Appendix L

Policy and Guidelines for Volunteer Support for Memorial Services

Principles:

· To provide volunteer support to families of WPUC for memorial service held at the church when no funeral home staff is to be present.

· To respect family wishes, honor the deceased and to assist in providing a meaningful time of remembrance.

Policy:

Requests are to be made through office coordinator who will contact Volunteer Coordinator (Men’s Club Chair) to arrange for volunteers.

Supports required will be done in cooperation with minister, office coordinator and volunteer coordinator and family.

Estimate of expected mourners and guests from family requested to aid planning.

Family or friends may assist if desired.

Criteria:

Services available following burial or cremation, urn present or not.

Guidelines:

1. Sanctuary Set Up

· Set up chairs reserving seating at front of church for mourners. (Ropes stored in sound system cabinet)

· Turn on and check sound system.

· Provide registration table and basket for cards-2 if large number expected.

· If small number expected-tables for lunch may be set up at rear of sanctuary.

· Assist in placing flowers or memorabilia if necessary.

· Fold bulletins and set out hymn books if necessary.

2. Greeters (2)

· One person is required 1 ½ hours ahead of service to place parking cones in front for family parking and greet early arrivals.

· See that water, glasses and tissue in lounge for mourners and at pulpit.

· Greeter at front door indicates cloak room, washrooms.

· Directs mourners to lounge.

· Assist with lift if required.

· Greeter required for guest book.

3.  Ushers (number according to guests expected)

· Usher guests encouraging filling front seats first.

· Immediately prior to service remove reserved seat ropes.

· Usher mourners in if requested by minister.

· Assist with orderly departure. Mourners to lounge until lunch is ready.

· Turn off sound system, put away microphones and lock cabinet at conclusion of service.

4.  Reception Set Up and Clean Up

· Table and chairs set up according to numbers.

· Remove pylons from front of church.

· Put tables and chairs away following lunch.

· Dry mop floor.

· NB: If service on Saturday set up chairs for Sunday Service may be necessary.

This policy will be reviewed annually. 
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