
Council Members Handbook 
 
Our STORY 

Matthew 25:35-40:  For I was hungry and you gave me food, I was thirsty and you 
gave me something to drink, I was a stranger and you welcomed me, 36I was 
naked and you gave me clothing, I was sick and you took care of me, I was in 
prison and you visited me.” 37Then the righteous will answer him, ‘Lord, when was 
it that we saw you hungry and gave you food, or thirsty and gave you something 
to drink? 38And when was it that we saw you a stranger and welcomed you, or 
naked and gave you clothing? 39And when was it that we saw you sick or in prison 
and visited you?’ 40And the king will answer them, ‘Truly I tell you, just as you did 
it to one of the least of these who are members of my family, you did it to me.’ 

 

Our PURPOSE 

The purpose of Grace Lutheran Church is to make a difference by serving others 
through God’s love and our faith. 

 

 

 

 

 

Grace Evangelical Lutheran Church 
1610 Carlisle Road 
Camp Hill, PA 17011 
717.737.0439 
Email: gelc@comcast.net 
www.gracecamphill.org 
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Staff and Leaders 2020-2021 
Staff 

Senior Pastor   Rev. Virginia J. Cover 
717.525.4617 

pastorcover.gelc@gmail.com 
 

Coordinator of Pastoral Care                                        Rev. D. Evan Houck  
717.728.9155 

pastorevan47@gmail.com 
   
Youth Director  Jesse Woodrow 

717.903.6309 
gracechyg@gmail.com 

 
Director of Music Carolyn Houck 
 adagiopianist@gmail.com     
 
Administrative Assistant Christopher Jury 

gelc@comcast.net 
 

Organist Bonnie Barton 
mbbarton3@gmail.com 

 
Office Support Staff Diane Deppen 

deppengelc@gmail.com 
 
Church Sexton Edward Fickes 
  

Committee and Ministry Leaders 
 
Endowment Committee Linda Lippert 
Fellowship & Arts Committee Hope Pankake  
Children, Youth, & Family Committee Melinda Bechtel 
Property Committee Randy Hamme 
Social Ministry Committee Michelle Knight 
Worship & Music Committee Beth Jury 
Faith Connections Julie Flook 
Personnel Committee Nevin Shenck  
Community Meal Audrey Egley & Chris McInnes 
Sunday School Coordinator Pastor Cover 
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Council Members 2021-2022 
 

 

 
 

Council Officers 
President: Susan Ryder 
Vice-President: Tom Blackburn 
Secretary: Karen Galle 
Treasurer: Susan Dickinson 

 
 

Contact Information and Terms  

Marti Bert (2022) mbert1617@gmail.com 717.774.3614 
Nevin Shenk (2022) nshenck48@gmail.com 717.938.4730 
Randy Hamme (2022) rhamme@frontiernet.net 717.991.8907 
Jennifer Graf (2022) grafjenniferm@gmail.com 717.805.2740 
Susan Ryder (2023) ryder.susan@comcast.net 717.574.1960 
Barb Schell (2023) barbaraschell@comcast.net 717.512.6961 
Karen Hubbard (2023) kdfhubbard@aol.com 717.756.6219 
Rick Keen (2023) rkeenb24@aol.com 717.657.5563 
Thomas Blackburn (2024) thomasblackburn15301@yahoo.com 717.574.7863 
Karen Galle (2024) tandkgalle@gmail.com 717.383.9452 
Wilson Castillo (2024) wilsoncastillo1702@gmail.com 717.503.1389 
Ann Hoffman (2024) la0906@comcast.net 717.579.2850 
   
Susan Dickinson susanedickinson@yahoo.com 717.724.7601 
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Guidelines for Sunday Communion Assistants 

1. Come to the sacristy in time to put on your robe. During the exchange of the Peace is a good time to leave the 
sanctuary without distracting the other worshippers. Communion Assistant robes are wheat-colored, without 
hoods. Select a robe that falls about halfway between your knees and your ankles. Also wear a cincture (rope). 

2. Wait in the sacristy (or in the library, if worshipping in the Chapel) during the liturgy leading up to communion. 
When it is time to distribute the elements to the congregation, come to the altar. 

