














































































































































































































































































































































































































TRINITY LUTHERAN CHURCH Number 4.20  

CAMP HILL, PENNSYLVANIA Subject Youth Room  

 Effective Date 09/08/2014  

 Team Youth Ministry   

 

CHURCH ACTIVITIES           
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I. GENERAL 

A. The Youth Room is for the primary use of the youth of Trinity and their guests.  It 

will be shared with other groups as approved by the Youth Ministry Team. 

B. This policy defines the operating rules and instructions concerning use of the Youth 

Room. 

 

II.  YOUTH ROOM RULES 

A. The Youth Room will be locked when not in use. 

B. Persons desiring to use the Youth Room must obtain permission from a member of 

the church’s staff or Youth Ministry advisors.  The person granting permission will 

be responsible to see that the Youth Room rules are followed. 

1. Permission to use the projector and screen must be given by the Director of Youth 

and Student Ministries and the requesting person or group must receive 

instruction from a member of the Youth Ministry Team prior to using the 

equipment. 

C. Groups using the Youth Room will see to it that proper care be given in the following 

ways: 

1. The room and equipment are not abused. 

2. Noise from the Youth Room does not disturb people in other areas of the Church. 

3. Upon leaving, the Youth Room must be returned to its proper condition. 

4. All electrical equipment and lights must be turned off and windows closed when 

leaving. 

5. If the projector and screen were used, the screen must be retracted and the 

projector must be turned off. 

D. Presence of any illegal materials or substances is expressly prohibited. 
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I. GENERAL 

A. Trinity Evangelical Lutheran Church maintains a Loan Fund to assist members of Trinity in 

the preparation for church vocations within the ELCA. 

B. This Operating Instruction outlines the policy concerning the administration of this fund. 

II. INSTRUCTIONS 

A. The administration of the ELCA Vocation Loan Fund is vested in the ELCA Vocation Support 

Committee. 

B. Finances for loans are derived from: 

1. An annual allotment from Trinity's operating budget to meet a minimum  beginning 

balance of $15,000.  

2. Contributions and memorials from congregational organizations, individuals, and 

other sources, subject to approval of the Congregation Council. 

3. Repayment of loans. 

C. An applicant for an ELCA Vocation Fund loan must: 

1. Be an active, confirmed member in good standing of Trinity Lutheran Church for a 

minimum of two years prior to application. 

2. Demonstrate an active interest in the work of the Church.   

  3. Be a graduate from a high school (or its equivalent), or a college with a record which 

is acceptable to the college, seminary, or other institution in which the applicant plans 

to enroll, or is enrolled. 

  4. Give evidence for financial need as required by Appendix A-11, Information and 

Instructions for Applicants. (requirement may be waived if funds are available). 

D. Application: 

1. In general, loans will be considered on the basis of written application using forms 

A-11and interview as required by the ELCA Vocation Support Committee.  

2. Loans may be requested for periods up to one year.  Applications for renewals may 

be made. 

  3. Applicants shall not seek funds from other areas of the church budget concurrent with 

receipt of funds from the Church Vocation Loan Fund. 

  4.   Applicants are expected to enroll in Lutheran colleges and seminaries.  A minimum 

of one year in a Lutheran seminary is required for all applicants who are studying for 

rostered ministry. 

  5.   New applicants shall appear before the committee for an interview. 
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II.  INSTRUCTIONS (continued) 

 

E. Loans: 

1. The amount provided to each person will depend upon the funds available in the 

ELCA Vocation Loan Fund.  Loans may be used only for tuition or other  

educational costs at the discretion of the ELCA Vocation Support Committee. 

2. Loans for tuition or instructional costs are paid directly to the college or institution 

according to the practice of the college or institution. 

3. All loans are made subject to the acceptance of the applicant for admission to the 

college or institution. 

  4. An annual status report (A-10, Status Form) shall be filed by the applicant during the 

loan period. 

