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Policy Statements 

 

The Congregation Council has approved this Policy Statement Manual to be an 

assembled collection of the congregation’s policy statements. 

 

Time and circumstances indicate the need for specific policy statements so that there is 

consistency and fairness for all people.  The statements also protect the congregation 

and individuals from misunderstanding. 

 

As Bethlehem Lutheran continues in its mission and ministry, these policy statements 

assist the congregation in knowing the expectations of the congregation. 

 

 November 2011 
 



Marriage 
 

 

On the third day there was a wedding in Cana in Galilee, and the mother of 

Jesus was there.  Jesus and his disciples had also been invited to the 

wedding.   
John 2:1 

 
PURPOSE:  “Marriage is a gift of God, intended for the joy and mutual strength of those 

who enter it and for the well-being of the whole human family.  God created us and 

blessed humankind with the gifts of companionship, the capacity to love, and the care and 

nurture of children.  Jesus affirmed the covenant of marriage and revealed God’s own self-

giving love on the cross.  The Holy Spirit helps those who are united in marriage to be 

living signs of God’s grace, love and faithfulness. 

 

“Marriage is also a human estate, with vows publicly witnessed.  The church in worship 

surrounds these promises with the gathering of God’s people, the witness of the word of 

God, and prayers of blessing and intercession.”  (Evangelical Lutheran Worship, page 286) 

 

The marriage liturgy is normally preceded by a period of preparation.  Typically, beginning at least six 

months before the marriage, this time of preparation may involve those to be married in conversation 

and counsel with the pastor and with other couples regarding the liturgy of marriage and the gifts and 

responsibilities of marriage.  

 

Couples will meet with the pastor.  The number of sessions will be determined by the pastor.  These 

sessions will include time for the planning of the ceremony and will include dialog regarding the nature 

of marriage.  Couples may choose to seek outside counseling.  The counselor will provide verification to 

the presiding minister. 

 

The pastor of Bethlehem Lutheran Church will be the presiding minister at all weddings.  Other clergy 

may assist if desired by the couple.  Other clergy may sign the wedding license if credentials are filed in 

Wisconsin. 

 

Because of the solemn nature of the season, weddings during Holy Week are not appropriate and will 

not be scheduled (6:00 p.m. the eve of Sunday of the Passion through 6:00 p.m. Holy Saturday).  

Likewise, the pastor will not conduct weddings on traditionally family holidays. 

 

Alcohol on church property is prohibited.  If members of the wedding party appear to be impaired by 

alcohol or other drugs, the pastor has authority to postpone the wedding. 

 

At no time will there be lewd or suggestive slogans on church property or upon apparel of any member 

of the wedding party. 

 

There is no smoking in the church building. 

 



Rice, birdseed, confetti, or silly string are not permitted.  If any such material is used, the responsible 

family will be expected to clean up or be charged $25.00 extra.  If some means of celebration is 

desired, bubbles would be an acceptable alternative. 

 

Couples from Wisconsin need to attain the marriage license from the county of residence prior to the 

wedding.  Couples who are both from out of state need to obtain their license in Green County. The 

couple should consult the County Clerk for the most accurate information. 

 

Decorations should be in good taste and in keeping with the practice of the congregation.  

 

Musicians (instrumentalists, vocalists, or organist) need to be arranged by the wedding couple.  Names 

of available musicians may be available from the church. The agreed-upon fees must be paid before 

the wedding. 

 

Music can be interspersed during the lessons and at other appropriate points in the order 

of service.  Because a wedding is a worship service, including a congregational hymn 

provides another option for wedding music. 

 

So-called “secular music”, being an artistic expression of love, emotion, faith, etc., may be 

appropriate within the context of the wedding service.  The couple should make their 

musical selections with care and sensitivity to this regard.  The presiding minister will 

approve musical selections prior to the service.  If a piece of music is deemed inappropriate for the 

context of worship, alternate suggestions may be offered.  

 

If the couple wishes to have wedding bulletins produced by the church office, they will consult the 

office secretary for processing and duplicating bulletins.  If the office secretary does the bulletins there 

will be a minimum fee that will be included in the charges. Couples may also prefer professional 

printers print bulletins.   

 

Once the wedding party enters the sanctuary, flash photography is discouraged. A statement of this 

nature will be included in the wedding bulletin.  Professional photographers need to meet with the 

presiding minister before the service to discuss their involvement.  We recommend taking as many 

pictures as possible before the service. 

