COMMUNICATION GUIDELINES
Purpose:

The church is committed to effectively communicating our mission, vision, and values in an effort to help people develop in their Christian life as a part of the church community.  Our hope is that these guidelines will help church members communicate in an efficient, cohesive, and consistent manner, which honors Christ and His church.

Basics:

1. Utilize communication avenues in a way that enhances the message and at the same time facilitates good stewardship of resources (time, energy, people, and materials).

2. Always include the church logo, complete address, phone, email and website addresses on every public piece.  Many internal pieces would also benefit from this addition. The logo is available from the office.

3. Thoughtfully prepare each piece and cover the necessary basics of who, what, where, when, why and how.

4. Have a proofreader check accuracy of dates, days, times, names, punctuation, spelling, style, format, and content.

5. Step into the shoes of a new person and consider if they would understand the piece and what their reaction would be to certain phrases or the appearance of the piece?

6. Question anything that may raise a red flag for you or someone else.

7. Convey the message with the mind and heart of Christ.

Mailboxes:

You are encouraged to use the church mailboxes for in-house and denominational ministries communication.  Please coordinate mailbox pieces with the staff contact for your ministry area. Each ministry area is encouraged to stuff mailboxes with their ministry information.  Distribution of other information related to outside ministry promotion is not encouraged but may be considered for mailbox distribution if approved by the Administrator in consultation with Senior Pastor or Chair of Council.

Bulletin:

You are encouraged to submit worship or bulletin items by Wednesday at 12 noon to the bulletin secretary. These may be called in to the office or emailed to the church office.  Some modifications and editing may happen due to space, consistency, tone, and clarity needs. Please coordinate announcements with the staff contact of your ministry area. (i.e., cc them on emails).

Newsletter:

The newsletter plan is developed the last or first week of each month at a meeting with a deadline of submission by the 15th and publishing the last Sunday or first Sunday of the month.  You may submit articles to the editor.  Please coordinate your submission with the staff contact for your ministry area.

Facility Reservations:

The reservation book is available in the office for scheduling the facility for ministry usage.  If you want to use a room for ministry, you need to reserve the room prior to the event.  Please contact the church secretary for non ministry event scheduling.

Web:

You are encouraged to update your ministry information on the web.  Please review your addition with your ministry staff contact prior to entry.  Login and password are available from the staff person.

 Here are some specific suggestions for web additions.

1. “Chunk” text (break into bite-sized pieces) for quick and easy consumption.

2. Break paragraph points into bulleted lists.

3. Use short phrases instead of full sentences to make a point.

4. Be direct.  Use active voice.

5. Make one point per paragraph.

6. Avoid empty phrases, market-speak and floweriness.

7. Eliminate vague modifiers (e.g., really, very, actually, sort of, etc.)

8. Inverted pyramid—employ the “inverted pyramid” style of writing—place the main point of the topic in the first or second sentence instead of leading up to the topic sentence with introductory sentences.

Letterhead, envelopes, mailing

Letterhead and envelopes are available in the office.  If mailing, please coordinate postage use with the staff contact for your ministry area.

Bulletin Boards, Foyer, Activity Center Displays

Please communicate with your ministry staff contact regarding need for space. Please post in reservation book when you need space for a Sunday display.  Please take care of your own set up and takedown. The Sunday foyer displays should be focused on ministry communication and enhance our experience before entering the Worship Center.  The activity center may be used on Sunday for signups related to fundraising or events.  Please use the other days of the week for fundraising payments and exchange of merchandise.

Outdoor Sign

The sign is scheduled for updates on Monday, Wednesday, and Friday.  You may request externally focused communication to be placed on the sign.  Please coordinate this with the church secretary.

Severe Weather

Ministry cancellations may be posted on the church website.  Please contact the staff contact for your ministry area for procedure.  Please communicate as appropriate when you are canceling an event due to our policy of all events cancelled if a tornado watch or warning is in effect one hour before any church function.  You may also choose to communicate cancellation of an event due to a severe winter storm warning or blizzard warning.

