Office, 1 copy for the Archives pigeonhole, and a few copies for the box on wall outside.   People who miss a week’s service can keep up-to-date with events by collecting a notice sheet from this box. The originals are to go in the “Church Notices” file in the top draw of the filing cabinet in the Front Office.


By February each year the past years (Jan-Dec) of Notice Sheets are taken out of the filing cabinet and are put into an archival file, which is found in the cupboard in the Church foyer.

Baptism and other Special Services may require more copies.  Discuss with the Minister as to how many to do in these circumstances.

All Notices are to be placed on the Kitchen bench, labelled with the service time.


‘Insights’ is to be distributed in the same way.  ‘Insights’ arrives from Synod for the second Sunday of the month from February to December.


‘Uniter’ Is prepared in Armidale and distributed with the notice sheets.  Again, one copy is to be archived in the Corner Cupboard of the Front Office.  A special mailing of ‘Uniter’s is made (see 5.8.viii ‘Mail Out’)

2.  Funerals

i)
General Information

Hospital contacts the Minister, who will spend time with the family and the dying person.  


Hospital will notify Piddingtons of the death.  Piddingtons will consult with the Minister and the family regarding the funeral arrangements.


If the funeral is going to be in the Church, the Minister will notify the Office staff, and any other bookings will need to be postponed, relocated or cancelled.

FLOWERS IN CHURCH


This is the responsibility of the Church. 


There are some dry flower arrangements in back office if required.

AFTER THE SERVICE


If a cup of tea is requested following the service, the conact names listed on office wall need to be asked to organise sandwiches, slices etc.


The set up of the Church and Wesley Hall is organised by Martin Hazell (6772 5916) and/or Lindsay Tasker (6772 9643).  

ORDERS OF SERVICE


These are prepared in consultation between the Minister and the family.  The Church Office prepares (types and photocopies) if the service is in the Church.  If in the crematorium, Piddingtons will organise.  The families may also choose to organise the processing of the Order of Service

ATTENDANCE SHEETS


Piddingtons have the pages to be signed for the attendance list.  If donations are requested, Piddingtons will supply the box and collection.

ADMINISTRATION / RECORDS


Piddingtons provide a printed sheet with the details of the funeral and the deceased person.  These details need to be entered into the Death Register that needs to be signed by the officiating Minister.  The printed sheets need to be filed in the Red folder, which is kept with the Death Register in the corner cupboard of the Front Office.


Piddingtons give the Church a cheque for the funeral.  Cheques to made out to Minister, Armidale Uniting Church and for the organist and verger to cash. There is no fee charged for Church members’ funerals.  The breakdown is – Minister $150, Organist $50, Church Property $75 and Verger $35. People are able to request permission of Church Council to have placed in the Memorial Garden, beside the driveway, a plaque in memory of a deceased relative or friend associated with this church.  The cost will be $200.


Piddingtons contact number is 6772 2288.

iii) Checklist


Minister contacted










Church available









Minister to decide whether fee charged or not – needs



to let office know whether to refund money to family 



or to bank and distribute









Minister to see family










Service organised, including organist & order of service (if required)



Flowers organised










Afternoon/morning tea/lunch arranged






Sermon written









Verger organised









Cheque & paperwork to Office







Office enters information into Death Register & Anniversary Book



3.  Weddings

i) Wedding Guidelines (Subject to approval by Church Council).   NB:  It is hoped that Church Council will approve the Wedding Guidelines in early 2002.

1.
GENERAL:  The Armidale Uniting Church has a seating capacity of 253.  The main Church seats 142 and the extension seats 111 (with all single seats and pews being used).  There is space designated for a wheelchair in the west aisle of the main Church, and room for more at the front of the Church on the western side and the rear of the Church on the eastern side (at the entry to the Prayer Chapel).  There are two aisles, which are ## metres in length, and two kneeling cushions can be provided.

The Church will provide a representative to ensure the physical arrangements in the Church are attended to, both at the rehearsal, before the wedding, and during the wedding.

2. ORGANIST:  The Church will arrange the organist in all cases.  Should any variation to this procedure be desired, the Minister must be consulted.

3. MUSIC:  All music desired for the ceremony to be specified at an early date (ie. Solos, etc.).  The name and phone number of any soloist would be appreciated to enable the Church organist to arrange a suitable practice time.  COPYRIGHT:  Copyright clearance on printed material is the responsibility of the wedding party.  Clearance is to be sought from the copyright holder of the words.  Assistance can be sought from the Church Office on this matter.

4. FLORAL DECORATIONS:  
a) Flowers are not to be placed on the Communion Table, Font, Piano or Organ.  Usually two or three well-arranged vases look much better than a number of little arrangements.  Vases are available at the Church.

b) Personal Arrangements:  The Bridal Party are quite at liberty to supply all the flowers in the Sanctuary in accordance with the above guidelines.  It is necessary to indicate the time flowers are to be arranged to ensure that the Church is unlocked and available.

c) Church Arrangements:  To assist those who are unfamiliar with the Sanctuary customs or feel inadequate to suitably cope with such important floral arrangements, members of the Church Flower Roster are available to arrange flowers supplied (or paid) by the Bridal Party, with the understanding that the flowers remain in the Church after the wedding ceremony, OR;

d) The Bridal Party may supply and arrange the flowers themselves, again with the understanding that the flowers remain in the Church after the Wedding Ceremony in accordance with clause (a) above.