F. Repayment of Loans 

1. The following conditions shall prevail concerning loans with the completion of the 

required educational program: 

a. As long as the person is employed in full-time or part-time Christian ministry 

in the ELCA or its affiliates, no repayment of the loan is required. 

b. For each year of full-time Christian ministry  following the date of 

completion of education and/or special training, 20% of the total amount of 

the loan will be forgiven. 

   c. Loans for persons employed in part-time Christian ministry may be forgiven 

at the discretion of the committee. 

   d.  Under extenuating circumstances, the committee can recommend to the 

Congregation Council that the entire amount of the loan be forgiven prior to 

the completion of 5 years of full-time Christian ministry. 

2. The recipient shall sign a promissory note when a loan is made which shall contain the 

above terms, and any others that may be deemed pertinent to the agreement. 

G. Refunds 

1. If a student leaves the institution before the end of the academic year for which the 

loan is made, due to illness, failure or any other cause, and if a refund of tuition or 

costs of instruction is made by the college or institution, then the prorated share of the 

refund shall be made to the ELCA Vocation Loan Fund. 

2. Should the recipient withdraw from church vocational  training, he or she shall no 

longer be eligible for aid.  The remainder of these funds shall be withdrawn, and the 

loan shall become repayable at once with interest at 6% per annum in accordance with 

the loan document. 



TRINITY LUTHERAN CHURCH Number   5.20                                                             

CAMP HILL, PENNSYLVANIA  

Subject   Authorization to  Expend Church Funds       

Effective Date    9/25/2013                                          

Committee   Finance                                                  

MISCELLANEOUS                                                                                                                             

I. GENERAL

A. Budgeted expenditures shall be paid when due.  Non-budgeted and special purpose

expenditures, as referenced in 11. B. below, shall be made in accordance with these

instructions. 

B. This Operating Instruction defines  these expenditures.

II. INSTRUCTIONS

A. The following expenditures will require approval of Congregation Council:

1. Non-budgeted items in excess of $500;

2. Any non budgeted item which will cause a committee to exceed its overall

allocation;

3. Memorial purchases outside the parameters of Policy Page 1.30.7 (Finance

Committee), or in excess of $1,000;

4. Extraordinary property related items to be paid from the Maintenance and

Improvement Reserve Account in excess of $1,000;

5. Any non-budgeted specific or budgeted non-designated expenditure or

expenditures which in the aggregate exceed $500 or 10% of budgeted line

item, whichever is greater.

B. In the case of the following special-purpose funds, the following limits apply:

1. The pastors have discretionary authority to expend Emergency Benevolence

Funds, writing checks themselves, within the limits of funds available. An

accounting of such funds shall be subject to review by the president of

Congregation Council and the chair of the Finance Committee.

Page 1 of  2
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II. INSTRUCTIONS (continued)

2. The Lead Pastor manages The Friends of St. Francis Loan Fund with the

assistance of a three-member advisory committee consisting of the president

of Congregation Council, the chair of the Administration and Personnel

Committee, and the chair of the Finance Committee. The Lead Pastor has

the authority to authorize loans up to $1,500. Larger loans shall require

approval of two members of the advisory committee, and are limited to

monies available in the fund. An accounting of such funds shall be subject to

review by the president of Congregation Council and the chair of the Finance

Committee.

The advisory committee shall be responsible for appropriate follow-up

correspondence to loan recipients regarding the loan repayment schedule.
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TRINITY LUTHERAN CHURCH Number   5.30                                                                   
CAMP HILL, PENNSYLVANIA

Subject   Benevolence Funding                                         
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Committee  Finance Committee                                        

MISCELLANEOUS                                                                                                                                         

I. GENERAL

A. The benevolence program of Trinity Church includes acts of Christian service and
support, providing gifts of time, talent, and treasure to minister to the needs of others, not
only in the immediate community and area, but also in the world at large.

B. Such acts shall help provide for physical, emotional, relational, and spiritual needs of
persons outside the congregation and, in times of emergency or disaster, to members of
Trinity Church. The following committees shall be responsible for administering
benevolence funding in accordance with procedures consistent with this funding Policy:
Social Ministry, Missions, Parish Ministry, and Youth.  

C. While secular projects may be considered, priority emphasis shall be given to acts and
support to organizations and persons with an expressed Christian mission or purpose.