 

The couple may wish to schedule a rehearsal before the wedding.  All members of the wedding party 

need to attend.  Length of the rehearsal is dependent on the size of the wedding party. 

 

If the couple wishes to invite the pastor to the rehearsal dinner or the reception, the pastor needs to 

receive an invitation in a timely fashion. 

 

If the couple desires to have a reception at the church they need to submit a separate Building Request 

application. 

 

 

 

 



THE SERVICE 
 

The order of service allows for several options and can be adapted to circumstances and size. The 

couple must remember that a wedding is a time of worship and the focus is upon the glory of God. 

 

As the bridal party enters in procession a family member typically escorts the bride down the aisle.  

However, within Lutheran tradition true betrothal is considered a solemn and mutual promise.  

Therefore, it is certainly acceptable and encouraged for the bride and the groom to enter together. 

 

If a family member escorts the bride, the groom meets the bride at the front of the aisle and the escort 

then joins the rest of the family.  The church respects the individuality and the rights of the bride; 

therefore, we do not include a “presentation” or “giving away” of the bride within the order of service.  

The family, however, can stand behind the couple for the “Declaration of Intention” if they wish. 

 

There are usually two Scripture readings as well as the Gospel Reading.  A suggested list of readings is 

available. The couple may select special individuals to read the first two lessons.  The presiding minister 

normally reads the Gospel reading and offers a short reflection upon the readings in light of the 

occasion.  Non-Scriptural readings (poetry, literature, etc.) may be an appropriate addition to the 

reading of Scripture.  The presiding minister must approve any such additions. 

 

The couple may include a hymn for the congregation to sing.  This may be especially meaningful if 

there is no other vocal music. 

 

The service provides options for the exchange of vows.  The couple will select the vows they prefer.   

 

If wax candles are used within the service, all attempts must be made to protect the altar linens and 

carpeting from wax drippings. 

 

The wedding service may be celebrated in the context of Holy Communion.  The sacrament is not 

limited to the couple or the wedding party.  If circumstances prevent including the majority of the 

assembly in the meal, a service without communion is used. 

 

The Prayers of Intercession may be led by other individuals that the couple selects. 

 

Following the Blessing the couple may exchange an expression of peace and affection.  This indicates 

the beginning of the recessional.  A hymn may be sung. 

Before the wedding party leaves the church, all bags, clothing, and garbage needs to be removed. 

FEES 

All fees need to be paid one week before the wedding. 

Church:  (members)    $50.00  

          (Non-members)  $200.00 

Pastor:    $150.00 

Custodian:     $50.00 

Sound technician:     $25.00 

Office Secretary:    $30.00 (minimum) 

 (if doing bulletins) 

Clean-up if rice, etc.   $25.00 



Sacrament of Holy Baptism 

Jesus called for them and said, “Let the little children come to me, and do not stop 

them, for it is to such as these that the kingdom of God belongs.  Truly, I tell you, 

whoever does not receive the kingdom of God as a little child will never enter it.”  

Luke 18:16-17 

 

PURPOSE:  In Holy Baptism the triune God delivers us from the forces of evil, puts 

our sinful self to death, gives us new birth, adopts us as children, and makes us members of 

the body of Christ, the church. 

 

The Christian community at worship celebrates God’s gift of baptism in a number of ways.  

The sacrament itself normally takes place in the midst of the worshiping assembly as a sign 

that in baptism we are made one with Christ and with the whole people of God.  

(Evangelical Lutheran Worship, page 225) 

 

When a child is born the church should be notified and the family will be visited. 

 

A date for baptism is set and placed on the general calendar.  If there are extraordinary circumstances, 

the baptism may be scheduled for a time other than Sunday worship.  This decision is at the discretion 

of the pastor. 

 

The family and the pastor schedule a time for baptismal education.  The liturgy for Holy Baptism is 

reviewed and the parental responsibility of baptism is underscored. 
 

Typically, the congregation baptizes children whose parents are members of the congregation.  

Otherwise, there is usually a family connection to the congregation. 
 

If a child is baptized and the parents belong to another church, the membership of the child shall be 

transferred immediately to the congregation to which the parents belong. 
 

Sponsors (usually two) promise to support and encourage the parents’ promises of baptismal 

responsibility.  It is important to select sponsors who will accept that responsibility.  Parents should 

preferably choose sponsors because they are Christian, would take their promises seriously, and are 

members in a congregation that practices infant baptism.  If a sponsor cannot attend the baptism itself, 

someone can serve as a proxy at the baptism. 
 