5. PEW ENDS:  Decorations may be placed on the end of the pews as desired.  Cellulose Tape, drawing pins, or wire, must not be used as they damage the pew.  Hat elastic or tied ribbons seem to work very effectively.

6. SEATING:  The Bride and Groom’s parents should sit in the second row, and the front pew should be left vacant for the Bridal Party.

7. REHERSAL:  The Minister will arrange a rehearsal time during the week before the wedding, in consultation with the Wedding Party.  Rehearsals mainly deal with the processionals in and out of the Church, and to ensure that those taking part in the ceremony are aware of their positions and duties.  Rehearsals usually take around 30 minutes, and some important documents will need to be signed.

8. PHOTOGRAPHS:  Photography and video filming are permitted in the Church.  It is requested that flash photography be avoided, as this is distracting, and detracts from the solemnity of the occasion.  It is also requested that photographers not move too much during the service, and that they consult with the Minister prior to the ceremony with regards to any other arrangements.

9. USHERS:  The Wedding Party supplies usually two ushers.  They are to hand out any Orders of Service and assist people to their seats.  They should arrive at least 15 minutes prior to the service.

10. CONFETTI:  The Uniting Church in Australia (NSW) Trust asks that no confetti whatsoever in thrown in the Church or Church grounds.

11. FEES:  

ii)
Steps for Handling Enquiry


All enquires should be referred to the Minister.  Names and contact numbers for both members of the Bridal Party should be taken.  Check that the Church is available on the date requested according to the diary and pencil it in.

iii)
Responsibilities

The Minister has the responsibility of dealing with the arrangements for the wedding.  On the first consultation, a blue “Intent to Marry” form will be given to the couple.  This form needs to be submitted to the Minister conducting the wedding at least one month prior to the wedding, and not more than six months before.  This form needs to be given to the Office a week or so prior to the wedding practice, so that the Marriage Certificate, etc. can be prepared (see Records).  

iv)
Records

The Church Marriage Register is also to be filled in at the office, so that it can be signed at the Wedding Ceremony.  This is the Church record of Marriages which have taken place in the Church. 

The blue ‘Intent to Marry’ form is used to supply all the details of the intending couple, so they can be put on the official Certificate of Marriage that is sent to the Registry of Births, Deaths and Marriages.  The typewriter in the front office is used to prepare this form.  The copy of the certificate that is to be sent to the Registry is found in a large blue covered book, in which the left hand margin needs to be filled in by hand, and the right hand side removed at the perforation.  NB:  When filling this form out, the date of the marriage goes on the front of the certificate, while the date of the practice (at least the day before) is to go on the back, and is to be signed.

The certificate & envelope that the couple receives is found in the corner cupboard of the front office.  This needs to be typed on the typewriter as well.  There are copies of both types of Certificates to copy formatting from in the brown spined folder opposite the fax machine.

Hand Outs

Once the Minister has been contacted, a copy of the Wedding Guidelines form can be sent to the couple or given to them by the Minister at the time of their first meeting.

NB:  It is hoped that the Wedding Guidelines will be approved by Church Council in early 2002.

Costs

Minister

$100
Organist

$  80

Vergers x2@$30
$  60

Use of Church

$100

Flowers

$100
(or $30 or $20 depending on option chosen)

Checklist

Church available & booked








Minister approached









Information sheet (pack) given to intending couple






Minister meets with couple & fills out blue form






Prepare Marriage course completed


Wedding practice booked








Flowers & Organist & Verger organised







Certificates ready










Practice completed










Offers enters names & dates into “Follow-up Anniversary Book”



4.  Baptisms


i)
General Information


Child baptisms are held during Sunday Services (usually 9.30am) traditionally on the 3rd Sunday of the Month.  The venue for adult baptisms depends on the type of baptism (eg. full emersion are held at the Baptist Church.)

ii)
Steps for Handling Enquiry

When a person approaches the Church regarding a baptism, they should be referred to the Minister first.  The Minister will then collect the family and the child’s (or adults) details, and the matter will be referred to the next Elders meeting, where an Elder will be chosen to be the baptism Elder.  


iii)
Responsibilities


Both the Minister and the Elder will need to meet with the family before the baptism to go through what happens at the baptism and explain what it means to be baptised.


On the morning of the Baptism, the Minister, or another specified person, needs to prepare warm water for the font, and have the Certificate and Candle ready (see Hand Outs).


iv)
Records


The Church has a Baptismal Register, where baptisms which have taken place in the Church are recorded.  The Minister needs to complete the registration so that this register can be maintained.


v)
Hand Outs


Certificates of Baptism need to be filled in at the Office, with the details from the Minister.  Examples of how the Certificates are filled in are found in the Brown folder on the cupboard above the stamp bin.  A candle will also be presented to the family.  The candles are found in the Vestry cupboard, and they need to have a Sticker attached.  The stickers should be in the box with the candles, and extras can be ordered from The Open Book.  White candles can be purchased locally from Paperware Distributors.


vi)
Checklist


Minister contacted










Information to Elders










Minister and/or Elders to meet with family 






Information, including Elder’s name, 
to Office for preparation of Certificates







Elder/Minister to organise certificate, candle/sticker & warm water in font



Office enters information into Baptism Register & Anniversary Book


12.
Offering Documentation

When the weekly offerings are counted, they need to be recorded on a blue ‘Record of Offerings’ sheet, which record open plate and pledge offerings for each service.  