II. INSTRUCTIONS

A. The potential recipient organization's purpose shall be in harmony with the Social
Statements of the Evangelical Lutheran Church in America.

B. In determining the recipients for Trinity Church's benevolence funds, the following
criteria will serve as guidelines:

1. All benevolence commitments shall be only for the year in which funds are
budgeted and recipients shall be so notified in writing.  A request for continued
support is not automatic, but will be evaluated on the basis of need as well 
relationship to other considered requests.

2. Priority will be given to those services which are church related, especially those
not able to receive government funding due to their Christian commitment.

3.  Within the framework of these guidelines, consideration will be given to 
supporting organizations or projects in which Trinity Church members are
involved in service.

4. Response to requests will place special emphasis on a diversity of need and
program. 

C. For purposes of determining and reporting benevolence for Trinity’s Annual Report and
the Synodical Parochial Report:

1.  The following shall be included:

a. Expenditures from the relevant budgeted amounts from the Mission,
Social Ministry, and Youth Ministry Committees;

b. Expenditures from budgeted and augmented giving from the Emergency
Benevolence Fund administered by Trinity’s ordained staff;
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II. INSTRUCTIONS (continued)

c. Cash donations to designated Mission and Social Ministry projects
including Servant Events (volunteer mission/ministry trips);

d Year-end excess of budgeted funds, i.e., receipts over expenses, which
have been designated for benevolence;

e. Annual distribution of earnings from the Endowment Fund according to
policy guidelines.

(1) Guidelines are expressed as a percent of earnings allocated to
benevolence, Maintenance and Improvement Reserve Account
(MIRA), debt reduction, and to reinvestment in the Endowment
Fund.

(2) Guidelines for distribution shall be reviewed every third year.

2. The following shall be excluded:

a. Parishioner and staff time and talent;

b. In-kind giving of material, supplies, etc.

c. Tangible gifts of individual parishioners for specific projects: e.g. food,
blankets, Christmas gifts.

D. It is the practice and expectation that undesignated bequests are tithed to benevolence.
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Guidelines for the Pastor’s Discretionary Fund shall be as follows: 

I. Ordained staff shall be signatories to the account. 

II. Funds shall be derived from budgeted benevolence (Parish Ministry Benevolence) and 

designated gifts. 

III. Funds shall be used for short term financial assistance for members. 

IV. Funds may be used for non-members on a once annually basis and shall be limited to 

emergency food provided by voucher at local merchant. 

V. Non-member assistance shall be provided, along with information about local agencies and 

social service ministries as available or appropriate.  

VI. Confidential records shall be maintained of assistance provided. 

VII. An annual accounting of total income, expenses and balances shall be provided by the 

financial administrator to the Finance Committee.  All recipients’ names shall remain 

confidential. 
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Congregational meetings are held annually and on special occasions as prescribed by the 
Constitution and the Bylaws.  The preparation and conduct of the meetings should include but not 
be limited to the following: 

 
l. Preparation: 

 
A. Invite questions in advance from the congregation.  Such questions should be in 

writing and addressed to the Congregation Council President at least one week prior 
to the Congregational Meeting.  This provision is not applicable to special meetings 
called for one specific issue. 

 

B. Prepare a written agenda, including the names of council nominees, if applicable.  
The agenda for special meetings of the congregation must be limited solely to those 
items for which the meeting is called.  The agenda for annual meetings of the 
congregation will include the following: 

 
● Call to order 

● Approval of minutes of previous Annual Congregational Meeting and 
any special congregational meetings. 

● Unfinished business 

● Election of members of council 

● Other new business 

● Recognition of outgoing council members 

● Comments for the good of the order 

● President's remarks 

● Introduction of new president 

● Adjourn with the Lord's Prayer 

 
C. Written ballots must be used for certain actions consistent with the Constitution and 

the Bylaws.  Materials are to be available for any required written ballots.  At 
Annual Congregational Meetings, written ballots should also be available listing the 
persons nominated for council by the Congregation Council with spaces for 
additional nominees in case there are any nominations from the floor. 

