HOST PACKET INFORMATION
FOR MEETINGS OF THE PRESBYTERY OF NEW COVENANT

PRESBYTERY MEETING INSTRUCTIONS (approved 10/5/06 and 10-14-09 by the Ecclesiastical Affairs Committee)

The first action by the Host Church session will be to appoint a liaison from the church to the presbytery (other than the pastor) to facilitate communication and planning for the meeting of the presbytery. This person MUST have access to e-mail.  Please send the contact information for the Church Liaison to Janice Schessler, staff liaison as soon as possible.  Janice can be reached by phone or e-mail (713-526-2585 ext 209 or 1-800-444-1278 ext 209 or jschessler@pbyofnewcovenant.org).  Questions about any of the preparations for the meeting of the presbytery may be directed to Janice. 

In order that all expectations are enumerated for the meeting of the presbytery at your church, to avoid overlapping assignments, and to ensure there are no oversights or slip-ups, the following guidelines are provided:

PRESBYTERY PROVIDES:

1.  Electronic invitation to the churches with internet; reproduction of invitation to the churches without, 4 weeks in advance of the meeting

2.  Coordinator to work with your liaison person

3.  Supervisor for registration desk on day of the presbytery meeting who will provide name tags, registration cards, pens, etc. (arrival time of  7:30 a.m.)

4.  Acceptance and approval of display space requests (these will be forwarded to your church for information so you will know how many display tables to provide.)

5.  Newsletter editor to work with the volunteer photographer from your church.
6.  A person to serve as liaison with the presbytery’s Worship Coordinator.
HOST CHURCH PROVIDES at least FOUR WEEKS PRIOR TO THE MEETING (TO JANICE SCHESSLER):
1.  Personal invitation signed by the pastor on church letterhead, sent electronically to Janice Schessler. (See attached sample letter of invitation). Presbytery staff will send this invitation electronically (with a request for reserving childcare) to all churches with access to e-mail, and by USPS to those without.  
2. A map of the area surrounding the church and directions to the church from various freeways. Include the church address, zip code, telephone number, and website.

3.  Diagram of church including meeting rooms, lunchroom, display area, and bathrooms

4.  List of hotels and motels of reasonable price where the commissioners, who wish to, may stay overnight. If you get a special rate, include that information in the invitation.

5.  The name of a VOLUNTEER church member to take digital photographs during the meeting for the presbytery newsletter Connections. 

6.  At least one person (preferably the liaison, and/or the pastor) to attend the pre-presbytery planning meeting at the presbytery office ordinarily held on the Wednesday before the presbytery meeting.

THE DAY OF THE MEETING, THE CHURCH PROVIDES:
1.  A room designated for commissioner orientation.  The stated clerk usually has 15-20 people in this class, which is held at 8:15 the morning of the presbytery meeting and lasts for 15 to 20 minutes.

2.  Someone at the church telephone all day to take messages in case of off-site emergencies.

3.  First Aid provisions for any injuries, or accidents -- and people who know how to summon a doctor or emergency vehicle if necessary.

4.  Exhibit space and parking arrangements (see attached).
5.  3-5 tables for exhibits. (a few more or less may be requested).   Let Janice Schessler know the maximum number of tables that the church can accommodate so that requests can be closed to avoid overcrowding.  It is up to your church to determine how many display tables are to be approved.

6.  Three tables for registration in an open location with four or five persons to report at 8:00 am to assist with registration. A presbytery staff person will be there to instruct them in the procedure used. Presbytery staff will supply all registration materials.

7.  One table in proximity to the registration area, but NOT too close, where people may purchase lunch tickets. The table will be staffed by the church using money handling guidelines set up by the church. The production of lunch tickets, mode of matching reservations, and number of tickets to sell are the responsibility of the church.

8.  Refreshments and lunch for 250-275 people. The price for lunch is $6.00 or less. The church should provide alternate meal sites for those who cannot be accommodated in the church facilities.

9.  Persons to direct people from the place of meeting to the place of eating.

10.  Greeters, ushers, and elders for worship and communion, if there is to be communion (see attached).
11.  Nursery and childcare for babies and children up to 5 years old (see attached).
12.  A 6’ to 8’ table in the front of the sanctuary for the stated and recording clerks.  Electrical power source is essential.
13.  At least two standing microphones in the sanctuary for commissioner use; a microphone at the stated clerk’s table; adequate microphones for the moderator and presenters.