If an adult desires to be baptized they will be accepted through the adult catechumenate program of 

the congregation. 
 

Because the sacrament of baptism is within the context of corporate worship, flash pictures are 

inappropriate during the service.  Time exposure (no flash) pictures may be taken.  After the service, 

any portion of the liturgy may be reenacted or posed for the purpose of pictures. 
 

Holy Baptism is a sacrament of the church that the pastor is expected to perform.  There is no 

honorarium asked of the pastor.  However, should a family choose to do so, a special gift to the 

congregation in Honor of the baptism is appreciated. 

 



Funeral Policy 
 

When we were baptized in Christ Jesus, we were baptized into his death.  We were 

buried therefore with him by baptism into death, so that as Christ was raised from 

the dead by the glory of the Father, we too might live a new life.  For if we have 

been united with him in a death like his, we shall certainly be united with him in a 

resurrection like his.   

Romans 6:3-5 

 

Purpose:  At a person’s death, the church shares the grief of those who mourn and 

remembers the brevity of life on earth.  At the funeral we give voice to sorrow, thank 

God for our loved one, and entrust this companion of ours into the hands of God.  

Trusting in God’s promise in baptism that we are claimed by Christ forever, we rest in the 

sure hope of the resurrection.  When the church gathers to mark the end of life, Christ 

crucified and risen is the witness of worship, the strength of mutual consolation, and the 

hope of healing. (Evangelical Lutheran Worship, page 279) 

 

The church should be notified about the death of a member as soon as possible.  A funeral home most 

usually notifies the pastor.  The pastor will attend to the family as soon as possible. 

 

If the funeral service will be at the church, the pastor shall be in charge of planning the service.  If there 

are favorite Bible passages or favorite hymns, those can be included in the service. 

 

The funeral service can include clergy of other Christian congregations.  The pastor of Bethlehem 

Lutheran Church will determine the degree of involvement. 

 

Funerals held in the church will normally be for members of the congregation for whom the 

congregation was normally part of their faith life.  Funerals may be held in the church for individuals 

who have a family connection to the congregation. 

 

When the funeral is at the church, the church or the funeral director will be responsible for: 

o Contacting an organist or keyboardist 

o Contacting a soloist if requested 

o Contacting the funeral assistants. 

o Contacting the lunch committee.  They shall establish the costs for the luncheon and the 

procedure to make sure there is food at the luncheon. 

 

When the funeral is at the funeral home, it is understood that the funeral home will be responsible for 

making all of the arrangements regarding the service. 

 

The funeral home pays honoraria directly to the musicians, lunch committee, and the pastor and then 

bills the family accordingly. 

 

Because the funeral service attempts to focus on God and the hope given to Christians through the 

death and resurrection of Jesus Christ, excessive flowers can become a distraction to the worship. 



Families should use discretion and only use a reasonable number of flowers in the chancel area of the 

church.  The family may leave up to two bouquets for worship the next Sunday. 

Holy Communion may be celebrated at the funeral service.  Since a Christian funeral is a witness to the 

resurrection of Christ it is an appropriate part of the event.  When Holy Communion is celebrated it 

must be open to the congregation and not limited to the immediate family of the deceased. 

 

Fees: 

 Suggested Pastor’s  

Honorarium  $125.00  

Custodian (sanctuary only) $25.00 

    (sanctuary & lunch)  $50.00 

 W-ELCA (luncheon)  $100.00 

    (non-member luncheon) $125.00 



Building Use 

For the sake of the house of the LORD our God, I will seek your good. 

Psalm 122:9 

 

Purpose:  Bethlehem Lutheran Church has been blessed and dedicated to the Glory of 

God.  The congregation has a responsibility to its members to maintain the building and 

personal property in good order.  The congregation also has a responsibility to minister 

to the community and neighborhood. 

 

Building use by Church Members (i.e. Anniversaries, Reunions, etc) 

1. Members interested in reserving the church building must make requests to the Church Office.  

The request must be submitted in writing (a form is available), and must include:  date, time, 

rooms to be used, desired set-up time. 

2. The Church Office will ensure that there are no conflicts with the church calendar and will 

submit the request to the congregation council or executive committee. 

3. Once approved the Church Office will confirm the event with the member. 

4. The members making the request shall be responsible for their own set up and clean up.  All 

furniture and equipment must be returned to the original location 

5. No fee is asked of church members.  However, a gift to the congregation would be appropriate. 

6. No alcohol will be allowed in the building or on the church property. Smoking is not allowed in 

the church. 

