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St. Elmo Presbyterian Church (PCA)_____________________________________________________________Chattanooga, TN 

 

 

PRINCIPAL FUNCTIONS  

RESPONSIBILITIES 

 
 

 
 

 
 

 

FOUNDATIONAL PRINCIPLES 

1.  

2. Exhibit excellent interpersonal skills and professional demeanor. 

3.  

4. Set a high standard of professionalism within this team environment.  The goal should be to glorify God in all 
the office work and encourage staff in their personal walks with Christ. 

 

 

 

POSITION STRUCTURE 

Reports to 
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St. Elmo Presbyterian Church (PCA)____________________________________________________________Chattanooga, TN 
 

CHRISTIAN EDUCATION COORDINATOR 
Job Description 

 
PRINCIPAL FUNCTIONS 
The Christian Education Coordinator (CEC) will partner with and support the pastor, session, and congregation of St. Elmo 
Presbyterian Church (SEPC) in catechizing and disciplining covenant children through Sunday School (SS), Little Lambs, Vacation 
Bible School (VBS), and other activities. The CEC will regularly communicate with the session, youth Coordinating Committee, 
Nursery Director, office staff and congregation about Christian Education programs. It is the responsibility of the CEC to maintain 
SEPC's child protection policy, train volunteers  on  the  policy  and coordinate  with leaders  of other  ministries  about the annual 
training of their volunteers . 
 
RESPONSIBILITIES 
 
Sunday School 

1. To recruit and train Sunday School teachers in the curriculum and lesson plans, classroom maintenance (i.e. supplies, 
bibles, bulletin boards, etc.), and Child Protection Policy 

2. 
 

 
 

1. To p an activities for 3 and 4year o ds during service(s). This shou d invo ve a schedu e of essons or themes for the 
year as we  as maintaining materia s and snacks. 

 
1. To recruit VBS volunteers and lead training and administration of the VBS pro gram. This includes selecting curriculum 

for each year. 
 

 

 
Parents 

1. To keep parents informed of the activities of the Sunday School, Little Lambs, and VBS programs (i.e. through a 
2.  To build relationships with parents and be a knowledgeable resource 

for them. 
 
FOUNDATIONAL PRINCIPLES 

1.  
2. Exhibit excellent interpersonal skills and professional demeanor. 
3.  
4. 

 
 
 
 
 
 

 
Reports to the senior pastor 
Classification: salaried 
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St. Elmo Presbyterian Church (PCA) ________________________________________________________Chattanooga, TN 

 
 

CHURCH SECRETARY 
Job Description 

 
PRINCIPAL FUNCTIONS 
The St. Elmo Presbyterian (SEPC) Church Secretary will provide administrative assistance to the pastor, Session, Diaconate, and 
ministry leaders. The secretary will also serve as a liaison between members of the congregation and the ministry leaders for 
purposes of communication and assistance with accessing resources. 
 
RESPONSIBILITIES 
 
Weekly/Primary 
 

1. Produce and print weekly worship bulletin 
2. Edit and upload audio sermon to SoundCloud (linked to church website) 
3. Receive service technicians (pest control, fire extinguisher, A/C, kitchen appliance, professional cleaners); be on site for 

questions, sign invoices. 
4. Maintain and update the church calendar, keeping it current and linked to the church website. 
5. Manage facility use requests, reserving rooms as requested, or passing requests to Deacons as appropriate. 
6. Purchasing for office and as needed. 
7. Maintain a record of church credit card use, with receipts as supporting documents, and report to the bookkeeper monthly. 
8. Other duties as assigned by supervisor . 

 
Periodic 

1. Create and produce visitor cards and offering envelopes for placement in pew card holders. 
2. Assist with creation and production of church policy documents as needed: Child Protection Policy, Photo/Media Policy, 

Internet/Website Polic y. 
3. Report song usage to licensing company. 
4. Assist with creation and production of other church materials: ballots for officer elections; communicants' curriculum; rosters 

and lists for small groups, missions, community groups; church welcome booklet. 
5. Create and produce funeral/memorial programs 
6. Create and produce wedding programs as needed 
7. Create, produce, and maintain as current a membership directory; online version to be current within a day; pictorial 

directory to be printed and distributed to families in the congregation bi-annually. 
8. Maintain a spreadsheet of member demographics, including date and method of membership, and records of transfers to 

other churches. 
9. Produce baptismal letter for parents 

10. Create and update indoor church signage. 
11. Other duties as assigned by supervisor. 

 
JOB/SKILLS SPECIFICATIONS 

1. Competent with  _________(programs like Word, Excel, Publisher, Adobe Photoshop, Adobe Acrobat) 
2. Photocopier 
3. Website maintenance, some HTML and CSS (daily/weekly) 

 
FOUNDATIONAL PRINCIPLES 

1. Maintain a high level of integrity and confidentiality where sensitive information is known. 
2. Exhibit excellent interpersonal skills and professional demeanor. 
3. Work as a team with the pastors, staff members, officers, committees and volunteers. 
4. Set a high standard of professionalism within this team environment. The goal should be to glorify God in all the office work 

and encourage staff in their personal walks with Christ. 
 
 
POSITION STRUCTURE 
Reports to the senior pastor 
Classification: Support Staff/non-exempt 
Part-time/____ hours/week 
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St. Elmo Presbyterian Church (PCA) _________________________________________________________Chattanooga, TN 
 

 
 

MUSIC FACILITATOR 
Job Description 

 
 
PRINCIPAL FUNCTIONS 

 
 
 
RESPONSIBILITIES 

1. To ensure that a pianist is scheduled to accompany and lead the music for each worship service, in keeping with the 
principal function above. 

2. 
 

3. 
 

4. To encourage other musicians in the congregation to use their talents to enhance, encourage and inspire the people to 
worship the Lord. 

5. To convene meetings periodically with members of the congregation who are involved or interested in contributing to the 
ministry of music at SEPC. 

6.  
 
JOB/SKILLS SPECIFICATIONS 

1.  
2.  

 
FOUNDATIONAL PRINCIPLES 
1.  
2. Exhibit excellent interpersonal skills and professional demeanor. 
3. Work as a team with the pastors, staff members, officers, committees and volunteers. 
4. 

 
 
 
 
POSITION STRUCTURE 
Reports to the Pastor 

 

 



St. Elmo Presbyterian Church (PCA) __________________________________________________________Chattanooga, TN 
 

 
 

 
Job Description 

 
 
PRINCIPAL FUNCTIONS 

 
 
RESPONSIBILITIES 

1.  
2. Post and distribute schedules of assignments for care. 
3. 

 
4. 

 
5. 

 
6. 

 
7. 

 
8.  
9. Educate parents about sickness and guidelines for attendance in the nursery. 

10. Create, post, and oversee specific procedures for the weekly, monthly and yearly cleaning of toys as well as 
organize and schedule nursery cleaning days at least twice a year. 

11.  
12. 

 
 
JOB/SKILL SPECIFICATIONS 
 
 
 
 
 
FOUNDATIONAL PRINCIPLES 

1.  
2. Exhibit excellent interpersonal skills and professional demeanor. 
3.  
4. 