3. If communion is being given by intinction: 
a. Take one of the intinctitoria and stand at the foot of the stairs on the main floor level beside the 

pastor. 
b. As each communicant comes forward, place a wafer in their hand and say, “The body of Christ, given 

for you.” (If a communicant comes forward with their own gluten-free wafer, cover it with your hand 
and speak the same words.) Then offer the wine for them to dip their wafer into and say, “The blood 
of Christ, shed for you.” 

c. If a child comes to you who does not yet take communion, place your hand on their head or shoulder 
and say a few words of blessing. (Examples: “Remember that Jesus loves you.” “The Lord bless you 
and keep you.”) If you are not certain whether a child takes communion or not, ask them or the parent 
with them. 

d. Should you or one of the congregation drop a wafer into the wine cup, use another wafer to scoop it 
out and leave both in the intinctitoria to be disposed of after the service. Likewise, if someone drops a 
wafer on the floor, simply give them another. 

e. Between communicants, as you are able, scan your side of the seated congregation to verify that 
everyone comes forward. Those who remain in their seats may wish to have communion brought to 
them at the end. The pastor will direct you in doing this. 

f. Remember that the choir (if present) may commune last, after the congregation. 
g. After everyone has received communion, return to the altar. You and the pastor will give communion 

to each other. You may then return your robe to the sacristy and rejoin the congregation. 
4. If communion is being given at the altar: 

a. Assist in closing the communion rail gate as directed by the pastor. Also move the padded kneeler 
into place under the gate.  
 i. NOTE: For communion at the altar in the Sanctuary, there are normally two communion 
 assistants; in the Chapel, there is only one. 

b. Take one of the pouring chalices (cup with a lip like a pitcher) and purificators (linen napkins) and 
stand at one end of the communion rail. 

c. Follow the pastor down the line of communicants from the end towards the center. Pour wine into 
each person’s glass and say, “The blood of Christ, shed for you.” Use the purificator to catch any 
drips from the chalice. (Children who don’t receive communion will not have a glass and will already 
have received a spoken blessing from the pastor.)  
 i. HINTS: You may find it easier to gauge how much wine to pour by looking into the glass 
slightly  from the side instead of straight down from the top. Also, if a communicant’s hand is too 
low, or  unsteady, you may place one of your own hands under theirs for additional support. 

d. Pay attention to whom the pastor gives bread to last at the center of the rail so that you may stop at 
the same person, then return to the end from which you started. 

e. If you chalice needs to be refilled, do so from the flagon (lidden pitcher) on the stand at the sacristy 
end of the altar. 

f. Remember that the choir (if present) may commune last, after the congregation. 
g. After everyone has received communion, you may be asked by the pastor to help take the elements to 

someone in the congregation. 
h. After the congregation has communed, you and the pastor will give communion to each other. You 

may then remove the communion rail gate and padded kneeler, return your robe to the sacristy and 
rejoin the congregation. 





Council Members Job Description and Duties 
April 15, 2014 

 
 

Qualities: 
 Able to be discreet and to maintain confidentiality in appropriate matters of the council 
 Ability to tolerate the politics of religious institutions 
 Ability to listen to the desires and concerns of the church and place them ahead of your personal feelings 
 Possess honesty and integrity 
 Ability to provide leadership through the development of agenda items, goals, priorities and issues before the 
 council 
 Able to handle differences and conflict while providing peace-making and goodwill (nothing personal, but 
 working toward and support of the decisions of the council) 
 Actively worship 
 Engaged in daily prayer and bible reading 
 Displays servanthood 
Duties: 
 Attend monthly council meetings 
 Attend special council meetings that are called 
 Actively participate and act as liaison to assigned boards or committees (share any relevant council 
 information, voice your opinion/concern, and vote on issues) 
 Serve as officer of the day as assigned (3-4 times a year) 
 Serve as communion assistant 
 Serve on ad hoc committees as assigned 
 Attend congregation meetings 
 Provide a snack for council meetings (1 per year) 
 
Acknowledgement: 
 As a Council Member, your signature indicates your support and agreement of the Job Description for a Council 
 Member. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Basic Duties:       Council Meetings: 
Communion Assistant      Second Monday of Each Month 
Liaison to Board or Committee     Special Meetings as Announced 
Officer of the Day 









































































































KEY  POLICY and  REQUEST  FORM                                                                .     
                                               (February 10, 2010) 
 
 
Purpose of Policy:   
        In order to ensure the safety of people using Grace Lutheran Church/Kentland and to  
        protect the resources God has provided,  the issuance of keys shall be strictly controlled   
        and  accounted. This policy is to establish who has a key to get into the Church and 
        Kentland; to identify those who will be issued a key; and to increase security.  
 