 

 

Building use by Non-Members (i.e. Anniversaries, Reunions, etc.) 

1. Non-members interested in reserving the church building will make requests to the Church 

Office.  The request will include:  date, time, rooms to be used, desired set-up time. 

2. The Church Office will ensure that there are no conflicts with the church calendar and will 

submit the request to the congregation council/executive committee. 

3. Once approved, the Church Office will confirm the event with the person requesting building 

use. 

4. The individuals making the request shall be responsible for their own set up and clean up. 

5. A fee of $100.00 must be paid to the church for its use.  This fee is payable at the time of 

reservation and is non-refundable if the event is cancelled within one week of the event.   

6. A contact person from the congregation will be assigned to the event.  Preferably, this is the 

person who will provide a key to the building and who will ensure the building is cleaned and 

locked afterward. 

7. No alcohol will be allowed in the building or on the church property. Smoking is not allowed in 

the church. 

 

Use by Non-Profit Groups 

1. Non-profit groups interested in reserving the church building will make request to the Church 

Office.  The request will include:  date, time, rooms to be used, desired set-up time. 

2. The Church Office will ensure that there are no conflicts and will submit the request to the 

Congregation Council/Executive Committee for approval. 



3. Once approved, the Church Office will confirm the event with the person requesting building 

use. 

4. Groups are responsible for their own set-up and clean-up.  All items must be returned to their 

original location. 

5. A contact person from the congregation may be assigned to the groups or a key may be issued 

to the contact person if the group will meet as a regularly scheduled event.  The contact person 

assigned (whether from the congregation or the non-profit group) will ensure the building is 

locked after use. 

6. When used for dinners or banquets that are cooked in the kitchen, an authorized 

representative of Bethlehem Lutheran Church must be present while the kitchen is in use.  The 

group will be responsible for clean-up. 

7. No alcohol will be allowed in the building or on the church property. Smoking is not allowed in 

the church. 

8. Donations for use of the building are appropriate. 

 

Use by For-Profit  Groups 

 

1. For-profit groups may not use the church facility.  

 

Keys 

Keys for the building are issued to Council members, the Pastor, staff members, financial secretaries, 

and others with a valid need for after-hours access to the building.  The Parish Secretary coordinates 

key distribution.  Requests may be submitted in writing to the church office.  The Executive Committee 

determines who receives keys and reviews the list of all key holders each December. 

 

Keys may not be duplicated.  Unauthorized duplication may result in loss of key privileges. 

 

Keys to the church office are issued to staff members, the Pastor, the Treasurer, Financial Secretaries, 

and others with a valid need for access.  The Parish Secretary coordinates key distribution and the 

Executive Committee approves the request. 

 

Keys to the Pastor’s office are issued to the Parish Secretary, Custodian, and Pastor only. 

 

Lending Equipment 

The congregation lends various items to members of the congregation:   

Tables and chairs located in the shed are available for use by active members for offsite events. 

Members may also borrow coffee pots and roasters. Arrangements must be made with the church 

office in advance. 

 

Empty Lot Usage 

Bethlehem Lutheran Field, adjacent to Jaycee Park, is available for community use free of charge.  

Requests for use of the field need to be made to the church office about four weeks prior to usage.  

The Congregation Council will consider the request at its next regularly scheduled meeting.  The space 

should be respected and left clean and free of debris. 

 



Weapons Policy 
 

Beloved, since God loved us so much, we also ought to love one another.  There is no fear in love, but 

perfect love casts out fear. 

1 John 4:11,18a 

 

Current laws in the state of Wisconsin allow persons with a permit to carry concealed weapons in all 

public buildings (including churches) unless posted otherwise.  While Bethlehem Lutheran Church has 

not taken steps at this time to post signs in a manner that satisfies state requirements to legally ban 

weapons from the premises, it is the official policy of this congregation that the church building and 

grounds is a “weapons-free” zone.   

 

As we gather in this place as followers of Jesus to receive the grace of Christ and proclaim the gospel of 

God’s reconciling love for all, the presence and use of weapons in this space are contrary to our 

baptismal identity and mission, and are therefore entirely inappropriate.   

 

We lovingly ask all congregation members, guests, and employees to respect this policy at all times. 