 
 
 
 
 
POSITION STRUCTURE 
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St. Elmo Presbyterian Church (PCA)    ________________________________________________________  Chattanooga, TN 
 

 
Job Description 

 
PRINCIPAL FUNCTIONS 

 
 
RESPONSIBILITIES 

 
 

 
 

 d.  Providing budget and expense reports to each ministry group on a monthly basis 
 

 
 

 
3.       

 
 

 
 c. Ensures that the church budget is not exceeded without consent of the Diaconate 

 
 

 

 
9. Reports the church's budget results and financial results to the Diaconate, Session, Congregation, and to the PCA on a 

regular basis. 
10. 

 
11. 

 
12. Works according to the guidelines established by the Diaconate and Session and is accountable to the congregation through 

the Diaconate 
 
JOB/SKILLS SPECIFICATIONS 
1. Experience with QuickBooks or other accounting software. 
2.  
3.  
4.  
5.  
6.  
 
FOUNDATIONAL PRINCIPLES 
1.  
2. Exhibit excellent interpersonal skills and professional demeanor. 
3.  
4. 

 
 
 
 
POSITION STRUCTURE 
Reports to the Diaconate and Session  
Classification: Support Staff, salaried (non-exempt) 
Part-time/5-10 hours per week 
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St. Elmo Presbyterian Church (PCA)___                                             _____   Chattanooga, TN 
 

VOLUNTEER FINANCIAL OVERSEER 
Job Description  

 
PRINCIPAL FUNCTION 
 
The St. Elmo Presbyterian Church (SEPC) Volunteer Financial Overseer (VFO) will oversee the work of the treasurer and will act as an internal auditor 
to safeguard the financial workings of the church.  
  

 

RESPONSIBILITIES 

1. The VFO will have access to the church bank account, via login credentials for the online bank account portal. (through the online portal you 
would have access to bank statements, so if you wanted to verify that a paper statement that comes from me has not been tampered with, 
you would be able to compare it to the electronic statement online)  

2. The VFO will not have check signing authority or authority to authorize or approve transactions.  
3. The VFO may periodically log into the church bank account online and visually scan transactions for any appearance of unusual or 

unexpected financial activity.  
4. Shortly after the end of each month, the treasurer/bookkeeper will provide the VFO with a monthly file containing the monthly bank statements 

and reconciliations, along with documentation for each transaction which cleared the bank account in that month.  
5. The VFO will visually scan through the transactions on the reconciliation and bank statement, looking out for any appearance of unusual or 

unexpected financial activity. The VFO may choose to investigate any particular transaction further by looking at the documentation that is 
attached to the reconciliation and monthly bank statement.  

6. The VFO will be provided with a licensed copy of QuickBooks to be installed on his/her personal computer. At least twice each month the 
treasurer/bookkeeper will upload backup copies of the church's QuickBooks file, which will be made available for the VFO to download and 
open on his/her computer in order to further review any transactions that require further investigation.  

7. The VFO will inquire about any unusual financial activity with the treasurer/bookkeeper or other church personnel involved with the 
transaction, and will report any unexplained unusual activity to the diaconate and/or session  

 

JOB / SKILLS SPECIFICATIONS 

1. Experience with QuickBooks or other accounting software.  
2. Working knowledge of Microsoft Excel  
3. General understanding of basic accounting  
4. Ability to work independently with limited supervision, while still completing tasks on a timely basis  
5. Must have a high level of integrity and ability to maintain confidentiality of financial information  

 

FOUNDATIONAL PRINCIPLES 

1. Maintain a high level of integrity and confidentiality where sensitive information is known. 
2. Exhibit excellent interpersonal skills and professional demeanor. 
3. Work as a team with the pastor, staff members, officers, committees and volunteers. 
4. Set a high standard of professionalism. The goal should be to glorify God in all the office work and encourage staff in their personal walks with 

Christ. 
 
 
 
 
POSITION STRUCTURE 
Reports to      
Classification: Support Staff,    
Part-time/  hours per week 
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PRINCIPAL FUNCTIONS 
The Youth Group Intern will partner with the SEPC Youth Leader(s) to lead and coordinate the youth program. Through vibrant 
fellowship, worship, teaching, discipleship, and service, the St. Elmo youth program aims to build up our young people in their faith 
and encourage them to greater maturity in Christ. 
 
 
RESPONSIBILITIES 

1. Participate in middle school or high school Sunday school. 
2. Reach out to youth within the congregation and the community. 
3. Help plan and lead the Sunday night youth group. 
4. Attend youth group service projects, events and retreats. 
5. Participate and/or lead small group book studies and attend extra-curricular activities involving youth group members. 
6. Meet with the other youth leaders and the coordinating council. 

 
JOB/ SKILLS SPECIFICATIONS 

1. Must be college sophomores or older. 
2. Prior youth experience is helpful though not required. 
3. Prefer candidates that have completed Bible or ministry courses and have experience teaching and leading Bible studies. 
4. Interns will be responsible for their own transportation. 

 
FOUNDATIONAL PRINCIPLES 

1. Maintain a high level of integrity and confidentiality where sensitive information is known. 
2. Exhibit excellent interpersonal skills and professional demeanor. 
3. Work as a team with the pastor, staff members, officers, committees and volunteers. 
4. Set a high standard of professionalism. The goal should be to glorify God in all the office work and encourage staff in their 

personal walks with Christ. 
 
 
 
 
POSITION STRUCTURE 
Reports to the Youth Leader(s) 
Classification: Support Staff 
Part-time/15 hours/week 
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Job Description 
 
 
 
PRINCIPAL FUNCTIONS 

 
 
RESPONSIBILITIES 

1.  
2.  
3.  
4.  
5.  
6.  
7. Reach out to youth-group-age students on a regular basis 
8. Attend events (sporting events, plays, concerts, movies etc.) with students 
 
 

JOB/SKILLS SPECIFICATIONS 
1.  
2. Working knowledge of Microsoft Excel 
3. General understanding of basic accounting is preferred. 
4.  
5.  
6. Ideally, would have access to a computer on which the church accounting software could be loaded so that the 

bookkeeper may perform duties at home. Access to a computer in the church office may also be available on a 
limited basis. 

 
FOUNDATIONAL PRINCIPLES 

1.  
2. Exhibit excellent interpersonal skills and professional demeanor. 
3.  
4. 

 
 
 
 
 
 
 
 
POSITION STRUCTURE 
Reports to the Coordinating 
Committee Classification: 
Support Staff, (non-exempt) 
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St. Elmo Presbyterian Church (PCA)_____________________________________________________________Chattanooga, TN 

 

 

PRINCIPAL FUNCTIONS  

RESPONSIBILITIES 

 
 

 
 

 
 

 
FOUNDATIONAL PRINCIPLES 

1.  
2. Exhibit excellent interpersonal skills and professional demeanor. 
3.  
4. Set a high standard of professionalism within this team environment.  The goal should be to glorify God in all 

the office work and encourage staff in their personal walks with Christ. 
 
 
 
 
 
POSITION STRUCTURE 
Reports to 
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Section 1: Purpose & Core Values 
 

 


 
 
 
 
  
 
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 

 
 

 



 

 
 

 
 

  

 
 

 Which goals from this past year were achieved? 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 Describe how the Body of Christ at St Elmo Presbyterian can assist the employee to meet 

expectations and accomplish the work assigned. 
 