 
D. Microphones should be conveniently placed in the center aisle and the balcony for 

use by the congregation. 

 
E. The President should secure tellers for the meeting and should designate a head teller.  
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F. Prior to the meeting, the Office Manager should provide the President with number 
of voting members in the congregation so that the number required for a quorum can 
be established. 

 
2. Conduct of the meeting 

 
A. The president and the secretary should be in a position to view the entire 

congregation and to be seen and heard by the congregation. 

 
B. The President should indicate to the congregation the number of voting members 

required for a quorum. 

 
C. When requested by the president, the tellers shall count by show of hands only those 

members of the congregation eligible to vote.  

 
D. All speakers from the congregation should use a microphone, identify themselves 

before making or seconding motions. 

 
E. All vote counts, either by written ballot or by show of hands, shall be reported to the 

President by the head teller and announced to the congregation before the close of 
the meeting. 

 
F. Meetings of the congregation shall be adjourned with a prayer. 



TRINITY LUTHERAN CHURCH Number 5.60                                                

CAMP HILL, PENNSYLVANIA Subject Membership Information 

 Effective Date 11/10/1996 

 Reviewed/Affirmed 02/03/2015  

 Committee Administration & Personnel               

 

MISCELLANEOUS 
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I. GENERAL 

It is the policy of Trinity Evangelical Lutheran Church not to release membership lists, 

addresses or telephone numbers or other information contained therein, from the church 

office other than for church business. 

II. INSTRUCTIONS 

A. Office staff and volunteers must treat all membership information as confidential. 

B. A Church Directory shall not be given to an outside organization. 



TRINITY LUTHERAN CHURCH Number 5.70  

CAMP HILL, PENNSYLVANIA Subject Keeping Kids Safe   

 Effective Date 12/8/2014 
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I.  STATEMENT OF PURPOSE 

 

Recognizing the importance of ensuring a safe environment to protect children from abuse, 

Trinity Lutheran Church authorizes, requires and supports our Keeping Kids Safe program to 

provide an effective system to reduce the risk of abuse, deter perpetrators though a screening 

process and respond appropriately if an incident occurs. 

 

II. INSTRUCTIONS 

 

A. All employees, including program and rostered staff, and all volunteers engaging in the 

care, supervision, teaching, escorting, and transporting of children under the age of 18 

shall be educated and screened in accordance with the Keeping Kids Safe program of 

Trinity Lutheran Church. All support staff shall be required to attend in-house training 

every three years and review and sign the Covenant of the Guidelines for Working 

with Children and Youth (Appendix 20) annually as part of their supervisor’s review. 

This requirement includes all chartered/sponsored scouting organizations. There shall 

be no exceptions to this policy. 

 

 B. Keeping Kids Safe program professional staff requirements shall include: 

 

1. Participation no less than once every three years in a recognized professional 

educational seminar or online training module describing legal definitions of 

abuse, indications of abuse, reporting, response to allegations, appropriate 

expressions of affection, and description and purpose of the screening process.  

Participants must include all Trinity Preschool Playgroup Staff, and all other 

Trinity rostered and program staff who work directly with those under age 18. 

 

2. Completion of Criminal Background check upon hiring and once every 36 

months thereafter including: 

 

PA State Police Criminal History Record Information (SP4-164) 

Child Abuse History Clearance Form (CY-113) 

Federal Criminal History Background Check (with submission of fingerprints) 

 

3. Read and sign the Covenant of the Guidelines for Working with Children and 

Youth (Appendix 20) annually as part of supervisor’s review. 

 

 C.   Keeping Kids Safe Volunteers with regular supervision of children and youth including 

but not limited to Sunday Church School Teachers, Nursery Care Providers, Youth 

Group Advisors, and Youth Group chaperones will be subject to an approval process 

which includes in this order: 
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1. Interview with Youth Ministry Director, Director of Children’s Ministries, or 

Nursery Coordinator. 

