Maternity Leave Plan for Pastor Emily

General Premises: 
The goal is to maintain worship and basic operations while I am away- not to start new things or embark on anything with that will have long lasting implications.  Anything that falls into the later categories should wait until I return. There will be certain things that I usually do that won’t happen while I’m on leave, and that’s okay too. 
Policies:
· Weddings – The sanctuary may be rented (via Paul Sciannella) as outside space usage, but AUMC will NOT be performing weddings while I out.  If there are any requests for me to perform weddings in the future, Paul and/or Lucille can tell the couple that I will check my availability and respond to the request when I return from leave. Please make them aware that I only officiate weddings if couples do premarital counseling with a licensed counselor. 

· Baptisms- If anyone calls about a baptism, Lucille will have them send me an email. I will respond to it when I get back.

· Funerals - AUMC will only perform funerals of members/active participants while the pastor is away. People unaffiliated with the church who call looking for a place to have a service/pastor to officiate may be told that I am on leave, and they should contact another church or a funeral home. In the case of a death of a member/active participant, the office should be notified. Lucille will contact me to let me know and will then contact Mark Derby or Kathy Kohl, pastors who will be on call for funerals. Ideally, funerals should be scheduled so that they aren’t taking place while preschool is in session. 
Once a date is arranged, Lucille will contact Don and Janice about AV, Aaron (Sandy if he isn’t available) about music, and pass family contact info to Judy for the reception. If for any reason Judy is unable to coordinate, the reception will either be limited to light refreshments (cookies and lemonade) or the family can bring in more substantial catered food. In this case, please contact Paul Eggers or Gary Hatton to see if one of them can oversee things (since it’d actually just be setting things out, we also may not technically need a kitchen supervisor, but someone needs to be a point person). Lucille will also contact Kris about cutting a check for the officiating pastor.
I have written up an info sheet for Lucille to give families. I will also be sending the on call pastors examples of bulletins from previous services I have done so they have a sense of the norm at Ashton.

· Financial Requests- We will maintain our policy of distributing food but not giving out monetary assistance when people call/stop in requesting help. If someone asks to speak with the pastor about financial aid, you can tell them that I am currently out on leave- and the request must go through me, so we are unable to help at this time.
· Cancellations- Let’s pray that there is no reason to cancel worship in April, May, or June! In the event that there was a freak weather issue/power outage/etc, a cancellation would be a trustee decision. Janice Hite or Lucille can send an all church email if necessary. Jay Davis can update the phone message. 
Contacting Emily while on leave:

· During this time, contacting me should be limited to particular cases, as a last resort, by Melaina or Lucille. This isn’t because I don’t love the church/you! This is because my goal for maternity leave is to be fully present to the baby and this stage of my life. I can’t do that if I’m thinking about church and on call. One of the tough things about ministry is that it’s difficult to mentally disconnect even when I’m not working…and it doesn’t take much to turn my thoughts back to church…I’m trying to avoid this while on leave.
· For that reason, congregation members are requested not to call or text my cell phone while I’m on leave. In the case an emergency, please contact the office and Lucille will make the connection to the proper channel. I will make this known before going on leave.
· Anyone wishing to contact me is welcome to email me throughout maternity leave. I will check messages and respond when I return. 

· Lucille and Melaina can contact me if there is issue with far reaching consequences that I will likely face upon return. I don’t anticipate this- most decisions with long term implications should simply be postponed, but if something requires an immediate response but it will have a long-term impact, call me.
· Lucille will text me to make me aware if there’s a death in the congregation. 
Worship:

· Guest preachers will be sent information about worship and a sheet to complete and return a week prior to preaching. The sheet includes their scripture, their theme, and any particular thoughts on images for the bulletin cover. It also includes whether they will lead the children’s message or not (different people have different comfort levels with this). Lucille will forward this sheet to Aaron for music selection, Janice for image selection, and Melaina, who will lead the children’s message if the preacher has opted not to do so.
· I will provide Lucille with calls to worship/opening prayers for each week there is a guest preacher.
· Melaina will do the welcome and announcements each week.