 
 
 
 
 
 
 
Review Signatures 
Completed by ___________________________ Date ___________________ 
 
Employee  ______________________________ Date ___________________ 
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Date  _________________________________ 
 

 
 
 

Section 1: Purpose & Core Values 
 

Purpose: To know, live out of, and proclaim the wonder of God's grace in Jesus. 
 

Core Values: 
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Building Use Policy 
Saint Elmo Presbyterian Church   4400 St. Elmo Ave, Chattanooga, TN 37409   stelmopres.org 

 
The Presbyterian Church of Saint Elmo building may be used only for purposes consistent with the 
mission of the Presbyterian Church of Saint Elmo, and may not be used in ways that conflict with its 
doctrinal beliefs as found in the Bible and the church’s governing documents. Facility use for weddings 
is restricted to members of PCA churches or those affiliated with PCA agencies. 

SEPC is pleased to accommodate requests for use of our facilities by members of SEPC as well as non
-members. Please observe the following guidelines when making your requests: 
 

A Facility Request Form must be filled out and submitted to the church office. 

Submission of the request does not guarantee approval. 

Please allow at least 2 weeks to process your request. 

Because of liability issues, the use of alcohol is forbidden on the SEPC campus 
and/or grounds. 

SEPC is a smoke free facility. 

SEPC facilities are not available for use to conduct personal business or to solicit 
funding either for self or a non-SEPC related ministry. 

When leaving the facility after using it, please check each exit to ensure it is securely 
locked. (See “Last Out” checklist.) 

If a key was borrowed, return it within one week of the end of the event. 

For some requests (non-church related activities), permission to use the facility 
will include a small fee to help offset building maintenance expenses. The fee is 
determined on a case by case basis. 

If you are inquiring about scheduling a wedding at SEPC, please do not use this request 
form but rather email the church office at Marylutn@st-elmo.org or download the forms 
off of the church website at stelmopres.org under the “FAQs” section. 

If Children will be on site, download the SEPC Child Protection Policy form from 
stelmopres.org under the “FAQs” section, fill it out and submit to office as well. 

 
Note: We do not have a facility manager on staff, so it is not always possible to accommodate requests 
to use the facility after hours. All requests are reviewed by the church secretary and/or the Deacons. 

 
Submit forms to Marylutn@gmail.com, or postal mail to the church address, or bring it to the church 
office/423-821-1424 Or fax it to 423-821-1310. 
 
 
 
 
Building Use Policy p.1 
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Event Information 
Event Name/Title   __________________________________ Event Description   ______________________ 
 

______________________________________________________________________________________________ 
 

______________________________________________________________________________________________ 
 
 
Room(s) requested     _______________ Frequency: Start date  ________ End date  ________ 

 

One time -- Date _______ Start time  _____End time   _____ 

Weekly -- Day of week __ Start time  _____End time   _____ 

Monthly -- Day of month  __________Start time ________ End time  _______  

Other -- Describe     Number of attendees: (approximate)  ____  

Key use: 
I do not need to borrow a key 
I need to borrow a key; I agree to return it within one week of the end of my event 

 
 
Contact Information 
Name _________________________________________________________  

Address  _____________________________________________  

Phone  ___________ Email  _________________________ 

Your relationship to SEPC: (circle one) 
member �    former member �        regular attender �   -- If none of these, please explain your relationship to SEPC   
_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

 
I have reviewed the Building Use Policy and agree to adhere to it. 
 
 
 
Signature _______________________________________ Date  _____________________ 
 
 
 
 
Building Use Policy p.2 
 

 
D-2 

Facility Request Form 
Saint Elmo Presbyterian Church ~ 4400 St. Elmo Ave, Chattanooga, TN 37409  stelmopres.org 



Please check the church calendar to make sure the Fellowship Hall is available if you have a group event. 
Marylu, the church secretary, takes care of scheduling in the church office. Please sign up and give the name of 
the person responsible for the event. 

 

Please wash and put away any dishes that you use. Do not use the dishwasher unless you have been taught 
how to run it. 

 

Wipe off sinks and counters with disinfectant. There should be a bottle near the hand-washing sink. 

 

Put any dirty linen in the hamper located in the pantry. 

 

If you spill on the floor please clean up the spill and use the Swiffer Wet Jet to mop. Clean up sticky messes. 

 

Please do not leave leftovers in the refrigerator or cooler unless they are marked and you intend to use them in 
the near future. 

 

We want everyone to enjoy and use our Fellowship Hall. Please help keep it clean so the next group after you 
can have a pleasant event. 

 

Finally, see “Last Out” check sheet (attached), even if you think you only used the Fellowship Hall. 

 
Thank you, 
The Fellowship Ministry Group Questions: call Jennifer Webster 
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KITCHEN RULES 
Saint Elmo Presbyterian Church  4400 St. Elmo Ave, Cha anooga, TN 37409  (423) 821-1424 



Last Out 
A checklist for the last person leaving the building 
 
Turn off the lights 
All of them (unless a sticker indicates it should be left on) 

 
 
Lock upstairs exits 

1. Fellowship hall exit #1 - flush bolts (top and bottom), deadbolt, button lock 
2. Fellowship hall exit #2 - flush bolts (top and bottom), deadbolt, button lock 
3. Sanctuary north exit 
4. Sanctuary south exit 

 
 
Lock downstairs exits 

1. Little lambs exit - pull tight and test! 
2. Nursery exit - pull tight and test! 
3. Sunday school room exit - pull tight and test! 
4. Rear exit - key required to lock* 
5. Side exit - key required to lock* 

* Can be locked while people are still inside; still opens from inside 

 
Check windows 
Windows usually do not get unlocked, but it is important to make sure that each one is 
locked before leaving the building. 
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CHILD PROTECTION POLICY 
 

I. Purpose of Policy 
Believing that children are our sacred trust from a loving God, we should joyfully  answer  the call to provide a 
nurturing Christian  environment  that  will encourage  our children's  faith. To that end, St. Elmo Presbyterian 
Church (SEPC) and its members are committed to the safety, welfare, and protection of all children, youth, and 
volunteers participating in the programs and activities of the church. 
 
SEPC has established this policy and its procedures to provide the security and welfare of the children and to  
outline  expectations  of staff and volunteers. This policy is also intended to be a source of information for parents 
as to what the church policies are so that parents can freely choose  to  participate in various programs. Despite our 
best efforts, we cannot guarantee that no harm will befall a child; however, it is our sincere hope that  adherence  
to  this policy will minimize  the risk of any type of abuse. 
 

 
A. 

 
B. 

 
C. SEPC refers to St. Elmo Presbyterian Church. 
D. "Minor" is a child under 18 years of age. 
E. SEPC  
F. "Volunteers" are people who serve in an area of ministry on an occasional/unpaid basis. 

 
 

SEPC will seek to prevent the abuse of children when they are participating in church programs. Preventive 
measures include screening, training and supervision of all workers. 
 
