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Due to COVID, Session has limited Memorial Services to a maximum of 20 attendees. Memorial receptions are suspended until this crisis is over.

Home Communion is temporarily suspended, as well, and will resume when in-person gatherings and home visits are safe.

PREAMBLE
The Deacon Board is divided into Care Triads. Primary areas of responsibility for the Care Triads are (each of these tasks will be detailed in a Procedures Document):
1. Provision of care to members of the congregation and regular guests. Care includes, but is not limited to, hospital visits, home visits, coordination of meals and/or other services as needed, etc.
2. Delivery of home communion to home-bound parishioners twice a year: January and December.
3. Organization/coordination of memorial service receptions.
4. Bereavement care after a death.
5. Review of monthly Attendance Reports and making contact with those who have not registered or been seen in the last month.

Each Care Triad will provide care three months of the year and will serve as memorial reception organizer/coordinator for a different three months of the year. The Deacons will be responsible for delivering home communion twice each year, in January and December; all deacons will serve both months; each Care Triad will be assigned three to four parishioners to whom to deliver communion.

This document outlines the procedures that will be employed for the provision of care, memorial services, and home communion.

CARE PROCEDURES
1. Care Triads will be assigned their months of responsibility by the Leadership Team. These will be published at the beginning of the year by the Leadership Team. If a Care Triad needs to exchange a month of responsibility with another Care Triad, it is the responsibility of the Care Triad to arrange for the exchange and to immediately notify the Leadership Team. 
2. In a given month, the names and contact information for each member of a Care Triad will be published in the bulletin, the newsletter, and on the website.  The Deacon Board Leadership Team will be responsible for publishing this information. The monthly dissemination of this information will be drawn from the original assignments, therefore, it is critical that any Care Triad that has made an exchange notify the Leadership Team immediately so the schedule can be corrected for the monthly dissemination of information.
3. Calls may come to the Care Triad in a variety of ways:
a. From the person in need of care
b. From one of the pastors
c. From the church secretary
d. From family or friends of the person in need of care
e. From a review of the daily prayer list in the Circle of Pray-ers distribution.
f. Other
4. The members of the Care Triad will coordinate with one another as to who will follow-up with the person in need of care. 
5. The Care Triad team member who follows-up will report back to the triad and to the Pastor regarding the status of the person in need of care. 
6. The Care Triad team member assigned to an individual will remain in contact with the individual and/or a family member, as appropriate, until the illness/emergency has passed or until the next Care Triad team takes over the next month. The Care Triad team will keep the Pastor informed.
7. The Care Triad for a given month will meet with the incoming Care Triad for the next month immediately prior to the month’s meeting of the Deacon Board to pass on information about ongoing needs that began during that Care Triad’s month of responsibility.
8. The Care Triads will make use of the Take Them a Meal app, or any other similar app with which the Care Triad team members prefer, to arrange for the congregation to aid in providing meals when they are needed.
9. The Care Triad teams will each be responsible to notify one another when they are unavailable for service.
10. Grief Books
a. A set of Grief Books (4 in each set) will be maintained in the Deacon’s cabinet in the Gallery
b. After a death, the Care Triad for a particular month will mail out the appropriate book to the appropriate surviving family member with a note from the Deacon Board.

MEMORIAL SERVICE RECEPTIONS
1. The triads will serve as Memorial Reception Triads three times a year each. They will not be assigned as both Care and Memorial Reception Triads the same months.
2. Upon the death of a member or friend of WPC, the Operations deacon in the Memorial Reception Triad for the month in which the memorial service is scheduled will be notified.  The Operations deacon will coordinate with the Food and Setup/Cleanup deacons in the triad.
3. The Care Triad in the month during which the service is to be held will decide who among them will serve as the Family Deacon. This deacon will coordinate with the pastor who will officiate the service, the family, and the Memorial Reception Triad. The Family Deacon is responsible for:
i. Setting up the Parlor with coffee and water the day of the service
ii. Being on hand to care for the family the day of the service
iii. Processing behind the family into the worship service
iv. Leading the family out of the Sanctuary to the Fellowship Hall after the service
v. Working with others who are setting up the sanctuary, arranging flowers, etc.
vi. Making sure there are tissues on each row reserved for the family and on the pulpit
vii. Cleaning up the Parlor after the service/reception
viii. Assisting with cleaning up/restoring the narthex and sanctuary to worship
4. The Memorial Reception Triad is responsible for:
a. Requesting other deacons and the congregation’s assistance with set-up and clean-up of the Fellowship Hall 
b. Requesting the provision of desserts from the congregation
c. Determining the date/time to set up Fellowship Hall
d. Set up/clean-up of Fellowship Hall
e. Staging the desserts, coffee, water, and/or other drinks
f. If the family provides food other than desserts, receiving and staging the food provided
g. Getting as many of the congregation as possible to assist in all areas of providing for a memorial reception
h. Gather the names of those who assist and/or provide food and providing a list of those names to a family member (this information may be provided to the church secretary to send to the appropriate family member)
i. Notify the current month’s Care Triad to add the name of the most appropriate family member to the schedule for sending out Grief Books to that family member.

HOME COMMUNION

Home Communion Preamble
Deacons and Elders will share the responsibility for taking home communion to shut-ins plus anyone for whom it is deemed necessary by one of the pastors and/or the Deacon Board (for instance, someone who is temporarily unable to attend worship for a long period but who is expected to return at some point).

Home communion will be offered quarterly: January, April, September, and December.

The Deacon Triads will be responsible for taking home communion in the months of January and December.

Elders will be responsible in April and September. Elders have been set up in pairs for this purpose.

Assignments will be made for each Deacon triad and each Elder pair and will be distributed during training for each group. Any deacon or elder who is unable to participate in the month assigned is responsible to trade with someone else on their respective board.

There are 14-1/2 pairs of elders. One elder will need to volunteer to complete the 15th pair at the training.

HOME COMMUNION PROCEDURES
The steps for taking communion to someone at home are:

1. Call (unless otherwise noted) to be sure the person is available and amenable to receiving communion and schedule a date/time that works for each deacon triad or pair.
2. Always go in at least pairs.
3. There will be communion kits available to check out in the WPC office.
a. There will be a check-out sheet; please complete it when you take a kit.
b. The kits will include
i. Napkins
ii. A pitcher for pouring the juice
iii. A cup for intinction
iv. Plastic cups for traditional service
v. A container for juice
vi. Instructions for offering communion 

c. Either get juice from the communion prep room and pour it into the container for juice or purchase a bottle of grape juice for yourself (juice has an expiration date on it, so it is impractical to keep bottles in the kits)
d. Purchase a loaf of bolillo bread from either HEB or Kroger found in the bakery department (25 cents per loaf)
4. On the chart you will have received, please note the date you took communion to each of your assigned parishioners; also provide notes on any observations you made that should be reported to Pastor Helen for follow-up
5. After all parishioners on your list have been served, return the kit to the office and note its return on the check-out list.
6. Place your chart with dates communion was served and notes in Pastor Helen’s box; she has to report to Session when communion is served in homes/hospitals, to whom, and by whom.
7. Communion at Webster generally is served on the first Sunday. You can take communion to your group of parishioners anytime after that service that works for your communion-serving partner(s) and your assigned parishioners.
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