These forms are collated (with the offering) and the offerings are broken down into monetary units,  
3.
Personnel

1.  Position statements 

Uniting Church in Australia - Armidale 

Office Volunteers
Scope of the Position

The Armidale Uniting Church has approximately 150 active members who participate in four Sunday worship services and an extensive range of fellowship activities throughout the week.  It is served by a Ministry Team comprised of a Minister of the Word supported by the Office Volunteers and a Bookkeeper.  

The work of the church is supported by extensive volunteer input from the congregation.  Direction and management of activities is provided by the Church Council and its Ministry Groups ie. Worship, Parenting Support, Social Responsibility, Pastoral Care, University, and Finance and Property.

The Church has an annual operating budget of approximately $140,000 p.a. and has an extensive infrastructure of halls, church and residential property.

Position Objectives

The Office Administrator has a key responsibility - provision of office administration and other support which require specialised knowledge of the Church’s structure and organisation.

The Office Supervisor will liaise closely with the Ministry Team and the Ministry Groups and  facilitate their activities. The Office Supervisor will also oversee activities undertaken by volunteer workers and provide support for the general running of the office.

Supervisor
- 
Minister

Duties

1.
Receive callers at the Parish office and assist where possible or make referrals to the Minister, other staff or Church members as appropriate. Provide first point of contact for people in need who are seeking assistance.

2.
Answer the telephone and deal with calls of an administrative nature.

3.
Answer routine correspondence, drafting replies when necessary. Type reports and other items as required eg. programs, fliers, minutes of meetings.

5.
File correspondence and information and maintain the Church filing system.

6.
Photocopy and distribute minutes, reports, rosters.  Distribute posters, Insights, Uniter.

7.
Administer the day-to-day operation of the Church’s finances in collaboration with the Church Treasurer, including:

a)
banking of offerings and other revenue eg. property hire, donations for weddings and funerals, reimbursements for telephone use, Willis organ etc.;

b)
paying accounts, with reference to the appropriate member of the Ministerial Team or Church Executive when necessary in accordance with the annual Church budget;

c)
providing records of receipts and payments & to facilitate their entry into the accounting system,

d)
maintaining pledge tally sheets and computer records of collections,

e)
managing the Petty Cash and Postage funds and keeping records of same.

8.
Administer use of Church property and operate a system for:


a)
accepting and recording bookings;



b)
negotiating and signing Agreement for Use of Property forms;


c)
key collection and return;


d)
checking condition of property after use;


e)
receipting payment of donations for property use.

9.
Contact tradespeople when required for repairs and maintenance of church property.

10.
Administer the use of the Church car park for commercial users.

11.
Liaise with Synod re church insurance, personnel and other administrative matters.

12.
Keep records of baptisms, marriages, funerals.

13.
Maintain the Church rolls.

14.
Order office supplies.

15.
Liaise with roster convenors when rosters are about to run out or when there are any difficulties with rosters.

16.
Liaise with office volunteers and supervise their activities to support the effective operation of the Church office.

17.
Other duties as required in keeping with the nature and level of this position.

Uniting Church in Australia - Armidale 

Bookkeeper

Scope of the Position

The Armidale Uniting Church has approximately 150 active members who participate in four Sunday worship services and an extensive range of fellowship activities throughout the week.  It is served by a Ministry Team comprised of a Minister of the Word and a Youth Worker, supported by the Office Administrator and a Bookkeeper.  

The work of the church is supported by extensive volunteer input from the congregation.  Direction and management of activities is provided by the Church Council and its Ministry Groups ie. Worship, Education, Social Responsibility, Hospitality, International, and Finance.

The Church has an annual operating budget of approximately $200,000 p.a. and has an extensive infrastructure of halls, church and residential property.

Position Objectives

The Bookkeeper is responsible for the maintenance and preparation of the Church’s financial and personnel records and reports.  She/he will provide administrative support for the management of the Church’s finances, personnel and property in collaboration with the Church Treasurer and the Finance Committee.

Supervisor
-
Treasurer

Duties

1.
Maintain all accounts on a computerised accounting system.  Enter all financial transactions on a regular basis in accordance with the Chart of Accounts and procedures of the Church.

2.
Balance and reconcile accounts at the end of each month and prepare reports for the Finance Committee, Uniting Church Synod and others groups as requested .

3.
Pay wages and allowances on monthly basis ie. 15th of each month.

4.
Maintain personnel records and prepare tax, superannuation and other returns associated with staff remuneration eg. group certificates.