 A.  Screening. 
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 C.  Supervision 

1. It is our desire that activities with children will include at least two (2) workers who have been 
screened. However, there will be occasions, especially with youth when one on one discipleship will be 
occurring or transportation will be provided where this will not be the case. If parents have concerns 
about that situation then that concern should be brought up to the head pastor or session. 

2. Whenever possible, activities away from the church property will require a signed permission statement 
from parents or guardians of the children participating. 

3. All classrooms should be visibly accessible from outside the classroom. 
4. Each of the paid staff will make periodic observation of childcare rooms and classrooms during the times 

when programs are being conducted. 
 
IV.  Reporting Child Abuse and/or Child Sexual Abuse 

Tennessee law requires that any person report all known or suspected incidents of abuse to the Department of 
Child Services (DCS) within 24 hours. If there is suspicion of child abuse, the individual with suspicion must 
immediately report it to the pastor, ruling elder, or appropriate staff member as soon as possible after the 
incident. The pastor, ruling elder, or staff member must in turn report the incident to the Session for action 
and contact of DCS at 1-877-754-ABUSE. Workers and all others involved should be reminded that such 
information, especially the names of persons involved, will be held in strict confidence. Tennessee laws 
protect persons who report abuse or neglect. 

 
 
This policy has been approved by the head pastor and session and will be implemented through his leadership and 
delegation to the paid staff and or Christian Education Ministry Group. 
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3 
 

Child Protection Policy — Appendix A 

 
1. Avoid being alone in any room with any child. Whenever possible make sure there are  two adults in a room. 

 
2. Being alone in a car with a child should be avoided whenever possible. 
3. 

 
4. 

 
5. Make sure games and programs are safe and appropriate. 
6. Corporal punishment should not be practiced. 
7.  
8.  
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VOLUNTEER  SCREENING FORM 
 

This screening form is a confidential, mandatory part of a process to help the church provide a safe, nurturing 
environment for our children and youth. Persons responsible for the supervision and care of our children are in a 
special position of trust and confidence. 
 

Screening Questions 
 

Have you ever been convicted of or pleaded guilty to a felony or misdemeanor? If yes, please explain _____________ 

_____________________________________________________________________________________________________ 

Have you ever committed or been convicted of sexual or physical abuse on a child? If yes, please explain. __________ 

_____________________________________________________________________________________________________ 

Is there anything in your history that would affect your ability to appropriately work with children? _______________ 

_____________________________________________________________________________________________________ 

      answer the   and     
 

 
 

 
I have read the St. Elmo Presbyterian Church Child Protection Policy and accept it. 

The information contained in this form is correct to the best of my knowledge. I authorize  the release of any 
information which pertains to any records of convictions contained in any police department or law enforcement 
files maintained on me. I hereby release all such law enforcement agencies from any and all liability resulting 
from such disclosure. 

  
I agree to be bound by the policies of SEPC on behalf of the church. I acknowledge that these policies do not 
constitute a contract between the church and myself, and that SEPC is not responsible for the individual acts of 
any worker. 

  

 

  
 
_________________________________________ _____________________________ 
Signature Date 
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This Application is a confidential, mandatory  part of a process to help the church provide a safe, 
nurturing environment for our children and youth. Persons responsible for the supervision and care 
of our children are in a special position of trust and confidence. 
 

 
 

 
 

Address: 
____________________________________________________________________________________ 

 

 
 
Names and addresses of churches attended on a regular basis during the last five years: 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
All previous church and non-church work involving young people (name, address, type of work 
performed, dates): 
 
__________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
 

 
 
__________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
____________________________________________________________________________________ 
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Personal References 
 
Please furnish personal references including previous churches where you have served. 
 
Name: ____________________________________________________  Telephone: __________________________ 
 
Address: ________________________________________________________________________________________ 
 
Name: ____________________________________________________  Telephone: __________________________ 
 
Address: ________________________________________________________________________________________ 
 
Name: ____________________________________________________  Telephone: __________________________ 
 
Address: ________________________________________________________________________________________ 
 
 
Screening Questions 
 
Have you ever been convicted of or pleaded guilty to a felony or misdemeanor? If yes, please explain. __________ 

___________________________________________________________________________________________________ 

Have you ever committed or been convicted of sexual or physical abuse on a child? If yes, please explain. ________ 

____________________________________________________________________________________________________ 

Is there anything in your history that would affect your ability to appropriately work with children? _______________ 

____________________________________________________________________________________________________ 

 

 
 
 

     references I  as part of 
SEPC's consideration of this application. I hereby release from any liability any person or organization that provides 
information. 
 

 
 

 
 
 

 



 
SAINT ELMO PRESBYTERIAN CHURCH NURSERY POLICIES 

 

Welcome to St. Elmo Presbyterian Church. The purpose of the nursery program at SEPC is to provide a 
warm, safe environment for all children whose parents or guardians are attending worship services, church 
sponsored programs or special activities at the church. It is our desire to offer a consistently healthy and 
positive place for our covenant children and visiting children in a welcoming, nurturing and loving 
atmosphere. Our church nursery policies are stated below so that all parents and all who work with our 
children in the nursery will be aware of them. 
 
 

GENERAL POLICIES 
The nursery opens 15 minutes prior to services and other scheduled events. Children are to be brought to 
the nursery by their parent and will only be released to their parent. Parents should pick up their children 
immediately following the service or event they have been attending. 
 
 

HEALTH POLICIES 
For the protection of your child and the other children, parents are requested not  to  bring  a  child  who  
appears to be ill. A child should not be placed in the nursery when any of the following exists: 

 Fever — currently or within previous 24 hours 

 Vomiting or diarrhea 

 Significant, persistent nasal drainage which is green or yellow in color, 

 Any symptom of a childhood disease, such as scarlet fever, German measles, mumps or chicken 
pox. 

 Common cold 

 Sore throat 

 Any unexplained rash or skin infection 

 Pink eye or other eye infection 
 
 

 
 
 
 

Rev. 4/2019 
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Toys used by the children are washed or sprayed 
with FCA approved disinfectant at the end of 
each session and at other times when necessary. 
 
 

If your child develops an infectious disease 
(chicken pox, etc.) after he/she has been in the 
nursery, please contact Lydia Mayberry so we 
may notify other .parents of their child's 
exposure. 

IMPORTANT NOTES 



 

 

St. Elmo Presbyterian Church 

 
Purpose of Policy 
Believing that children are our sacred trust from a loving God, we should joyfully answer the call to provide a 
nurturing Christian environment that will encourage our children's faith. To that end, St. Elmo Presbyterian Church 
(SEPC) and its members are committed to the safety, welfare, and protection of all children, youth, and volunteers 
participating in the programs and activities of the church. 

 Do not let yourself be alone in a room with a child. Always make sure there are two adults present at any time. If 
that is impossible for any reason, stay in an open area, or a room with a window or door view glass. Doors and 
windows need to be open or clear at all times. 

 Hugs, a pat on the back, diaper changing/helping a small child in the restroom are appropriate in a caring 
community. Make sure the door is open, never close it if you  are helping  them!  If possible, use the diaper 
changing station in the bathroom, with the door open. Expressions of affection should not be excessive or 
imposed on anyone. 