       Note: As of April 9, 2010 the keys previously issued for the outside entrance doors at   
       the church parking lot door and all doors at Kentland will not be operative. 
 
A. Key Types, Purposes and Holders: 
 
   Master               Purpose:  To open all doors inside and outside of the church facility  
        (In & Out)            Holder:     Pastor(s), Business Manager, Youth Director, Sexton,       
   Church                            Security Personnel, Chair of Property Board  
           
        Kentland             Purpose:  To open all doors and sheds          
                               Holder:     Kentland Maintenance, Chair of Property Board, Sexton 
  
         Door at            Purpose:  To open parking lot entrance door 
         Church               Holder:     Current members of Congregation Council, Director of Music,  
       Parking                             Organist,  Altar Guild,  Boy Scout Troop Master,  Cub Scout                       

Lot                 Pack Leader    
 
         Kentland             Purpose:   To open lodge doors  
         Entrance             Holder:      For rentals only 
 
         Office            Purpose:    To open doors for the office 
         Doors            Holder:       Pastor, Office staff employees, Youth Director, Sexton 
           
B. Keys Available for Short Term Basis: 

Keys are available for a short-term basis for meetings or special projects. These keys    
may be requested by filling out the Key Request Form. 

 
C. Exceptions: 
         An exception to A. and B. may be granted only by the Congregation Council. 
 
D. Key Accountability: 
 Keys are issued and tracked by the Business Manager guided by the Sections A. 
 and B. and the direction of the Congregation Council.  ($30 fee for a lost key) 
 
E. Issuing of Keys: 

The person receiving a key shall indicate agreement with this policy by signing the Key        
Request Form each time a key is requested. The form shall include: 1. Person’s Name, 2. 
Contact Information, 3. Purpose for Request, 4. Key Serial Number, 5. Date Issued, 6. Signature. 

 
F. Use of Keys: 

The person possessing a key to church facilities agrees that the key will remain under     
their control. Changes in key holders are to be done through the appropriate channels as 
specified in the policy. (see paragraph H.) 

 
G. Duplication of Any Key Is Prohibited 
 
H.  Return of Keys 
 Keys must be returned to the Business Manger by the date specified on the Request    
 Form; at the end of the expired Congregation Council member’s term; or on the last day 
 of employment for GELC employees. A key must also be returned to the Business 
 Manager if the holder is no longer a member of the congregation or the community 
 served by the church. 





 
 
Grace Evangelical Lutheran Church                       Key  Request  Form                                                                                      
 
 
 
 
 
Name of Person Requesting a Key         _________________________________________ 
 
 
Address:    _________________________________________________________________ 
 
 
If an Organization, Note Name    _______________________________________________ 
 
 
 
Contact Information:  Phone   ___________________   Cell Phone  ___________________ 
 
Email   ________________________ 
 
 
Purpose for Requesting a Key   _____________________________________________ 
 
 
___________________________________________________________________________ 
 
 
 
 
Type of Key:      _____________________________________________________________ 
   
 
Key Serial Number   _______________________  Long Term  _____    Short Term  _____ 
 
 
Date Key Received  __________________   Expected Return Date   __________________ 
 
 
Date Returned   ______________________     ( $30 fee for a lost key ) 
 
 
 
 
By signing this form, I acknowledge I have read, understand and will abide by the Key  
Policy of Grace Evangelical Lutheran Church. 
 
 
Signature     _____________________________________   Date  ____________________ 
 
 
Business Manager Signature   ___________________________  Date ________________ 
 
 





























 
Child Protection Covenant 

Guidelines for Working with Children and Youth at Grace
 
 
 
 
 
Two-Adult Rule:  Two approved adults must be present during any church activity involving the 
supervision of anyone under the age of 18.  In an emergency, an adult who has not yet been approved may 
work with an Approved Adult. The adult who has not yet been approved may not be left alone with 
children or youth. (note: an unapproved adult may not be used). 
 
Open-Door Rule: When possible, doors shall be left open so that the interior of the room is visible.   
If the doors are closed, persons outside the room must be able to see into the room. 
 
Empty-Room Rule: When leaving an empty classroom or youth room after an activity, the door shall 
be left open.   
 
Expressions of Affection:  Adults must use caution when expressing affection toward 
children/youth.    Remember to place reasonable limits on physical interaction.  Follow these guidelines:   
 

 
 
Bathroom Procedure:  Children over 4 years of age will be escorted to the restroom.  The volunteer 
will stand in the hallway and wait for the child to be finished.  Younger children who may need assistance: 
one volunteer may assist the child while another stands nearby.  The door to the restroom must remain 
open.  Diapering will be done only in an observable area with doors open. 
 