ATTENDANCE AT RECENT PRESBYTERY MEETINGS
	DATE
	NUMBER PRESENT
	LOCATION 

	2/6/10 – Saturday
	305
	Houston, St. Philip

	4/6/10 – Tuesday (Called)
	178
	Presbytery Center

	7/18/10 – Sunday (Called)
	179
	Houston, Pinecrest

	9/9/10 – Thursday(Called Mtg)
	100
	Houston, St. Stephen

	11/13/10 – Saturday
	319
	Houston, St. John’s

	2/5/11 – Saturday
	298
	Kingwood, First

	6/11/11 –Saturday
	260
	Houston, Spring Branch

	8/30/11 – Tuesday (Called)
	
	Baytown, Faith

	10/22/11 – Saturday
	259
	Houston, Clear Lake

	12/10/11 – Saturday (Called)
	173
	Houston, St. John’s

	2/11/12 – Saturday 
	252
	Houston, MDPC

	6/9/12 – Saturday
	
	Houston, St. Andrew’s


REGISTRATION AT PRESBYTERY MEETINGS

Tables Needed and Supervisors for Each:

· Two or three long tables for registration: four or five people
· One table for additional information (“FYI Table”): one person
· One table for meal ticket sales: two people
· Important Hint!  Keep the FYI table and the meal ticket table as far away as possible from the registration tables.

1.  Registration starts at 8:30 am, but some people will arrive early.  It is vital that all tables be set up 8:00 am.  At least two (perhaps three) long tables are needed for registration so several people can register at the same time.  It is suggested that the tables not be too close to the entrance.  If possible, these tables should be placed so that those wishing to register can line up several to a line in front of one of the registrars on duty.  The presbytery will provide an experienced supervisor for the registration desk.  

2.  At the registration tables there should be:

From the Presbytery Office
a) Name tags

b) Pens & pencils

c) Registration cards

d) Addenda 

From the host church

a) A map of the church or area that shows restrooms, display area, sanctuary and where lunch will be held

b) Worship bulletins (with directions from Ecclesiastical Affairs Committee) are sometimes given out at the entrance to the sanctuary or where the meeting will be held – this depends on the wishes of those planning worship.

3.  There need to be at least four or five people to work at the registration tables and to keep the lines moving.  If, however, there are too many and some are just standing around in the way, it is confusing to those trying to register.  At least one Registration Table needs to be staffed until lunch.

4.  As registration is ongoing, it is helpful for someone to set aside the forms for the corresponding members.   The corresponding member registration forms are to be taken to the stated clerk’s table as soon as possible, as these people will be introduced from the floor of the presbytery early in the meeting.  Keep the other forms and put them in a box to be returned to the presbytery office.

5.  The registration site is also a drop-off place for materials, etc. to be returned to the presbytery office.  At the end of the day, everything gathered should be given to the stated clerk or recording clerk to return to the presbytery office along with other materials left over from the registration tables.  It is a good idea to go through the sanctuary or meeting place and pick up several copies of the presbytery packets and addenda and worship bulletins which have been left in the pews to be taken back to the office - at least one person always comes and asks for one or the other or all.

EXHIBITS, PARKING AND OTHER GENERAL ARRANGEMENTS

1.  Recruit and assign parking attendants to direct cars no later than 8:00 am.

2.  Provide person to assist the presbytery staff with materials to be carried to registration area or exhibit areas.  A dolly is helpful.
3.  Provide for the placement of tables for use throughout the building for registration, lunch tickets, exhibits and lunchroom.
4.  Assign exhibitor tables and provide person to show exhibitors to the table assigned based on “Display Space Request Forms” received from presbytery office (see attached form).  Try to have exhibit tables in a well-traveled area so they can easily be seen, near lunch location, if possible. If they can all be in one location that would be great!
5.  Place directional and welcome signs for registration, restrooms, telephones, information and lunch tickets.
6.  Enlist young people to assist with tables, chairs, arrangements and parking.
7.  Provide layout sheet for buildings showing location of various rooms to be used.  The layout should be sent to the presbytery for inclusion in the Addendum handed to each commissioner.  It works out even better if, as the commissioners arrive at the front door, your church members will greet them and hand them the campus map.
8.  Provide waste receptacles for registration table, refreshment tables and lunchroom.
REFRESHMENTS AND LUNCH

Coffee, alternate beverage and snacks or cookies should be available in a central location from 8:00 to 11:00 am.  The crowd will thin as the Presbytery meeting begins.

1.  Prepare lunch for 250-275 people.  Those who arrive first will be able to purchase lunch tickets; if you run out, the others can be directed to nearby restaurants.  You may design your menu as you desire but the maximum charge is $6.00 per plate.  Dietary concerns should be considered when planning the menu. 

2.  If your facility does not have sufficient space to seat all at once for lunch, consider two sittings; alternate locations; eating outdoors; provide a tent.

3.  Review your space and equipment needs early so you may obtain enough chairs and tables both to serve lunch and provide display space. 
4.  Decorate tables if you wish.  No head tables needed.  