 Always make sure your conversations and language are appropriate. Do not use any sexual language, personal 
intimacies, or crude language. 

 Play games and have fun! Make sure they are safe and appropriate for the children involved. 

 Absolutely NO corporal punishment is to be used, (not a pop on the bottom or tap on the hand, or anything else). 

 If needed, a first-aid kit is provided in the Infant Room above the sink. 

 Wash your hands often, to avoid the spread of germs. 

 

 
 

Nursery Toys are for children three years old and younger. Please refrain from letting older children/teens ride on, 
sit on, stand on, any of the toys. We want the toys to last, and to keep the toys clean, safe, and usable for any 
nursery age children. Please find the forms to report broken toys/objects in the nursery, on the tall shelf outside the 
nursery bathroom. 

We thank you for your help with this. 

  

*Outside group: non-members who have requested to use the building one or more times 

  

As the leader/contact person for our  group, I,  ___________________________________(print) of (group name) 

_____________________________________________ have read the Nursery and Child Protection Policies of St. Elmo 

Presbyterian Church and we agree to abide by them during our time here. 

______________________________________________(Signature) 
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Saint Elmo Presbyterian Church Complaints Procedure 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
Understanding 
 

 
 
1)  
2) 

 

3)  

4) 
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Crisis Procedure 
Saint Elmo Presbyterian Church 

 
INTRODUCTION 

CRISIS MANAGEMENT GUIDING PRINCIPLES 
1. Determine the seriousness of the situation. 

2. When in doubt, call 911. 

3. Secure the safety of all. 

4. Provide assistance for victims. 

5. Gather facts from the beginning of the event, maintaining confidentiality as appropriate. 

6. Notify the pastor. 

 
DESIGNATED MEETING PLACE 
Inside 
The designated meeting place inside is the church sanctuary 
 

Outside 
The designated meeting place outside is the greenspace on the south of the property. 

 
SEVERE WEATHER 

In the event of a severe thunderstorm WARNING or tornado WARNING, congregants and guests will 
immediately take shelter indoors and follow the stated procedure. 
 
1. Stay Calm. 
2. Go to designated shelter areas in the Sunday school hallway and in the basement of the sanctuary away 

from the windows . 
3. Listen quietly for further instructions. 

 
FIRE 

In the event of a fire in the building, congregants and visitors will follow the stated procedure. 

 

1. Stay Calm. 

2. Exit the building through the nearest available exit. 

3. Gather on the greenspace to the south of the building at the southernmost portion of the property in order to stay clear 
of the building. 

4. Listen quietly for further instructions. 

 
ADDITIONAL GUIDING PRINCIPLES 

1. The fire alarm will be activated by anyone witnessing a fire or smoke. 

2. Once clear of the building, call 911. 

 
ACTIVE THREAT 

In the event of an Active THREAT in the building, congregants and guests will follow the stated procedure. 

 
1. If there is an active threat in the building, remember the following concepts, RUN, HIDE, FIGHT! If determined to be 

the safest option, we will emphasize running as much as possible. With this being said, 
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good judgment will be used in determining the best action in the horrible event that an active shooter is in our building. 

2. As we RUN, please ensure that people get out of the building as quickly as possible. Use any door not in proximity to the 
threat. As we RUN out of the building, the initial rendezvous location will be the greenspace to the south of the church once 
the threat has been eliminated. 

 

DEATH (during church activities) 
In the event of a death of a member of the St. Elmo family, congregants and guests will follow the stated procedure. 

 

1. If the death occurs on church property, 911 services will be called immediately. 

2. The pastor will be notified immediately upon the death of a member of the St. Elmo family. 

3. Correct facts surrounding the death will be gathered as quickly as possible. 

4. The Pastor will be the chief contact person, notifying family, the congregation, and addressing questions from the media. 

 

ACCIDENT, SERIOUS INJURY, OR MEDICAL CONDITION 
In the event of an accident, serious injury, or medical condition, the stated procedure will be followed: 

 

1. 911 will be called. 

2. Any certified or qualified individual should administer first aid. 

3. The pastor will be notified and will be the source of all information for family members, congregants, and media. 

 

BOMB or SUSPICIOUS DEVICE 
In the event that a bomb or any other suspicious device is detected or reported anywhere on church grounds, congregants and 
guests will follow the stated procedure. 

 

1. The pastor will be notified immediately. 

2. 911 services will be notified immediately. 

3. The building will be evacuated to the greenspace to the south of the building. 

 

SPILLED BODY FLUIDS 
All body fluids have the potential to infect people with diseases such as Hepatitis 8, Hepatitis C, HIV, or other serious illnesses. In 
the event of spilled body fluids, church congregants and guests will follow the stated procedure. 

 

1. Avoid direct contact with body fluids. Use disposable gloves. 

2. Hands will be vigorously washed whenever someone comes in contact with any body fluid. 

3. Clean up all spilled body fluids as soon and safely as possible. 

 

ADDITIONAL GUIDING PRINCIPLE 
Unanticipated skin contact with body fluids may occur in situations where gloves may not be available. First aid for a bleeding 
person must not be delayed to secure gloves. Apply pressure to the wound until gloves can be put on. 
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Media and Photo Policies 
 
 

The purpose of the St. Elmo Presbyterian Church is to help us and others know, live out of, and 
proclaim the wonder of God's grace in Jesus. We seek to serve the world as those who love our Lord 
and Savior Jesus Christ to the best of our abilities. Our goal in establishing an online presence 
through our church website and Facebook page is to build up our church community to foster 
relationships rooted in our common life in Jesus Christ, and to promote His name throughout our 
neighborhood and around the world.   

 
During the ordinary life of the church, photos may be taken of church members, regular attenders, 
and their children, and may be posted on the website, on social media, or in various publications. St. 
Elmo Presbyterian Church understands that the use of such images is a privilege. We are committed 
to handling these images with respect, thoughtfulness, and great care. We will never knowingly post 
anything that would be embarrassing, objectionable, or hurtful to anyone in the photo. At any point, if 
anyone does not wish to have their or their family members' photos posted online or elsewhere, or 
wishes to have specific already-posted images removed, he or she may contact the church 
secretary/web administrator. We will honor all such requests. Please direct any questions you might 
have to the pastor, youth director, or church secretary/web master.  
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Mercy Ministry 
 
 
 

Whatever you did for one of 
the least of these brothers of mine, 
you did for me. 

 
Matthew 25:40 

 
 
 
 
 
 
 
 
 
 
 
4400 St. Elmo Avenue 
Chattanooga, TN 
37409 
(423) 821-1424 
 
www.stelmopres.org 



MERCY MINISTRY 
From its beginning, the purpose of the Mercy Ministry Group has been to provide our 
congregation with opportunities for works of mercy within the community. Since all 
Christians are asked to help with works of mercy, St. Elmo Presbyterian Church has 
sought to provide various opportunities for all those who worship with us.  While some 
of us serve individually, others have benefited from knowing about group efforts and 
St. Elmo Presbyterian has continued to support efforts for reaching out into the 
community and working with other Christians involved in works of mercy.   

 

 

  

 

It is our desire to respond faithfully to the admonition 

in Matthew 25:40 where Christ tells us: 

"Whatever you did for one of the least of these brothers of mine, you did for me."   