5.
Be familiar with GST requirements and prepare quarterly BAS statements for the Australian Taxation Office.

6.
Initiate and monitor regular Church payments  eg. insurance premiums, Mission and Service payments, invoice regular users of the car park

7.
Monitor and record property use and income eg. Yallambe St manse rental income.

4.  Property

1.  Keys
i)
Register

The register of people who have keys is found in the top draw of the filing cabinet under ‘Keys”.  Keys which are temporarily taken out of the key box, need to be noted, by putting a slip with the borrowers name on it in the tray from which the key came from.

ii)  
Policy

If property users are using the property outside of Church Office hours, keys will need to be issued.  A $15 deposit will be taken for the keys and returned to the user when the keys are returned.  In some cases eg. Lutheran Church, no deposit is required as their record of returning the keys is exemplary.  

The Church keys cannot be cut by anyone other than the signatories at Armidale Locksmiths (Richard & Maria) Corner of Marsh St and Rusden St (6772 7817).  The signatories are the Minister and the Office Manager.

2.  Bookings


Bookings are to be made through the office.  When an enquiry is made, check the white board in the front office for regular events, and check the diary.  The potential property user will need to come into the Office to fill in the Property User Agreements and to pay a deposit and Public Liability Insurance if required.  

Armidale Uniting Church

Guidelines on the Use of Church Buildings by Outside Groups

DRAFT:  7 November 2000.

Making our buildings available to community groups is a way of engaging and welcoming the community.  It creates opportunities for individuals to become familiar and comfortable within a church setting.  It allows us to demonstrate in practical terms our principles of inclusiveness.  It is a witness to the breadth and strength of God.  It allows our facilities to be utilised more fully.

These guidelines along with the Property Committee rules are an attempt to ensure appropriate use of our facilities that will not bring the church into disrepute.

1. Activities with a perceived spiritual component that do not have as their basis the teaching and example of Christ will not be permitted in Wesley Church, Wesley Hall or the Youth Centre Lounge as they are places of worship.

Specifically, yoga is not permitted in these rooms.

2. Meetings of groups which have perceived links to the occult, or which are perceived to promote hatred against racial, ethnic, national, religious, gay or other target groups, are prohibited.

3. Firearms and other weapons are not permitted on the premises.

4. Activities may not include obscenity or indecency.

5. Requests from political and allied groups are to be referred to the Church Council.

Process

In the normal course of events the office manager and/or minister will decide whether to accept a booking for use of facilities.

If neither the office manager nor minister is willing or able to decide the issue, the matter will be referred to Church Council.

6.
Financial matters

i)
Charges

Charges are determined by the Property Committee and are set out in the Use of Armidale Church Property form (see 7.1.1).  The Office can provide a Tax Invoice if requested, which can be found under My Docs – Finance – Tax Invoice.

ii)
Receipts

Receipts are issued for every amount of money paid to the office.  The receipts must be stamped with the Uniting Church stamp on the top right hand corner (but not covering the number).

iii)
Allocation to accounts

On the MYOB Accounting system, all property usage money is entered under Armidale Property (4-3020), job number 02.

7. 
Car Parking

USE OF THE UNITING CHURCH CAR PARK BY GENERAL PUBLIC

CONDITIONS OF USE

1) Owners of vehicles parked in the Uniting Church Car Park must accept personal liability for any damage that may occur to that vehicle while on Uniting Church property, ie, damage by falling limbs, damage by another vehicle, etc.

2) The vehicle/s must be parked in the parking bays closest to KFC boundary in order to leave the bays closest to the Youth Centre for the users of Uniting Church property.  Vehicles are to use only the parking bay areas and not areas such as the southern fence.

3) That people using the Uniting Church Car Park be asked to make a monthly donation of $15 towards the maintenance of the Uniting Church facilities.  This amount could be delivered to the Uniting Church Office between the hours of 10.00am and 1.00pm or posted to the Uniting Church Property Committee, PO Box 364, Armidale, 2350.  Receipts can be obtained for these donations.

4) The Uniting Church Property Committee maintains the right to exclude any vehicle from using the Car Park.

UNITING  CHURCH  IN  AUSTRALIA  –  ARMIDALE

Public Use of Uniting Church Car Park

I _________________________________, the driver of the undermentioned vehicle, acknowledge that I am able to park in the Uniting Church Car Park and will be bound to the conditions set by the Armidale Uniting Church Property Committee.

I understand that the Church authorities will take all reasonable care of vehicles parked in the Church Car Park, but I agree to accept liability for any damage, which may occur to my vehicle while on Church property.

VEHICLE MAKE AND MODEL:  
___________________________________________

REGISTRATION NUMBER:
__________________  

SIGNED: 
_______________________________
DATE:
___________________

NAME (printed): 
____________________________________

ADDRESS:

_____________________________________________________________

DAYTIME CONTACT NUMBER:
___________________________________________

OFFICE USE ONLY

Date Received:






Date Entered:



5. 
Loan of equipment

Any request for loan of equipment must be approved by the Property Committee.  The Convener of the committee, or a representative of the committee should be contacted so that the matter can be dealt with promptly

6.
Property damage


If any Church property is damaged during any event, the Property Committee should be notified.  There is a paper booklet in the Elder’s tray in the front office (Martin Hazell is Elders Convener and is also on the Property Committee).  When the Property Committee has dealt with the damaged property, they are to tick the item off in the booklet.