Discipline:  Every effort will be made to re-direct and guide children to make appropriate choices when 
participating in church activities. Physical restraint and isolation will not be used except in cases where the 
child’s behavior puts themselves or others at risk.  Adults will never subject a child to physical punishment 
including but not limited to rough handling, shoving, hair pulling, ear pulling, shaking, slapping, kicking, 
pinching, hitting or spanking.  Adults will never subject  a child to emotional stress including but not 
limited to name calling, shaming, derogatory remarks about a child or a child's family, or language or 
actions that threatens or humiliates the child.  All behavior issues will be brought to the parents and the 
appropriate staff member immediately following the incident. 

Appropriate Displays of Affection Inappropriate Displays of Affection 
Always ask permission before touching Any form of unwanted affection 
Pats on shoulder or back Full frontal or “bear hugs” 
Handshakes Touching bottoms, chests or genital areas 
High fives Lying down beside children 
Fist bumping Kisses or Massages 
Verbal praise Patting children on thigh, knee or leg 
One arm around shoulders Tickling or Wrestling 
Holding hands while walking or during prayer 
 

Touching or hugging from behind  
Compliments related to physique or body development 

Grace Lutheran Church recognizes the importance of ensuring a safe and protected environment for its children against abuse.  All 
volunteers must read and adhere to the following policies: 
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Electronic Communication:  All communication through electronic media (email reminders, text 
messages, etc.) must be copied to the staff person’s direct supervisor.  When communication with an 
individual supervised child is necessary, every effort will be made to include the child’s parent in the 
message.  
 
Social Media:  Volunteers may not communicate directly with supervised children through any form of 
electronic communication or social media.  Furthermore, volunteers and staff may not take or use pictures, 
video or audio recordings of students to use on their personal social media accounts at any time. 
 
 

MANDATED REPORTING 

Reporting Suspected Abuse:  If in the course of working with children or youth, you have 
reasonable cause to suspect that a child is being abused, either at home or at church, it is required that 
you report the matter directly to CHILDLINE at 800-932-0313.   
Additionally, Grace Lutheran Church requires you to notify the Senior Pastor or Congregation Council 
President immediately. The Senior Pastor or Congregational Council President may not dissuade you or 
make an independent determination of whether to report.  However, you may request that the direct 
supervisor be present at the time the report is made.  

 

 

Covenant for Child Protection at Grace 
I have read these guidelines and I hereby subscribe to follow them because I want 

to participate in making this congregation a safe place for the spiritual development 
of our children.  

 
________________________________________________ 
Printed Name of Staff or Volunteer 
 
 
_______________________________________________ 
Signature of Staff or Volunteer 
 
 
_____________________ 
Date 
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Kentland Fees 
1024 E. Winding Hill Road, Mechanicsburg, PA  17055 

717-790-9493 
 

Effective 6/10/13 and replaces all other rate schedules. 
 
Facility accommodates 50 people for an indoor event.  Lodge sleeps 24 in two separate 12-bunk rooms. 
 
In addition to the rental fee, a $150 refundable deposit is due at least 2 weeks prior to the event 
date.   (A fee of $15 will be charged if mattress covers are damaged & have to be replaced.)   
 
Weekdays: (Monday, Tuesday, Wednesday, or Thursday) 
 Full Day   (more than 4 hours)  $75 
 Half-day  (4 hours or less)   $40 
 
Weekday Overnights: 
 Single Night Overnight   $125 
 Monday through Thursday   $300 
 (4 days & 3 nights) 
 
Weekends: 
 Daily Rate (Friday, Saturday or Sunday) $125 
 Single Night Overnight   $175 
 Whole Weekend (Fri., Sat., and Sun) $350 
 Long Weekend (4 days & 3 nights)  $450 
 
Full Week:  
 Monday through Sunday   $650 
 (7 days & 6 nights)  





GRACE EVANGELICAL LUTHERAN CHURCH 
ONE BODY MANY MEMBERS 

Time and Talent Survey 
 

Name:  _____________________________________ Email Address:  ____________________________ 
 
Occupation:  _________________________________ Home Phone:  _____________________________ 
 
Hobbies/Interests:  ____________________________ Work / Cell Phone:  _________________________  
 
Special Interests:  _____________________________ Work Experience:  __________________________ 
 

Romans 12:6 – “Having gifts that differ according to the grace given to us, let us use them…” 
 

Consider your Spiritual Gifts as you review the various ways Grace could use your time and talents.  Complete 
the form using your initials to sign up for the activities that interest you.  Please return the completed form by 
February 18, 2013.  Thank you for sharing your Time and your Talents! 
 