 
 

Mercy Groups We Support 

The Bethlehem Center 

Channels of Love 

CHOICES Pregnancy Centers 

Family Promise 

House of Refuge 

Project 52 

Safe Families 

Shepherd’s Arms Rescue Mission 

Widows Harvest Ministries 
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2 Bethlehem Center (The Beth) 
200 W. 38th Street 
Chattanooga, TN 37410 
Phone:  423-266-1384 
Mail: P.O. Box 2156, Chattanooga, TN 37410 
Website: https://www.thebeth.org  Email: rsmith@thebeth.org  

 
Who They Are 
The Bethlehem Center is a 92-year-old award winning, faith-based agency dedicated to transforming 
lives and revitalizing inner-city communities through Character Development, Education/Literacy, and 
Leadership Development. 
 

Mission:  We are God's people, empowering inner-city youth and families to lead responsible lives 
by providing discipleship, education and leadership development. 
 

Vision Statement:  The Bethlehem Center's vision is to transform the Alton Park community and 
beyond into literate, spiritually enriched and economically self-sufficient neighborhoods. 
 

Spiritual Development: The core objective of the Bethlehem Center is to share God's promise of 
abundant life for his people. The Beth offers "hope with handles" by combining God's promise with 
empowering ministries that give people tools and means to change their own lives and break free of 
the despair of poverty and hopelessness. 
 

Educational Advancement: The Literacy Program, based out of the Bethlehem Center, is a safe 
haven  for students after school.  The program provides: 

 Literacy assessment and instruction 
 Homework assistance 
 Behavior intervention 
 Enrichment activities    

      

Leadership Development: In 2010 a group of local businessmen started a program called “Launch”, 
teaching entrepreneurship to people in low-income areas.  It has since expanded into several high 
schools, from Howard to Hill city, East Chattanooga and Brainerd - reaching many young people.  
 
Volunteer Opportunities 
Please contact Morgan Reeves (mreeves@thebeth.org) for specific opportunities. These change from 
time to time but might include: 
Tutoring children after school 
Mentoring teens 
Providing supplies for the summer program 
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Channels of Love 
1026 McCallie Ave. 
Chattanooga, TN 37403 
phone:  423-756-4673  
Website:  https://www.colministry.org  Email: sdavis@aol.com 
 
Who They Are 
Channels of Love Ministries is a non-profit, non-denominational, Christian ministry that serves people 
infected with or affected by the HIV/AIDS virus.  Their services, which are confidential and free, 
extend to clients and their families.  The main focus of their ministry is to provide a safe-haven where 
clients can receive the nurture, encouragement and the unconditional love of Jesus Christ.  The 
ministry assists clients by addressing their physical, emotional, and spiritual needs.  
 

Services 
 
 
 
 
 
 
 

 
 
 
Needs: 
Large print Bibles  
Gift cards to Walmart for client emergency situations  
Gift cards to Office Depot for supplies for COL 
Gas cards for agency van for transporting clients 

 
Volunteer Opportunities 
Transportation for clients to the grocery store or doctor's appointments. 
Occasional meals or casseroles for our freezer. 
Trimming and weeding flower beds at Channels of Love. 
Assisting with fund raising events. 
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 Client Advocacy 
 Home and Hospital Visits 
 Christian Counseling and Prayer 
 Clients Drop-in Center 
 Weekly Bible Studies 
 Social Activities 
 

 Support Group Meeting Prevention Education 
 Referrals 
 Life Skills Seminars 
 Transportation 
 Help with personal needs, utility assistance 

and food vouchers                                                     

3 



Choices Pregnancy Resource Center (Brainerd) 
951 Eastgate Loop, Suite 1000 

Chattanooga, TN 37411 

Phone:  423-892-0803   

Website:  https://www.choiceschattanooga.org Emails:   

 cbarber@choiceschattanooga.org  

 
 
Who They Are 
Choices, located on Eastgate Loop, Suite 1000 originally bought the building which housed the 
abortion clinic.  They now serve men and women dealing with unwanted pregnancies. They give free 
help and guidance through difficult situations without being judgmental.   
 

Services 
  
  
  
  
  

 

Volunteer Opportunities 
Client Advocates - To counsel clients facing crisis pregnancies and/or mentor them throughout 

their pregnancy one-on-one.  Training provided and required. 
Teachers  - To teach prepared baby care classes. 
Event Volunteers - To assist during a fundraising event and/or serve on a committee. 
Service Projects -  cleaning, landscaping, painting, etc. 
Host a baby shower - collect baby items, new clothes (0-1yr), new toys  
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Family Promise of Greater Cha anooga 
1184 Baldwin St. 
Chattanooga, TN 37403 
Phone: 423-756-3891 
Website: https://familypromisechattanooga.com  

 Email:contactfpgc@gmail.com 
  https://www.facebook.com/FamilyPromiseChattanooga 

 
Who They Are 
Family Promise is a fifteen-year-old affiliate of National Family Promise, a twenty-five-year-old 
model of success and efficiency in helping families in need transition to self-sufficiency. There are 
175 affiliate networks in 45 states and the District of Columbia. It is a faith-based organization and 
this is an integral part of the overall program. 
The mission of Family Promise is to help families with children achieve and sustain 
independence through community partnerships. 

 
Services 
 Overnight shelter, food, and hospitality is organized at area congregations for families 

who are accepted into the Family Promise program. Fifty-one churches and synagogues 
partner to host these families. 

 The Day Center provides food, transportation, day shelter, bath/shower and laundry 
facilities. A case manager is present to help when needed, and classes to learn life skills, 
educational classes, and computer skills for job applications and housing are provided. There 
are play areas for children. 

 Families are given support in linking them with community resources for supportive services. 
 All families stay until they have been established in some kind of housing and the case 

manager follows through with them for a year. 
 

Volunteer Opportunities 
Giving help during the weeks our church takes care of these families. 
Be a sponsor for the annual event - "The Box City Camp Out to Stamp Out Homelessness." 
Help out at the Day Center. They are in need of volunteers to sit at the front desk every 

day of the week - mostly answering the phone. You can volunteer for a few hours a 
week, or once a month. 

Participate in our drive for paper goods each spring. 
 
 
 
 
 
 
 

 
 
 
 

D-22 

5 



The House of Refuge 
3418 Saint Elmo Ave. 

Chattanooga, TN 37409 

Phone:  423-760-7372 
 

Who They Are 
They are a Christ-centered 12-month residential ministry primarily helping African-American men 
overcome their life-controlling addictions so they can successfully re-enter society as productive 
citizens. 
 

The House of Refuge was started by Rev. Alfred Johnson of Church of the First-Born, following the 
teaching of Jesus in Matthew 5 where he calls his followers to be the "salt of the earth" and "the light 
of the world."  He then tells us to "let your light shine." 
 

They work with people who are often those society values the least.  The mission of The House of 
Refuge is to rebuild these broken lives and put them on the path to success and salvation. 
 