7.
Hire - conditions of use

Following pages 

UNITING CHURCH IN AUSTRALIA – ARMIDALE

USE OF ARMIDALE CHURCH PROPERTIES

The Youth Centre, Youth Centre Lounge, Wesley Hall and Community Room are under the control of the Armidale Property Committee on behalf of the Church Council.  Please note that these halls and meeting rooms are NOT licensed public halls as they do not meet the stringent requirements of fire protection, exit doors, etc, of the Public Halls Act.  However, Armidale City Council is happy for the halls and meeting rooms to be used by recognised community groups so long as:


(i)
they are not used for any commercial enterprise or profit-making venture;


(ii)
any advertising of meetings, etc, clearly identifies the name of the club/society;


(iii)
no entrance fee is charged for any approved function – groups may ask for a donation at the door and suggest an appropriate amount, but if any club/society advertises an entrance fee, this could well jeopardise the future use of the buildings by community groups.

Because they are not licensed Public Halls, we cannot charge a hiring fee.  However, upkeep of the buildings costs the church a considerable amount of money each year, so we ask each club/society to make a donation towards these costs.  The attached Table gives a list of suggested donations.

OTHER CONDITIONS FOR USE OF PROPERTIES

1
General:
Any proposed activities must be approved by the Armidale Uniting Church Property Committee or its Executive.

2
Bookings:
All bookings must be confirmed in advance by payment of the appropriate donation to the Parish Office Manager.  Regular users may make arrangements with the Office Administrator to give their donation on a monthly basis.

3
Key Deposits:
$15 deposit on key is requested when key is collected from the Parish Office, 114 Rusden Street during office hours (10am to 1pm, Monday to Friday, Phone 6772 3233) prior to function.  This deposit is refunded when the key is returned after the function.

4
Insurance:
Each club/society must take out its own Public Liability Insurance to cover any injury to its members, or members of the public, while attending one of its meetings or functions.  Non-church organisations are not covered under the church’s Industrial Special Risk (Building and Contents) or Public Liability policies.  There is in place a policy to allow one-off casual users to complete an application form, pay a premium and have cover for public liability.  The premium for this cover is $33 per event.  (A copy of the application form is attached where applicable.)  Groups which are associated with National bodies usually have access to cover through their national bodies.

5
User Agreement:
Please complete the attached form and return to the Armidale Church Office.

6
Consumption of liquor and smoking:
NO alcoholic liquor is permitted on Uniting Church property.  Smoking is NOT permitted in the halls.

7
Night Functions:
No function is to extend beyond 11pm, and the premises must be vacated by midnight.

8
Pianos:
Pianos may be used only by persons with appropriate qualifications and experience.

9
Equipment:
Tables, chairs, crockery, etc, must not be taken from the halls except by church members who have made prior arrangements to borrow such items. 

10
  Cleaning:
The donation helps cover costs of cleaning and ground maintenance.  If users do not clean premises and surrounds immediately after use to a standard satisfactory to the Property Committee, a cleaning fee will be charged (in addition to the donation being asked for).

11
Cancellation:
If a booking is cancelled, please give as much notice as possible so that other users will not be disadvantaged.

12
Breakages:
Any damage to fixtures, fittings or furniture while premises are occupied by the user shall be the responsibility of the user to make good, and any costs incurred by the committee in repair or replacement will be charged to the user.

13
General conduct:
The club/society is responsible for the conduct of ALL persons on church property at its meetings and functions.

14
Noise:
Amplified noise is to be kept to a level so as not to be heard within adjoining houses, in accordance with the conditions of the Noise Control Act (1975).  “Discos” are not permitted in the halls.

15
At the conclusion of function:  ALL lights and heaters are to be switched off;  ALL windows closed and doors locked before leaving the premises.  This includes toilet lights.

16
The halls cannot be used for private parties (except by active church families).  Special applications must be made for wedding receptions.

17 Kitchens are available for serving cups of tea and coffee, but if it is desired to serve meals, a member of the Uniting Church must be present to supervise use of stoves, urns, crockery, etc.  The name of this person is to be given to the Office Administrator when confirming the booking.

RECOMMENDED CONTRIBUTIONS FOR USE OF

UNITING CHURCH, ARMIDALE PROPERTIES

Operative date 1 January, 2007
(a)
Regular Users (ie, weekly, fortnightly or monthly) - $15 up to 2 hours, $8 each extra hour or part thereof.

(b)

Occasional Users – Recognised Community Groups
HALL OR MEETING ROOM


Half day
Full day
Night*








(up to 4 hrs)


Youth Centre Hall only



$50

$90

$70


Youth Centre Hall and Kitchen


$75

$110

$100

Youth Centre Lounge only


$40

$85

$55

Youth Centre Lounge and Kitchen

$70

$105

$90

Youth Centre Kitchen – for cooking on stove

by negotiation

Wesley Hall (includes use of kitchen)

$45

$85

$55
Community Room (includes Kitchen)

$35

$50

$40
Church





$35

$90

$70



* Night   =   any function held between 5pm and 12 midnight

‘THE CARRIAGES’ CAMPSITE

Reservations:  Phone 02 6772 3233

Property of the Uniting Church in Australia, Armidale Parish

In 1977 the Rev Vernon Prowse, then minister in this parish, took the initiative to acquire two ex-railway carriages to set up a place for adventure camping.  The carriages were placed on rented property of Mr Richard Waters at “Silverton”.  They were fitted out as dormitories to accommodate 44 people, and other essential facilities were added.