 

Computer/Technology Policy 
 

All computers, telephone systems, electronic mail systems, and voice mail systems are 

the property of the church and are to be used primarily for Bethlehem Lutheran 

Church’s business.  Use of these systems with the intent to harass, threaten, or 

intimidate another person or use of lewd, obscene, or profane materials will be 

subject to appropriate discipline by the Church and/or reported to the legal 

authorities. 

 

Computers have passwords and only those persons who need to use a specific computer have access 

to that computer.  Passwords may be changed as necessary.   

 

No laptop or notebook computers will be removed from the building. 



Other Policies of the Congregation 

 

Budget & Financial Audit 

The Executive Committee of the Council compiles and creates the church budget in the Fall of each 

year for approval by the congregation.  Team leaders need to submit their requests to the Executive 

Committee.  Once approved, each team or committee may manage and spend their budget without 

further approval.  However, to ensure availability of funds, purchases over $250 should be coordinated 

with the Church Treasurer. 

 

In accordance with the Constitution and Bylaws each year a financial audit will be performed on the 

financial records of Bethlehem Lutheran Church. 

 

Cancellations 

In the event that weather requires cancellation of worship or other events, every attempt will be made 

to alert those affected by the cancellation.  If Brodhead Schools close early or close for the day, all 

evening activities for Bethlehem will be cancelled. 

 

The decision to cancel worship will be made jointly by the Pastor, Council President, and Worship & 

Music chairperson.  If worship is cancelled, the answering machine will be updated and WEKZ 93.7 and 

WJVL 99.9 will be notified no later than 8:00 A.M. on Sunday morning.  Email notification and a 

message on the Bethlehem Lutheran Church website (www.bethlehembrodhead.org) will be posted as 

soon as possible. 

 

Deadlines 

Items for the bulletin need to be in the office by noon on Wednesday.  Deadline for the newsletter is 

the 15
th

 of each month.  The church office reserves the right to change these deadlines as necessary. 

Bulletin Boards 

Most bulletin boards are designated for use by certain groups.  The boards between the Narthex and 

the Fellowship Hall are maintained by the Sunday School/Education Committee.  The board by the 

Sanctuary window is maintained by the Church Office. The board in the Narthex is available for any 

group wishing to sign up for it.   

 

Employee Policies 

Holidays 

The Parish Secretary and the Pastor receive holiday benefits.  The following holidays are observed by 

Bethlehem Lutheran: 

 New Year’s Day 

 Good Friday (Easter Monday as an alternative) 

 Memorial Day 

 Fourth of July 

 Labor Day 

 Thanksgiving 

 Christmas Day 

 

 

 



Hours 

All hourly employees are required to submit a timesheet.  To be in compliance with state law, 

Bethlehem Lutheran Church needs to have a timesheet on file for each employee for each pay period.  

Timesheets are due by the deadline set by the Bookkeeper. 

 

Position Descriptions 

Each staff member has a position description.  These descriptions will be considered annually by the 

Executive Committee or as needed.  Any changes in expectations will be communicated to the staff 

member before changes take effect. 

 

Office Hours 

Office hours will be posted on the office door, in the weekly bulletin and newsletter. 

 

Parish  Protection Program 

Individuals volunteering in the congregation with children and youth activities must complete a 

background check and understand the policy document regarding the parish protection program.  

 

Parking 

There are two lanes under the carport that are designated as fire lanes and therefore, there will be no 

parking under the carport. 

 

Permission Slips 

Permission slips are required for any event where persons under 18 will leave the premises for a 

church-sponsored event.  The slip must be signed by a parent or guardian and received prior to 

departure. 

 

Prayer Policy 

In accordance to privacy issues the congregation must have written or verbal permission from the 

individual or from a member of the immediate family to be included in the list of prayer requests.  First 

and last names may be used with permission of the individual or immediate family.  However, this does 

not prevent members to pray for one another within their own prayer life. 

 

Sexual Misconduct 

Bethlehem Lutheran Church follows the same policy regarding sexual misconduct as the South-Central 

Synod of Wisconsin (ELCA) and the Evangelical Lutheran Church in America.  You may refer to their 

websites. 

 

Designated Donations 

Bethlehem Lutheran Church offers weekly opportunities to give for bulletins, communion elements, 

sanctuary lamp and altar flowers/plants.  The sponsorship costs are: 

 Bulletins --    $10/week 

 Communion Elements - $10/week 

 Sanctuary Lamp --  $10/week 

 Altar flowers/plants  $25/week 

A clipboard in the narthex is available for sign-up.  Payment needs to be made at least one week in 

advance. 