Services  
 Anger management 
 Money management and budgeting.  
 Job training/community service 
 Education enhancement and literacy program 
 Addiction counseling 
  
  
  

 
Volunteer Opportunities 

Their needs are mostly for various supplies such as toiletries.  There is a long list and if anyone 
wishes to help them in this way you can get the list from our Mercy Ministry group.
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Project 52   "P52" 
Glorifying the Lord Through Service 
Director:  Chris Robinson, M.Div., Ph.D 
Phone:  423-598-0915 
Web site: p52.weebly.com  Email: crobp52@gmail.com 

 
 
Who They Are 
Project 52 offers relief assistance and service for socio-economically challenged individuals and other 
non-profit agencies serving the public. They base their work on Isaiah 52:7, "How beautiful on the 
mountains are the feet of those who bring good news". They try to complete 52 projects in a year, 
one for each week.    
 

Services 
Examples of completed local projects: 

  


 
  
  
  
  


 
 
Volunteer Opportunities 
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Safe Families for Children             
Bethany Christian Services: Safe Families for Children  
930 McCallie Avenue 
Chattanooga, TN 37403-2724 
Phone:  423-622-2724   
Web site:  https://www.bethany.org/other-services/safe-families-for-children 
Email: Victoria Hales Mouw, vhalesmouw@bethany.org 
 
Who They Are 
As well as being under the umbrella of Bethany Christian Services, Safe Families for Children™ (SFFC) 
is a national movement of compassion that gives hope to families in crisis. This network of volunteer 
host families help parents who need temporary care for their children as they work through 
unmanageable or critical circumstances.  
 

Parents Remain Involved  
Parents are actively involved in their children’s lives and will develop a relationship 
with the host family. Because Safe Families for Children is not foster care, the 
children are not placed in the care of the State. Bethany staff work with the parents 
during this transition to identify steps to regain stability and be reunited with their 
children quickly and safely.  

 

Services (Objectives) 
 Child Welfare Deflection: Safe Families provides a safe alternative to child welfare custody, thus 

significantly reducing the number of children entering the child welfare system. 
 Child Abuse Prevention: Providing an overwhelmed and resource-limited parent with a safe, 

temporary place for their child without threat of losing custody.  By providing this safe home, 
the hope is to prevent possible abuse/neglect.  

 Family Support and Stabilization: Many parents struggle because of limited social support and 
unavailable extended family. Many Safe Families Volunteers become the extended family that a 
parent never had. 

 
Volunteer Opportunities  
Host Family 
Resource Friend 
Family Friend 
Family Coach  
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Shepherd's Arms Rescue Mission 
PO Box 16758 
Chattanooga, TN 37416  
(Physical address: 847 W. 40th St.) 
Phone:  423-821-8363 Website: http://www.shepherdsarms.org 
Email: rescuemis@epbfi.com 
Directors:  Jim and Mary Ann Sanders 
 
Who They Are 
Shepherd's Arms provides homeless women with children a place to live and three meals a day while 
the moms are looking for work.  , for four to six 
months while they are becoming more stabilized.  Christian counseling, small groups, and Bible 
studies are required. 
 

Services 
 Every Tuesday and Thursday there is a program for "at risk" inner city youth.  It meets from 4pm 

to 6pm for Bible study and dinner. 
 Every Saturday a Bible class for former homeless residents is held at Shepherd’s Arms and a 

lunch is served. 


 


 
 The Summer Youth Camp is scheduled the 2nd and 3rd week of July each year.  About 25 

students attend to participate in Bible study.  New school clothes and shoes are gifted to each 
student during this camp session. 

 A benevolence ministry adopts 20 - 50 needy families at Christmas. 
 Sunday Service at 4pm in the chapel is open to the public.  A "dinner-to-go" is provided, and 

usually serves around 40 people. 
 

Volunteer Opportunities 
 The greatest need is for regular prayer. 
 Three regular collection drives through SEPC: Fresh fruit for the summer youth camp; blankets, 

caps, gloves and scarves in the fall; paper products when needed. 
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Widows Harvest Ministries 
P.O. Box 2307 
Chattanooga, TN 37409 
Phone:  423-266-0260  website:  www.widows.org 
 
 
Who They Are 
Widows Harvest Ministries was started in 1986 by Andy Mendonsa to "plead the case of, provide 
assistance to, and promote the spiritual growth and ministries of widows." This mission statement is 
accomplished primarily by a weekly Bible study and prayer meeting of widows, and through home 
repair and lawn care services to widows.    
 
Services 

 Meet once each week for Bible study, fellowship and prayer. 
 Provide lawn maintenance and home maintenance and repair to widows who own their own 

homes. 
 Plead the case of widows to organizations, churches and the public. This is to promote service to 

widows and the discipleship responsibility and blessing of caring for widows. 
 
Volunteer Opportunities 
 Volunteer for home repair projects, special events, administrative services, supervise groups 

completing home repair projects. 
 Financially support the ministry (separate from our church support). 
 Pray regularly for widows and the discipleship opportunities that service projects provide. 
 Visit the widows’ meetings on Tuesday at the Silverdale Baptist Church at St. Elmo (11:00am - 

1:00pm). 
 Volunteer to maintain a widow's yard in the neighborhood. 
 Provide food - we have about 20 people who are involved in this the first Tuesday of each 

month. 
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Greetings from St. Elmo Presbyterian Church 
 

Marriage is one of God’s greatest gifts to humanity, and weddings are accordingly one of 
the most joyous occasions observed within the setting of any church. When a man and a 
woman unite with one another in a life-long bond of commitment, mutual devotion, and 
unconditional love, they observe what Christians have long considered a holy ordinance, 
established as part of the creation by God for our good and for His glory. It is a sacred 
event that marks the union of two lives and the promise of a new family. Members of St. 
Elmo Presbyterian  and other friends who are planning a wedding are invited to consider 
using our sanctuary  and fellowship  hall for your celebration. We have assembled the 
policies and guidelines that follow as a way to help you decide if St. Elmo is the right 
place for your wedding. We trust that it will help in your planning. 
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Wedding/Church Use Policies and Guidelines 

St. Elmo Presbyterian Church pca 
 

The Presbyterian Church of Saint Elmo building may be used only for purposes consistent with the mission 

of the Presbyterian Church of Saint Elmo, and may not be used in ways that conflict with its doctrinal beliefs 

as found in the Bible and the church’s governing documents. Facility use for weddings is restricted to 

members of PCA churches or those affiliated with PCA agencies. Non-members who wish to be married at 

St. Elmo Presbyterian Church need to contact Reverend Bill Massey, our interim minister, to schedule an 

appointment. Pre-marital counseling is required of all couples who wish to be married at St. Elmo.  For 

further information and scheduling, please contact either Jennifer Webster, 423-463-5079. 

 

Reservation/Use Limitations 
 Church may be used for maximum one non-member wedding each month. 

 Due to liability issues no alcohol or open bar is permitted. 

 No smoking/tobacco use is permitted in the building or on the deck attached to the building. 

 No candles may be used, with the possible exception of a unity candle. 

 Church must be vacated by 10pm for Saturday weddings or earlier as determined by Church Use Liaison. 

 No holiday weddings for non-members. 

 
Use fees for members and regular attendees 

  Custodian, liaison, and sound person fee $400 for wedding or reception, or $700 for both. This covers 

cleaning before and after the event, and opening and closing, sound for ceremony and reception, and 

supervision for the event. 
  