LOCATION:

The campsite is located at Silverton, east of Armidale, in granite boulder country not far from a gorge.  It can be reached via Grafton Road, then Gara or Silverton Roads (see map).

IMPORTANT:
When travelling to or from the campsite, all gates must be left as found (either open or closed).  Richard or Mrs Waters must be notified by phone (02) 6775 3718 at least two days prior to a visit.
FACILITIES

Sleeping:
Single bunks with mattresses (two per compartment)

Cooking:
Gas barbecue (see Item 3 in “Conditions of Use”)


2 Electric stoves with ovens

Heating:
Space heater – wood fuel (see Item 5 in “Conditions of Use”)

Ablutions:
Hand basins, bucket showers, hot water boilers, septic and pit toilets

Water:
A tank of fresh water and people are requested to use it sparingly, especially in dry times.  Ensure tap is turned OFF when not in use.

Electricity:
Electric lights and power points.

Food Storage:
A meat safe and a refrigerator on site.

Fire Extinguisher:
Water filled – not to be used for electrical or fat fires.

REMEMBER TO TAKE:

Cooking utensils (pots and pans), matches, plastic bags for food storage, etc., detergent and cleaning cloths, bucket, broom, mop, garbage bags, toilet paper, first-aid kit and of course, food.

Each camper will need a sleeping bag or bedding, a pillow and pillow slip, toiletry items and towel, insect repellent, sunburn lotion, cutlery and plates, a torch, hat, shoes for walking and suitable clothing (it can be quite cool to cold in the evenings throughout the year).

‘The Carriages’ Campsite Application Form

On behalf of __________________________________________________ (group) I wish to apply for the use of ‘The Carriages’ Campsite from ________ am/pm on ____________________ (date) to ________ am/pm on ________________________ (date).  There will be ________ (number) attending.  I therefore enclose the full amount of $ __________ or the minimum deposit ($10) and will pay the balance prior to our intending visit to the site.

Further, we have read and will abide by the conditions governing the use of the campsite and appropriate Public Liability Insurance has been arranged (see Item 10 and enclosures).

SIGNED:
________________________________________Phone:_______________________

Print Name: 
________________________________________ Fax:  
_______________________

CONDITIONS OF USE

1
Applications to reserve the campsite are to be made to the Armidale Uniting Church Office, 114 Rusden Street, (PO Box 364) Armidale 2350 – phone  (02) 6772 3233; fax  (02) 6771 5121.

2
The cost for use is $5.00 per head per night (or a minimum of $10 per night).  For day visitors, the charge is $1.00/head.

3
For cooking facilities a mobile kitchen caravan may be hired from one of the Armidale Service Clubs. Apart from barbecues, there are two electric stoves. (Cautionary Note: It is inadvisable to use the stoves when other plug-in appliances are in use, because of the heavy power consumption and the likelihood of tripping the circuit breaker.) An Uniting Church gas bottle for the barbecue may be hired from the Church.  (It is stored with the mowers.) After each use, gas bottle is to be filled at the Caltex Service Station, cnr of Marsh & Barney Sts, and the used portion paid for by the user before bottle is returned to Church Office.  A refundable deposit of $45 must be paid on collection of the bottle and this can be reclaimed when the full bottle is returned.  As a safety precaution, gas bottles must be properly sealed and kept upright when transported.

4
Male and Female Ablution Areas are equipped with water boilers.  They should be used when power consumption is at its lowest, ie, when stoves or jug are not being used.  Adult supervision is advised to ensure that elements are always immersed when switched on and to ladle hot water for each bucket or basin use.  Remember that water is limited.

5
Firewood generally available at site has to be prepared by users with own implements, ie, chain saw, axe, block splitter, gloves, etc.  No wood to be felled without prior consent from Mr Richard Waters.

6
One carriage should be used unless the numbers warrant extra space.  Horseplay in the carriages is not allowed because of the likelihood of damage.  Preferably only restricted entry into the carriages should be allowed.

7
Before finally leaving the site, ensure that water is turned OFF at the tanks and that electricity is turned off at the main box.  Please clean out refrigerator and leave door ajar. The site must be left clean and tidy and all rubbish removed.

8
Any personal losses and/or damage/breakages should be reported to the church office. It is expected that any repairs or replacements other than those due to normal wear and tear will be paid for.

9
If the fire extinguisher is empty, it should be returned to the Church Office or the Office notified (6772 3233).

10
Insurance:  A public risk policy to cover personal injury is the responsibility of the camp organisers, unless the camp is held under the auspices of the Uniting Church.  Non-church organisations are not covered under the church’s Industrial Special Risk (Building and Contents) or Public Liability policies. There is in place a policy to allow one-off casual users to complete an application form, pay a premium and have cover for public liability.  The premium for this cover is $33 per event. (A copy of the application form is attached). Groups which are associated with National bodies usually have access to cover through their national bodies.