· Lucille schedules the liturgists and sends them the bulletin each week. She will also send each liturgist a detailed set of instructions I have written to be sure that they are comfortable with what they are doing.
· For any additional questions about who does what in worship, please see the page specific to worship.
 

Worship Items and Prep Specific to Easter/Holy Week
· Lucille will order palms (for Palm Sunday) and include forms to order Easter flowers in the bulletin on the appropriate weeks. Pat Soper will help handle the flowers.
· Palm Sunday will include a procession with the Hatton’s donkeys. I have sent specific directions to the guest pastor for that day (Rachel Cornwell) as well as other people involved in leadership (Aaron, Melaina, ushers, the Hattons, Debbie). Debbie West will help organize/herd people to the right spots at the right times.
· The congregation is invited to join a seven last words Good Friday service at Good Hope Union UMC.
· Easter Altar- Pam Garten will set up the tomb and “garden” for the Easter altar.
· Lori Sciannella will preach and lead the 7am Easter service in the pavilion.
· As in previous years, the children will stay in the sanctuary for worship on Easter and we will try to make the service as interactive as possible for them. Melaina and I have planned these elements in advance. Melaina will be in worship for the whole service that day, co-leading with the guest preacher, and facilitating things that we have planned.
· In past years, we’ve done three communion stations for Easter to speed things up. This year, we’ll stick with two stations, as the ushers and servers are more familiar with that set up.
Announcements/ Calendar/ Newsletter/Communications:
· Lucille will put announcements sent to her in the bulletin.  
· Lucille, during my leave please do not include any announcement or insert that is    not related to church ministry or varies from our typical protocol. You know the outside announcement that go in annually- hospital picnic, etc- but please don’t include other things brought to us that are questionable. If you have to ask me, it doesn’t need to go in (e.g. when other churches bring us fliers)
· Melaina will only announce things that pertain to the entire congregation on Sunday mornings. Announcements should be very brief and limited to a few each week- especially on high attendance weeks like Palm Sunday and Easter.
· Lucille will coordinate all things for the newsletter.
· As always, Lucille will send out the visitor list on Mondays. Sue will contact first time visitors while I am away by sending a card. If there are children and they’ve indicated an interest in Sunday School and children’s ministry, please let Melaina know so she can also be in touch. 
Pastoral Care:

· Please contact the office with pastoral care needs. Lucille will direct requests to the proper person. In the case of an emergency, she will contact Mark or Kathy one of the pastors on call for pastoral care. Additionally, all major hospitals (and most smaller ones too) have a department of pastoral care that patients can contact for a visit by a chaplain. Montgomery MedStar has one- the number is 301-774-8884. To find numbers for other hospitals, you can Google the name of the hospital and either “chaplain” or “pastoral care.”
Conflict in the Church:

· I will remind the leaders that no new ministry or major decisions are to be made while I am away. This is a time of maintaining and enjoying what God is doing here.
Email:

· I will put an “out of office” response on my email. No one needs to check my email, and I will be clear in the out of office response that no one will be checking this account.
Misc:

· Melaina will lead preschool chapel in April and May.

· I have contacted the activities director at Friends House to let her know that I am on leave and will not be doing devotions in April, May, and June.

· Staff issues- Any staff vacation during this time should be scheduled in advance of my leave. If the event of an emergency (illness, death in family, sick kid, etc), staff should secure coverage for their responsibilities if they need to be off- especially on a Sunday (weekday absences may not require coverage if essential responsibilities can still be completed that week).

· Meetings- Meetings may be held on their regular schedule as needed to maintain regular operations. No committee should be making major decisions during the time that I am on leave. Council will meet for scheduled meetings but not Devotions & Development.
· Annual Conference- Wed, May 27- Sat, June 1- I may be attending parts of this, still deliberating on that. 
· Website updates- The website will be kept pretty constant so as not to need frequent updates. Sermon recordings will not be posted during this time. The website will need to be updated to take down Easter info and put up VBS info. I have given Melaina the info on how to do this. Meredith knows how to update things for preschool.
JW Park (District Superintendent)  - The DS should be contacted in the case of any truly major crisis such as a church building emergency (fire, flood), etc. or if any Safe Sanctuary issue arises during my absence.

Office Phone: 410-309-3434

Email: Jpark@bwcumc.org

