+ MESSIAH LUTHERAN
CHURCH

Scheduling Policy & Meeting Guide

Calendar Meetings

At Messiah Lutheran Church, we plan out our life together in Spirit filled community by holding two
calendar meetings of the congregation every year, generally in the months of May and November.
All Congregation Council members, Committee Chairs and Organization Leaders are strongly
encouraged to attend. The purpose of these meetings is twofold:

e To coordinate our rapidly increasing number of regularly occurring meetings, classes and
events to ensure as little overlap and confusion as possible.

e To brainstorm what new programs we should create and discern what previously occurring
programs should be retired.

Guidelines for Calendar Meetings

The Director of Operations is tasked with sending out notice of each Calendar Meeting and
chairing the meeting. The Director of Operations is also tasked with printing out copies of this
policy and blank calendars before each meeting and updating the Parish Calendar (Google
Calendar) accordingly. All events should have an assigned room/space, and no fellowship event
should be scheduled without a coordinator identified. The coordinator of each fellowship event is
tasked with both organizing the event and writing a description for the Messenger.

Scheduling Outside Calendar Meetings

From time to time one of our ministry teams will need to schedule an event that is not outlined
below. In that case, the event chair will fill out a Space Use Request Form in line with the Space Use
Policy of this congregation. The Director of Operations will then work with the event chair to make
sure everything is needed to reserve space and publicize the event.

Calendar Meeting Checklist and Team in Charge
e Congregational Council
Annual Meeting of the Congregation (first Sunday in February)
Spring Calendar Meeting
Thank You Brunch
Fall Calendar Meeting
Consecration Sunday Potluck (Reformation Sunday)
Annual Budget Meeting of the Congregation (first Sunday in December)
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e Faith Formation Ministry Team

Sunday School Schedule (September thru May)
Adult Education Forum Schedule (September thru May)
First Communion Classes

Lenten Midweek Gatherings

Youth Lock-in

Community Egg Hunt

Calumet Week

Youth Fall Activity

Fall New Member Class

Advent Midweek Gatherings

Christmas Pageant (3" Sunday of Advent)
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¢ Fellowship Ministry Team

Coffee Houses

Leadership Retreat

Shrove Tuesday Pancake Supper

Easter Breakfast

lce Cream Social

God’'s Work, Our Hands Sunday Potluck
Christmas Eve Potluck

New Member Classes

Fall & Spring New Member Classes
Men's Breakfast

Lutheran Men in Mission, WELCA, Young Adult Group and Over 55 Gang Events
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e Social Action Ministry Team
o CROP Walk
o Sycamore Summer Lunch
o God's Work, Our Hands Sunday Afternoon of Service
o Help-Portrait Schenectady

o Stewardship Ministry Team

Rogation Sunday

Annual Stewardship Campaign (beginning on GWOH Sunday)
Fall Service Day

Audit
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e Worship & Music Ministry Team
o Epiphany
o Baptism of Our Lord



Christian Unity & MLK Commemoration (2"¢ Sunday after Epiphany)
RIC Sunday (3¢ Sunday after Epiphany)

Candlemas (4t Sunday after Epiphany)
Transfiguration Sunday - First Communion

Ash Wednesday

Holy Week (Maundy Thursday, Good Friday and Easter Vigil)
Easter Sunday

Pentecost

Mother's Day

Spring New Member Welcome (Holy Trinity Sunday)
Father's Day

Messiahstock

Mary, Mother of Our Lord Sunday

God’'s Work, Our Hands Sunday Mass

Blessing of the Animals

Healing Sunday

Reformation Sunday

All Saints Day

Fall New Member Welcome

Confirmation Sunday

Greening of the Church

Christmas Concert (2"¢ Sunday of Advent)
Christmas Eve Services

First Sunday of Christmas (usually a hymn sing)
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Ministry Team Meetings
e Congregation Council: 3" Monday, monthly @ 7:00pm (excluding July)
e Faith Formation Ministry Team: 2" Tuesday, quarterly @ 7:00pm (Feb., May, Aug., Nov.)
e Fellowship Ministry Team: 2" Monday, quarterly @ 7:00pm (Feb., May, Aug., Nov.)
e Social Action Ministry Team: 2"¥ Monday, quarterly @ 7:00pm (Jan., April, July, Oct.)
e Stewardship Ministry Team: 2"® Tuesday, quarterly @ 7:00pm (Mar., June, Sept., Dec.)
e Worship & Music Ministry Team: 15t Monday, bimonthly @ 7pm (Feb., April, June, Aug., Oct.,
Dec.)

Guidelines for Ministry Team Meetings

The Committee Chairs are responsible for sending out notice of each ministry team meeting to all
members of the committee, creating an agenda and chairing the meeting. Someone in the
committee will be responsible for taking minutes during the meeting, sending them out to all
committee members and the Council Secretary after the meeting.

Other Meetings



e Annual Budget Meeting: Meets in December to approve the upcoming year's budget.

e Annual Meeting: Meets in February in coordination with the release of our annual report.

e Audit Committee: Meets in late winter/early spring

e Personnel Committee: Conducts annual review for ALL staff in early fall. Also conducts a 3-
month review for new employees.

Regular Classes, Events and Worship Services
e Choir Practice: Thursdays @ 7pm
e Coffee Hour: Sundays @ 11:30am (except when there’s larger events/receptions)
e Mass: Sundays @ 10:00am
e Children’s Sunday School: Sundays @ 10:30am (September thru May)
e Sunday Adult Forum: Sundays @ 8:45am (September thru May)