5.  If buffet style is used, PLEASE have at least three serving lines.  Serve meat course in order to control amounts served and so all persons with tickets will receive lunch.  Note:  Things seem to move more efficiently if all the tables are plated and people simply sit to eat rather than waiting in line.

6.  Serving of beverage on the table is recommended.  If pitchers are placed on each table it will reduce movement in the hall and prevent spills.

7.  Lunch ordinarily will occur promptly at the scheduled time. (A DOCKET for the meeting can be obtained from Janice Schessler about three weeks before the meeting.).  Sometimes there is a need to delay lunch, but this decision is always made in consultation with the Host Church.
8.  Presbytery cannot reimburse you for rented equipment or for uneaten lunches.
GREETERS, USHERS, AND ELDERS

1.  Contact the Ecclesiastical Affairs Committee chair for information about the theme of the meeting, the name of the worship coordinator, the type of worship service planned, etc.

2.  The time for worship may vary.  The DOCKET will set the time.

3.  Recruit and assign ushers for each entry to the place of meeting.  They will assist in handing out materials as needed and bulletins for worship.  Identification badges should be worn.  Attendees will need assistance in locating registration, restrooms, childcare, telephones and exhibit areas.  Be sure ushers are properly informed about these locations.

4.  IF Communion will be served, a sufficient number of elders should be present for the orderly distribution of the elements as is the custom for your sanctuary.  Preparation of the elements is function of the host church in consultation with the Ecclesiastical Affairs Committee.  Sometimes special communion forms will be used.

5.  Toward the front and to the side of the place of meeting, provide a table for the stated clerk and the recording clerk, at an angle to the chancel and sanctuary.  Please provide a microphone and a wastebasket.  This table should be in clear view of the lectern or the pulpit used by the moderator and should allow the recording clerk to identify those speaking from the floor.  Extension cord and outlet for laptop computer used by the recorder are also needed.

6.  Provide microphones halfway up the aisles of the meeting place for those who speak from the floor.

7.  Greeters and ushers will be the point of contact for most attendees and will assist other groups as the day progresses.

8.  If your church has the capability, the recording clerk would appreciate tapes/CD’s of the day’s meeting (usually about 6 – 7 hours of meeting time).

NURSERY AND CHILDCARE

1.  Follow the “Guidelines for Child Care at Presbytery Meetings.” A copy is attached below.

2.  The invitation to the meeting notifies persons seeking child care in advance of the need to provide personal care items, formula, sack lunch for each child
3.  Provide suitable rooms for nursery care.
4.  Provide one or two activity rooms for older children.  Suggest learning and activity pursuits for them.  They will be in the facility from 8:00 am to 4:00 pm (or in unusual situations, later).
5.  Recruit assistants or leaders for the childcare with relief every few hours to reduce stress.
GUIDELINES FOR CHILD CARE AT PRESBYTERY MEETINGS

HOST CHURCH:
1. Children under two years of age shall be separated from older children.  There shall be a ratio of one attendant for every four children.
2. For children two years old to five years old, there shall be a ratio of one attendant for every six children.
3. The information form at the bottom of this page should be completed by the parent for each child and left with the attendant.

PARENTS:
1. Childcare shall be provided for children who are five years old or younger, provided there is pre-registration with the host church no later than one week prior to the meeting..
2. Childcare cannot be provided for children who are sick or require special care.
3. Parents must provide a sack lunch, snacks, diapers, bottles, etc.
4. Parents should pick up their children promptly after the presbytery meeting.

When parents call, obtain this information:
Child’s name__________________________________________________ 

Age_____________

Parent’s name________________________________________________________
Special instructions (allergies, etc.)

SAMPLE INVITATION LETTER FROM HOST PASTOR

ON HOST CHURCH LETTERHEAD

TO:
Minister-Members and Elder Commissioners to the Stated Meeting of The Presbytery of New Covenant

The staff, session and congregation of (the name of your church) are delighted to host the Stated Meeting of the Presbytery on (date of the meeting).  [Here include a couple of sentences of welcome in your own words.]
Registration begins at 8:30 a.m., and there is an orientation for new commissioners beginning at 8:15.  A map with directions to the church is attached to this invitation.

Reservations are necessary for those requesting childcare.  Childcare will be provided for children who are five years old or younger.  Childcare cannot be provided for children who are sick or require special care.  Parents must provide a sack lunch, snacks, diapers, bottles, etc.  Parents should pick up their children promptly after the Presbytery meeting.  Please call the church office no later than one week prior to the meeting to indicate number and age of child/children for whom you are making reservations.

Reservations for lunch are not required.  Lunch tickets for 275 people will be made available on a “first come; first served” basis.  