 

2. Completion of the Keeping Kids Safe Volunteers Information Form (Appendix 

21) including affirmation in writing that he or she is not disqualified from 

employment or service related to working with children {pursuant to 6344(C)} or 

“has not been convicted of an offense similar in nature to those crimes listed in 

subsection (C) under the laws or former laws” of any other jurisdiction. 

 

3. Completion of criminal background checks (fees to be paid by Trinity Lutheran 

Church).  It is understood that copies of previous reports may not be used in place 

of reports requested directly by Trinity Lutheran Church. 

 PA State Police Criminal History Record Information (SP4-164) 

 Child Abuse History Clearance Form (CY-113) 

 Federal Criminal History Background Check (with submission of 

fingerprints) if the volunteer has not been a continuous resident of PA for 

the previous 10 years. 

 

4. Participation in an educational session either online or in person that covers reasons 

for this screening process, legal definitions of abuse, indicators of abuse, reporting 

as well as response to allegations, and appropriate expressions of affections. 

 

5. Upon successful completion of the requirements, the candidate shall be given the 

Covenant of the Guidelines for Workers with Children and Youth (Appendix 

A-20) to review and sign. The Directors will then coordinate the placement of the 

volunteer in a position working with children or youth. 

 

6. All approved volunteers will be added to the Roster of Keeping Kids Safe 

Volunteers and all pertinent paperwork shall be collected by the Director of 

Children’s Ministries and secured in the Keeping Kids Safe File located in the 

director’s office. 

 

7. All Keeping Kids Safe Volunteers shall participate in periodic education sessions, 

and re-take the training at least once every three years. 

 

8. All Keeping Kids Safe Volunteers will review and re-sign the Covenant of the 

Guidelines for Workers with Children and Youth (Appendix A-20) annually. 
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D.  As needed or Last-minute volunteers 

   

Last-minute volunteers (i.e. last minute parent classroom helpers or last- minute youth 

volunteers) may assist a KKSV for no more than three hours per year or one event without 

going through the process to become a Keeping Kids Safe Volunteer. Last-minute volunteers 

will always be under the supervision of a KKS approved volunteer and every attempt will be 

made to not require the use of short-term volunteers. 

 

 

E.  Volunteers under age 18 

 

Assistance by individuals under age 18 shall be allowed only after the individual has 

participated in an educational session that reviews the Covenant of the Guidelines for 

Workers with Children and Youth (Appendix A-20).  Volunteers under age 18 are not 

required by law to obtain criminal background checks. 

 

 

F.  Volunteers new to Trinity Lutheran Church or Requiring Further Screening 

 

1.   Assistance by individuals with less than six months active participation in the life of 

Trinity Lutheran Church may be subject to additional screening and shall be utilized only 

as directed by the Director of Children’s Ministries and/or the applicable professional staff 

member. 

 

2.   Individuals for whom the staff interview raises concerns will be subject to additional 

screening.  This additional screening will include: 

 

a. Completion of the Keeping Kids Safe Volunteer Information Form 

 

b. Review and evaluation of the following by no less than three members of the 

professional staff:  

 

    (1)  Completed Keeping Kids Safe Volunteer Information Form 

(Appendix A-20) 

 

    (2)  Reports from communication with personal references 

 

    (3) Criminal Background Check Report 

 

 c. A unanimous affirmative decision of the aforementioned will be required to 

approve service. All decisions are subject to review by the Lead Pastor. 
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       3.  Upon receipt of a favorable decision, the candidate shall be required to participate in the 

training and will be given the Covenant of the Guidelines for Working with Children 

and Youth (Appendix A-20) to sign. The Director will then coordinate the placement of 

the volunteer in a position working with children. 

 

    4.  All requirements listed in section C, 3-6 will also apply to these volunteers. 

 

 

III. INCIDENT REPORTING AND RESPONSE 

 

A. According to Pennsylvania Department of Public Welfare, a mandatory reporter is 

defined as “An individual paid or unpaid, who, on the basis of the individual’s role as an 

integral part of a regularly scheduled program, activity, or service, accepts responsibility 

for a child”.  In addition it includes “Clergyman, priest, rabbi, minister, Christian 

Science practitioner, religious healer or spiritual leader of any regularly established 

church or other religious organization”.  Therefore, all those working directly with 

children in their role at Trinity are considered mandatory reporters.   