Sharing Our Gift of Membership 
Attend Worship    ______   
Pray Daily     ______ 
Read the Bible    ______ 
Attend a Bible Study Class   ______ 
Volunteer in Church    ______ 

 
Sharing Our Time and Talents through Worship 

Worship         

- Altar Guild      _____  PARTICIPATING IN WORSHIP uses the 
- Greeter      _____  SPIRITUAL GIFTS of: 
- Usher      _____   ARTISTRY 
- Lector      _____   FAITH 
- Nursery      _____   HOSPITALITY   
- Saturday Service Leader    _____   MUSIC 
- Children’s Church Leader    _____   SERVICE 
- Communion Assistant    _____   TECHNOLOGY 
- Officer of the Day     _____  
- Host Coffee Hour     _____  
- Sound System     _____ 

Music            

- Choir      _____    
- Bell Choir      _____ 
- Instrumentalist     _____ 
- Soloist      _____ 
- Play Piano or Other Musical Instrument  _____ 

Sharing Our Time and Talents in Service 
Office   

- Money Counter     _____   OFFICE SUPPORT uses the 
- Collate Bulletins     _____   SPIRITIUAL GIFTS of: 
- Office Volunteer     _____   ADMINISTRATION 
- Night Security     _____   SERVICE 

 



- Quilters       _____  HELPING HANDS use the 
- Bake Goods/Donate Food for Funerals, New Mothers _____  SPIRITUAL GIFTS of: 
- Prayer Shawl Ministry     _____  ENCOURAGEMENT 
- Food Bank       _____  LISTENING 
- Visit Shut Ins      _____  MERCY 
- Eucharistic Minister     _____ 

 
Sharing Our Time and Talents with Committee Activities 

 
WORSHIP AND MUSIC COMMITTEE - The Worship and Music Committee plans and supports all services of 
worship through music and liturgy. 
   

Serve on the Worship and Music Committee  _____ 

ADMINISTRATIVE COMMITTEE - The Administrative Committee prepares the yearly budget, overseas the 
operations of the office and the administrative duties of the Church. 

Serve on the Administrative Committee  _____ 

PROPERTY COMMITTEE - The Property Committee is responsible for the maintenance and upkeep of the 
Church buildings and grounds. 
 

Serve on Property Committee _____  Help with Work Days (Spring and Fall) _____ 

SOCIAL MINISTRY COMMIITTEE - This committee leads, organizes and mobilizes the Congregation to do 
good deeds and help the needy.  The committee alerts members about social needs and service opportunities. 

Serve on the Social Ministry Committee  _____ 

EVANGELISM - Evangelism cares for all members of our congregation, welcomes new members and guests, 
and is active in spreading the good news to the surrounding community.   

Serve on the Evangelism Committee _____  Help with New Member’s Reception _____  

STEWARDSHIP COMMITTEE - The Stewardship Committee encourages members of the congregation to be 
good stewards of the gifts of time, talent and treasure so that we may carry out the mission of celebrating the 
Gospel of Jesus Christ. 

Serve on the Stewardship Committee _____  Help with Stewardship Mailings _____  

Provide Temple Talk    _____ 

FELLOWSHIP AND ARTS - This committee promotes a sense of community among our members, neighbors, 
and friends through planning and holding multi-generational fellowship events. 

Serve on the Fellowship and Art Committee  _____ 

CHRISTIAN EDUCATION AND YOUTH MINISTRY COMMITTEE - This committee overseas all aspects of 
Christian Education. The basic goal of the committee is to communicate an understanding of the bible and our 
collective Faith in the Holy Trinity. 

Serve on the Christian Education Committee _____ Sunday School Teacher  _____
 Sunday School Teacher’s Aide   _____ Sunday School Teacher Substitute _____
 Vacation Bible School volunteer   _____ Youth Ministry Adult Advisor  _____
 Help with Youth Fundraisers    _____ Be a Committee Member  _____  

Personal or Professional 
Certificates:______________________________________________________________________________
________________________________________________________________________________________ 
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