A floor plan of the church will be included with the Presbytery Packet or Addendum.  Those needing overnight accommodations may contact these hotels:  _________________________________________________________________(give name, address, and telephone number of each hotel and motel listed.  A price would be helpful, especially if you’ve arranged a presbytery rate!).

Parking is available __________________________ (state which side or sides of church).

Please let Presbytery staff know of any equipment, meeting rooms, or display area desired.  They will coordinate with us in making provisions.  You must arrange for display area ahead of time by completing a Display Request form (call Janice Schessler, 713/526-2585, ext. 209 or e-mail her at jschessler@pbyofnewcovenant.org). 

The Presbytery Packet for this meeting will be posted online two weeks prior to the meeting, and mailed to those churches and ministers without e-mail.  It is the responsibility of each commissioner and minister to access this PACKET and bring it to the meeting.
(Sign off in the manner you wish.)

(As a separate attachment to the e-mail that transmits the letter of invitation to Janice Schessler, put map of city or area of city showing location of your church.  
Also please provide to Janice for the PRESBYTERY PACKET, a floor plan of the church indicating:  where meeting will be held; where registration will be; where refreshments will be; display area; telephones; rest rooms; child care area; where lunch will be served; and any other pertinent information you deem necessary.

FORM FOR REQUESTING DISPLAY SPACE AT PRESBYTERY MEETING 

NOTE: These requests will be sent to your church after approval by the  
Ecclesiastical Affairs Committee)

	MEETING DATE AND LOCATION


	

	DIVISION OR COMMITTEE:


	

	CONTACT PERSON:


	

	ADDRESS & TELEPHONE:


	

	NATURE OF REQUEST:  Please list NUMBER & SIZE OF TABLES REQUESTED and any other needs, such as electrical outlets, etc.
	



.

The person (and/or persons) using the space needs to bring whatever may be needed 
for the display, such as:  extension cords, plug adapters, display racks, bulletin board.  

	APPROVED BY THE STATED CLERK OR THE ECCLESIASTICAL AFFAIRS COMMITTEE:


	

	DATE TRANSMITTED TO REQUESTOR:



	

	DATE TRANSMITTED TO CHURCH:
	


NOTE:

Our hosts have graciously provided display space for our presbytery meeting.  Please be a gracious guest.  Please do not switch tables with another person or ministry without their consent.  Please do not move your table from the location determined by our hosts.  Ministries or organizations, which do not observe these basic courtesies, may be denied display space at future meetings.  Thank you for your cooperation.

PROCEDURE FOR REQUESTING DISPLAY SPACE AT MEETINGS OF 
THE PRESBYTERY OF NEW COVENANT 

The Presbytery of New Covenant has three or four stated meetings per year:

In 2012 meetings are:  Saturday, February 11 at Memorial Drive Presbyterian Church; Saturday, June 9 at Houston, St. Andrew’s; Sunday afternoon, July 15 Special Post-G.A. Meeting at Houston, Love Presbyterian Church; and Saturday, October 20 at Webster Presbyterian Church.
In 2013 meetings are:  Saturday, February 16, 2013; Saturday, June 8, 2013; and Saturday, November 9, 2013.
At some of these meetings, space is provided for displays and information tables.  These opportunities are open to organizations related to the Presbyterian Church, presbytery committees, presbytery divisions, and outside organizations supported by the churches of the presbytery not more often than twice a year.  So that there may be an orderly display area, and to maintain the displays within the space available at the host church, we have designed the following procedure:

1. Display space will be awarded in the order that requests are received.

2. A request will be considered received only when it is in writing and on the “Form for Requesting Display space at Presbytery Meeting.”

3. The deadline for receipt of a request is one week before the date of the presbytery meeting.  This is necessary to give the church time to provide the space and to make all the final arrangements with the custodial staff for placement of tables.

4. The stated clerk and/or the Ecclesiastical Affairs Committee must approve each request.  Once the request is approved, the REQUESTOR will receive a copy of the signed form and a second copy will be sent to the host church.

5. At the site of the meeting, the church copies will be attached to your assigned display table.  By matching your copy of the request form to the church’s copy, you will find the location of your display and begin setting up.  Please note that the host church only provides space.  All extension cords, plug adapters, display racks, bulletin boards, and whatever else may be needed are to be supplied by the requestor.  If you need an electrical plug near your table, please identify in the section titled “Nature of Request.”

The presbytery staff coordinator is Janice Schessler, and she will assist with the arrangements of presbytery at the host church.  You may reach her by calling 713-526-2585, extension 209; or 1-800-444-1278, extension 209; or e-mailing her at jschessler@pbyofnewcovenant.org.

PAGE  
1