 

B. If a volunteer, staff member, or employee suspects abuse of a child or suspects an adult 

offender within the congregation, Pennsylvania state law requires the individual to 

contact the Pa Department of Welfare CHILDLINE at 800-932-0313.  The law states 

that: “Persons who, in the course of their employment, occupation or practice of their 

profession, come into contact with children shall report in accordance with 23 Pa. C. S. 

A. 6311 (relating or reporting procedure) when they have reasonable cause to suspect on 

the basis of their medical, professional or other training experience, that a child coming 

before them in their professional or official capacity is an abused child.” 

   

B. Additionally, Trinity Lutheran Church requires the individual to notify their direct 

supervisor, Lead Pastor or Congregation Council President immediately. The direct 

supervisor, Lead Pastor or Congregational Council President may not dissuade the 

individual or make an independent determination of whether to report.   

 

 D. The mandated reporter, however, may request that the direct supervisor be present when 

the report to CHILDLINE is made. 

 

 E. Within 48 hours of making the report to CHILDLINE, a written report of suspected 

child abuse shall be made to the county children and youth agency where the abuse 

occurred. The Lead Pastor, or in his/her absence, the Congregational President shall 

engage the reporter, as needed, in preparing the CY-47 form (Appendix 20a) and shall 

supply the reporter with a copy of the completed form as filed.   If the suspected abuse 

occurred in Cumberland County, the Office of Child Protective Services at 16 W. High 

St., Suite 200, Carlisle, PA 17013 is the agency to contact (717-240-6120).   
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 F.  The Lead Pastor shall also notify the ELCA Synod Office and supply a copy of form 

CY-47 to the Synod Office.  The Synod Office may provide advice and consultation to 

the Lead Pastor and mandated reporter.  The Lead Pastor shall also provide pertinent 

substantive information as regards the progress of a reported filing as appropriate.  

 

 G. All parties with knowledge of the report must maintain utmost confidentiality about the 

incident and exercise proper judgment, sensitivity, and compassion with both victim(s) 

and perpetrator(s). 

 

 H. Any/all media contacts to Trinity Lutheran Church regarding an incident shall be referred 

to the synod office. 

 

 

This reporting policy and protocol shall be strictly followed.  Per PA statute, the penalty for 

failure to report suspected child abuse is a third-degree misdemeanor for the first violation and a 

second-degree misdemeanor for a second or subsequent violation.    
 

 

 

PLEASE NOTE:   

 

This policy shall come into compliance with any such changes in statute and shall be reviewed, updated, and edited by 

the Administration and Personnel Committee for Congregational Council ratification within 60 days of any statutory 

enactment.   

 

The Administration and Personnel Committee shall maintain a pro-active stance as regards the statutory update 

resulting from the current bills, beginning every 90 days after the adoption of this policy by Congregational Council 

and shall take action to amend this policy as appropriate. 
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I. General  

Trinity may from time to time use print or electronic photos of members or attendees at 

church events in its publications and website.   

II. Guidelines 

 

The following guidelines for use of photos will be followed: 

A. Will attempt not to post anything that would be embarrassing, objectionable or 

hurtful to anyone in the photo.   

B. Will ask permission before posting the photo if someone is known to be shy about 

being photographed. 

C. Will not list names in captions with photos except for pastors/staff or other members 

who have given expressed written consent. 

D. Will provide photo credit if desired by the photographer and will honor copyright and 

any restrictions associated with the use of the photo. 

E. Will remove any photo immediately when requested by the person in the photo or the 

parent/guardian of the child in the photo.  Requests may be made by contacting the 

webmaster at webmaster@trinitycamphill.org or the church office at 737-8635. 

NOTE:  While Trinity does not publish home addresses, please be aware there are a number 

of websites that provide white pages, or extensive listings of mailing addresses based on 

people's names. 