11
User Agreement:  Please complete the attached form and return to the Armidale Church Office.

8.  
Tradesmen 


Servicing needs



Electric

Jeff Pearson  

0417 250 461



Gas


Graeme McLean  

0412 201 842



Plumbing

Tony Hoskin Plumbing
6772 7711


Windows

Greg Hockley

6772 6399


Organ Tuner
Peter Jewkes

9684 6533


Piano Tuner

John Hadfield

6772 4197
The organ is tuned every 6 Months (April, October)

GAS – Kleenheat A/c number 580763

Meter Numbers - 
Eastern side, Wesley Hall
800104




Back of Wesley Church
800178




Youth Centre


J244472




Rusden St Manse

581420

9.
Insurance Claims

There are forms in the filing cabinet (under “Insurance”, which need to be completed in the case of an insurance claim. We pay an excess of $700 per claim, so small items are not worth claiming. The forms are then sent to Synod for processing.

10.
Cleaning

Youth Centre
Foyer

1. Sweep and wash floor

2. Water pot plants


Kitchen 

1. Empty garbage bin and replace liner – check on supplies.

2. Check on levels of Dishwashing powder and liquid

3. Check and clean if necessary the bottom of sinks

4. Wipe over all bench tops

5. Remove dead flies and insects from the window sills

6. Clean under sink benches & straighten out

7. Sweep and mop floor.

8. Remove dirty tea towels and replace with clean ones.  Take the old ones to the office.

9. Remove dirty dishcloths – notify the office when new dishcloths and brushes are needed.

10. Report any breakages and things needing attention

Hall

1. Stack chairs neatly

2. Sweep whole area – paying particular attention to edges and corners

3. Wash floor with special detergent and water

11.
Grounds Maintenance

Mower is available in Storage area under stage using Unleaded petrol.
5.  Reception/Office 

1.
Communications

i)
Answering Machine

The answering machine needs to be checked every morning.  If there are any new messages, the red light will flash.  Press the round button to listen to the messages.  To rewind and re-listen to a message, hold down the button.

ii)
Phone System

The Night Switch, which is behind the curtains in the Front Office, must be turned off (switch up) to use the telephones.

Making Calls:  
Pick up the handset, press the square button under the word LINE, the light above it should glow red and a dial tone should be heard.  Dial the number.

Answering Calls:  
Pick up the hand set and press the LINE button.  Answer the phone with a cheerful voice  “Good morning/Good afternoon, Uniting Church, this is Your Name.”  

Transferring Calls:
If the call has to be transferred, try to get the name and what the caller requires before transferring.  Press the INTERCOM button to put caller on hold and then press the extension number of the person you require.  The numbers are:

1. Front Office

2. Photocopy Room


3. Back Office

4. Minister’s Office

If you are at an extension which is ringing, pick up the handset.  Now the two office extensions will be connected with the caller on hold.  The answerer of the call should tell the extension the name of the caller, and if the extension wants to take the call, the answerer can hang up, and the call will go through to the extension.

If the call is not taken at the extension, the answerer will press the INTERCOM button to resume the call.

iii)
Phone Procedures/Messages

Any phone messages that come into the office should be passed on promptly to the relevant people.  If the person required does not come into the office regularly, give the caller a contact number for that person.  

iv)
Fax

To send a fax and place the pages FACE DOWN on the tray, with the top of the document to the front.  Dial the required fax number and press start.  If the other line is busy, the fax will automatically recall at various times until the document has been successfully sent.

Faxes will be received by the machine automatically.

V)
E-mail

The Church e-mail account is with Bigpond.  Emails are checked through the Microsoft Outlook Express program.

Double click on the Outlook Express icon.  This will open  the program and send any unsent messages, and will download messages sent to the Church.

The Help section of the program will be of assistance in other aspects of the program.

2.
Rosters

ROSTERS are prepared by the following people:  Some of the rosters will need to typed up in the Office, however, they still should be distributed by the organiser of the roster.

Delivering Gifts To New Babies – 
Kim Bastock
6772 5962

Grounds Maintenance – 
Phil Sharpe
6771 1067

Wesley Church Cleaning – 
Patsy Fulloon
6772 2314

Youth Centre Lounge – 
Evening Women’s Fellowship

Flower and Bible Reading – 
Jenny Sholl
6772 5208

Wesley Church Stewards and Welcomers – 
Martin Hazell
6772 5916
Prayers of Intercession – 
Carol Maddox
6772 1207

Wesley Communion Roster – 
Heather Jessop
6772 7975

Morning Tea – 
Patsy Fulloon
6772 2314

Money Counting – 
Margaret Waters
6779 1500

Preaching Plan - 
Carol Maddox
6772 1207

The Preaching Plan is compiled by Carol Maddox from available preachers in the congregations.  The centres that are on the Preaching Plan are Armidale 8am and 9.30am and Hillgrove.   

3.
Filing System

Still requires modification. At present, personnel-type information is housed in back office, 3-drawer cabinet. All other information is in the front office. A list of what is in that cabinet is on top of the cabinet.

4.
Volunteers


i)
Role

According to the Uniting Church Policy on the use of Volunteers, the work of volunteers in the Office should compliment the work of Paid Staff.

Volunteers in the Office answer the telephones, attend to visitors, washing up and cleaning jobs (as opposed to the paid cleaning position), filing, photocopying, mail and other jobs as necessary.  
5.
Office Equipment


i)
Maintenance
Photocopier
Sharpe 505 Copier Connection 6766
2466
Computer and Printer
Rob Dell 6772 6274
Overhead Projector  


Typewriter  


Vacuum Cleaner

6.
Security 

i)
Opening And Closing
Opening – 

Sign Attendance Book
Switch phones over and open front door at 10am.