Use fees for non-members. A deposit of 50% of the use fees are due when the church is reserved. 
 Sanctuary for rehearsal and wedding — $1,500 

 Fellowship hall for reception — $1,000 

 Fellowship hall for rehearsal dinner — $250 
 

Refundable deposit or damage, cancellation and time/use limits — Due at time of reservation. 
 $250 wedding,  $250 reception 

 $50/hour for use outside of agreed upon time frame. 
 

 Church musicians and a ceremony coordinator from St. Elmo can also be hired. The Church Use Liaison can 

give you information about them. 

 
Cancellation Policy: Events cancelled less than 30 days prior to the event forfeit the down payment. 

Revised 2019 
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Facilities Information Sheet 
St. Elmo Presbyterian Church 

 

The sanctuary at St. Elmo seats slightly less than 200 people comfortably. If you put one extra person in each 
pew you can seat about 230—240. These numbers include using the 3 rows of pews facing the side of the 
pulpit at the front of the sanctuary. There is no food or drink allowed in the sanctuary. The fellowship hall 
has seating available for 200 people. If 200 people are seated it is very crowded. It is more pleasant to seat 
around 150 for a dinner or 200 standing with a few tables set up for some people to sit. 
 

Tables and Chairs available: 

20 - 60” diameter round tables 

10 - 8 ft. banquet tables 

2 - 6 ft. banquet tables 

160 black padded chairs 
 

Table cloths are not provided. You will need to rent these yourself. 
 

Before using the kitchen facilities your caterer needs to meet with the church use liaison. There are serving 
dishes that are available to use but there are no place settings. Anything that is broken will be paid for out of 
the damage deposit. The dishwasher may not be used by anyone unless they are given permission and 
instructions on how to use it. You may use garbage bags, paper towels, dish towels, soap and other 
disposable items found in the kitchen. The kitchen is to be left clean and tidy. The cleaning fee does not cover 
cleaning up the kitchen after a reception. Some assistance with set up for the fellowship hall can be made 
available if you let us know in advance. After the reception the fellowship hall should have all tables cleaned 
off, flowers removed and trash put in the large cans in the kitchen. Remember to take your tablecloths with 
you. 

Two Sunday school rooms will be made available for the bride and groom to dress in. We do ask that you not 
eat in these rooms. Please keep food in the kitchenette area downstairs or the fellowship hall upstairs. 

Nothing may be placed on the walls or windows using nails, tacks or tape in either the sanctuary or 
fellowship hall. Your florist may not attach anything to the pews with nails or tape. Only non-scratching pew 
markers may be used. No floral arrangements may be placed on the piano. Plastic should be placed under 
arrangements while they are being made. Rice or other items may not be thrown inside. 

St. Elmo Presbyterian Church is smoke-free. Because of liability issues it is also alcohol-free. Please make sure 
your guests know this. 

St. Elmo Presbyterian Church will strive to make your wedding a joyful celebration for your and your guests. 
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CHURCH USE REQUEST FORM 
 WEDDINGS 

 

Please fill out the form completely and return to Jennifer Webster or the church office. 

Jennifer Webster 423-463-5079, jmfolkner@gmail.com 

 

Bride’s Information 
 

Name _________________________________________________________   Phone # _____________________________ 
 

Email Address ________________________________________________________________________________________________ 
 

 

Groom’s Information 
 

Name _________________________________________________________   Phone # _____________________________ 
 

Email Address ________________________________________________________________________________________________ 
 

 

 

 

 

 

 

 

 

 

Wedding participants 
 

Minister: ______________________________________ Phone number  __________________________ 

Florist: ________________________________________ Phone number __________________________ 

Caterer: _______________________________________ Phone number __________________________ 

Photographer: __________________________________ Phone number __________________________ 

Wedding director: _______________________________  Phone number __________________________ 

Musicians: ______________________________________ Phone number __________________________ 

Other: __________________________________________ Phone number __________________________ 

 

Date and time of wedding: _______________________________ 

Date and time of rehearsal: ______________________________________ 

Reception at the church?    Yes   No         Expected number to attend?  _______ 
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Church use contract for weddings 

 

Bride’s name _____________________________________________________________ 

Groom’s name ____________________________________________________________ 

Date and time of wedding __________________________________________________ 

 
 

Facilities to be used: 

Sanctuary _____  Sound System _______   Number of microphones _________ 

Fellowship hall ______ Number of tables ________  Number of chairs _______ 

2 Sunday school rooms for changing ________ 

 
Fees charged ________ Date _________ 

Deposit paid ________  Balance due by __________ 

Balance due  ________ 

 

Please provide us with a name and cell phone number of a contact person for the day of the wedding. This may 
not be the bride, groom, or mothers of the bride or groom. 

_____________________________________________________________________________________________ 

 

 

We have read all of the information provided and agree to the policies of St. Elmo Presbyterian Church and 
agree to the fees to be paid. 

 

______________________________________  ______________________________________ 

Bride’s signature     Groom’s signature 

 

Today’s Date ___________________________________ 
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Notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

St. Elmo Presbyterian Church 

4400 St. Elmo Avenue 

Chattanooga, Tennessee  37409 

 
 

Wedding Coordinator Contact 

Jennifer Webster 423-463-5079, jmfolkner@gmail.com 
 

Church Phone: 423-821-1424 

Church Fax: 423-821-1310 

Secretary Email: Marylutn@st-elmo.org 
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Qualifications for Adult Sunday School Teachers — St. Elmo Presbyterian Church 
 

 
The responsibility of serving as a teacher in the church is one that should be taken seriously. James 3:1 cautions 
us, “Not many of you should become teachers, my fellow believers, because you know that we who teach will be 
judged more strictly.” Those who teach others should approach it with sobriety, humility, and obedience. 
 
At the same time, we know that God has given spiritual gifts to his people for the building up of the church. One of 
these gifts is teaching (Rom 12:7; 1 Cor 12:28). At SEPC, we desire to empower those with the gift of teaching to 
share their gift for the purpose of building up the body. 
 
One of the ways that men and women with the gift of teaching can serve and build up the body of SEPC is by 
leading adult Sunday School. The members who attend adult Sunday School are committed to growing in their 
knowledge of the faith and their love for God. 
 
In order to qualify to teach adult Sunday School, one must be approved by the Session and meet the following 
criteria: 

 Demonstrates a mature Christian faith 
 Is a member in good standing at SEPC* 
 Is theologically aligned with Reformed doctrine 
 Has demonstrated the ability to communicate biblical and theological concepts clearly 
 Is able to facilitate discussion in a manner that invites thoughtful engagement 
 Treats others, especially those with differing views, with respect and kindness 

 
If there is a member who desires to teach but the session determines is not ready, he or she can ask to be 
mentored and trained to develop the necessary skills. 
 
Procedure: The Discipleship Committee will present a slate of potential Sunday School leaders to the session for 
approval. 
 
*Guest teachers from other churches should be presented by the Discipleship committee to the session for 
approval.  
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5. 

 
 

 

 

 
 institutions helps to influence the culture for 

Christ. Missions is not simply something that we support; it is who we are. 
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