Check and reply to Answering Machine messages and e-mails

If there are any activities in the Youth Centre, unlock the front doors and the lattice door to the toilets.

Closing – 

Shut down any computers and switch over phones at 1pm

Lock all doors, including the Offices and the front external doors. Check other external doors also.

If the users of the Youth Centre are finished, lock the Youth Centre.  It is advisable to check all external and lockable internal doors of the Youth Centre every couple of days.
7.
Church Roll

The Church roll is found on the computer in the office.  The file is in FileMaker Pro and is entitled “Church Roll dated ______”.  

To find a person’s record, click ‘find’ and type in the surname or another identifier.  All of the records which match the search will come up.

To change a person’s record, go into the persons record.  Click on the field which needs to be updated and put the new details in.

To print part or all of the Church Roll:  We are experiencing difficulty with the printer not wanting to print the whole of each page at one time. This is frustrating and needs to be looked at.

8.
General Office



i)
Office/Church Supplies

Tea, coffee, sugar and toilet paper are bought through Westend Wholesalers and goods are paid for by cheque.  Tea, coffee and sugar are charged to Fund Raising Expenses (6-9020) and against Job No 03.

Toilet paper is charged to Armidale Property (6-8010) and against Job No 02.

Office stationary is bought usually from Corporate Express Office Supplies in the East Mall.  

Communion juice (Dark grape juice in 1 litre plastic bottles) is bought with petty cash from IGA Supermarket (Formerly Franklins).  Buy as many as can be carried so that there is always a store.  These are kept in the Vestry cupboard, and should be checked during the week before a communion service.

Baptism Certificates and stickers can be purchased at the Open Book, and candles can be purchased locally at Paperware. 



ii)
Preparing Offerings

Money Bags and ‘Record of Offering’ sheets need to be prepared on Friday.

8am needs to have 1 money bag (paper bag) with the notice sheets.  7pm will need a money bag and a blue ‘Record of Offerings’ sheet (from corner cupboard in the front office) placed on the Kitchen cupboard in drawers appropriately marked.


iii)
Pigeonholes

Pigeonholes are to be monitored, and any uncollected rosters are to be posted out.



iv)
Pastoral Care 

If someone contacts the Office with a Pastoral Care concern, such as a death, depression, financial need, etc. the Minister should be contacted first.  If the Minister is not available the Pastoral Care Co-ordinator is to be contacted.

a)
Procedures for ‘Off-the-Street’ Help

1. Money
· For Church members [Minister to use discretion – consult with Elders if necessary].

2. Petrol

a. What limits so we set and for what purposes?

· for those off-the-street [Office suggests $30 to be arranged with the Jubilee Service Station (cnr Barney and Marsh Streets) – the office to phone Jubilee and to give the recipient a docket with the car registration number to give to Jubilee.

3. Accommodation

We need to be able to offer one night of accommodation at the St Kilda Hotel for those who we believe are in genuine need.  Minister only authorised to arrange
Policy Questions

1. Do we need to establish a number of people who are prepared to be reference people for the Office to send ‘off-the-street’ people to talk to, to assess their need?

· The reason for this is that it allows discussion between Church members and gives a formality to the request.

· Having to deal with requests eyeball to eyeball with these people who have feasible stories is more than we should expect from Office staff

4. Food

a. [Office suggests this is a practical way of engaging people in conversation]

· Food can be distributed as needed by the office.

· Monitoring the Food Cupboard is the responsibility of the Office

· Special appeals should be placed in the Notice sheet when required.

b)
Benevolent Fund


John Jobson is setting up a tax deductible Benevolent fund  for people / businesses / organisations to donate money to.  

This will be distributed at the Minister’s discretion.

c)
Christmas Lunch

Yearly, on Christmas Day, a free Lunch is held and everyone is invited.  It is particularly beneficial for those who are by themselves at Christmas time, but many people volunteer and also have lunch.  Martin Hazell organises this.

vi)
Stamps

The Stamp book and stamps can be found in the second draw of the desks in the front office.  When a stamp is taken, the number (following on from the last usage) is to be noted and the subject or receiver of the letter is to be noted in the book.



vii)
Mail in

Mail needs to be collected daily from the Post Office Box at the Armidale Post Office.  The box number is 364.  There is a key in the key cabinet of the front office.  It is best to collect the mail between 9.30 and 10am, as this gives time before the Office is open, while allowing time for the current days mail to be put in the box.

The small box  in the alcove outside the single wooden door, near the Church entrance, also needs to be checked regularly.

The opening and distribution of the mail is to be passed on to the relevant person, unless it can be easily acted upon in the office.  All mail is to be stamped with the date received and entered in the mail Book.
Private looking mail for the Minister should not be opened, although other mail addressed to “The Minister” should be opened.

Open any accounts that come, and put any mail that is for members of the congregations in their pigeon holes.



viii)
Mail Out

All mail out is to be recorded in the Mail Out Book when affixing a stamp.

The Uniter is produced every three months by Fiona Pearson, and as well as being distributed within the Church, it is sent out to former members of the congregation.  
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