 

mailto:webmaster@trinitycamphill.org
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Christian Marriage 

The Christian marriage service provides the context of scripture, praise 

and prayer within which two persons make a lifelong commitment to 

each other.  It is a service of worship full of joy and gratitude for the 

goodness of creation in which people are not spectators but 

participants.  Because it is a service of worship, the church is committed 

to the use of specific liturgies, scriptural passages, hymns, and music.  It 

is important, therefore, before planning your wedding service that you 

consult with the presiding pastor and Director of Music who will guide 

you in your planning.     

All worship at Trinity is shaped by our commitment to the Christian faith 

as expressed in our Lutheran Heritage.  The presiding pastor, therefore,  

will have the final authority in the design and conduct of the service. 
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Wedding Date: 
Reserving your wedding date on Trinity's Church calendar and engaging your 
presiding/officiating pastor is of primary importance prior to further wedding 
planning as weddings and other events are scheduled on a first-come-first-
served basis. 
 
Please contact the church office and speak with the staff person responsible for 
wedding planning NO LATER THAN ninety days prior to your anticipated 
wedding date.   
If you would like a specific Trinity pastor to preside at your wedding, you need 
to speak with that pastor and verify/reserve the date and time.  Please bear in 
mind there are certain times of the year when weddings may not be scheduled.  
Those times include but are not limited to: 

 New Year's Eve and New Year's Day 

 Holy Week, including Easter 

 Thanksgiving Day and weekend 

 Christmas Eve and Christmas Day 
 
We strongly recommend you reserve your wedding date on the Trinity church 
calendar before ordering invitations.   
 

Presiding/Officiating Clergy: 
It is expected that one of the pastors from Trinity will preside at your wedding.   
Typically the pastor on call for a particular weekend will be the officiating 
pastor.  Please choose your date accordingly.  If a specific Trinity pastor is 
requested, details must be worked out with that pastor prior to setting a date.  
The presiding pastor will be responsible for the   pre-marriage preparation 
unless other arrangements have been made.   
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Guest Clergy: 
If you desire to have other clergy preside or participate, you must receive the 
consent of the presiding Trinity pastor.  All weddings at Trinity are conducted in 
accordance with Lutheran understanding and practice.  
 

Pre-Marriage Preparation: 
Pre-marriage preparation is required by all pastors at Trinity prior to your 
wedding service.  A minimum of three sessions is usually required including the 
following:  

 The building and nurturing of the marriage relationship in the Christian 
context is discussed. 

 The wedding service is planned in collaboration with the presiding 
pastor and the Director of Music.  

 Information for the wedding license is provided. 
 

Celebrating Communion: 
Communion is a meaningful sacrament to celebrate during a wedding. If you 
desire to celebrate communion, please discuss this with the presiding pastor.    
 

Bulletins: 
Trinity will, upon request, print wedding bulletins in standard covers provided 
either by you or the church.  All bulletin materials and information must be 
submitted to Trinity office staff at least two weeks prior to the wedding. 
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After the Ceremony: 
To help preserve our environment, only birdseed and bubbles may be 
used outside.  Only artificial flower petals may be used inside. 
 

Photographs: 
Because a wedding is worship, we ask that no pictures using flash 
photography be taken during the spoken part of worship (the liturgy).  
Please ask the photographer to speak with the presiding pastor prior to 
worship. 
 

Videotaping: 
The wedding may be videotaped.  The videographer may set up a 
stationary camera in the balcony and/or on the main floor.  A circulating 
videographer is not allowed. 
 

Candles & Unity Candle: 
In the Nave, an optional pair of seven-candle floor candelabra are available for 
use in the chancel area (next to the altar).  The full candlelight option involves 
attaching candelabra to the center aisle end of every other pew.  The aisle 
candelabra are not available for use in the chancel area (choir pews). 
 
In the chapel, the candlelight option consists of placing the candles in hurricane 
globes on the window sills.   
 
All candles used in these options are provided by Trinity. 
 
A Unity Candle may be used.  You are responsible to provide these candles. 
Trinity has a stand that may be used or you may use your own.  
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Marriage License: 
You, as a couple, need to have a valid Pennsylvania marriage license. 
Current PA law allows couples to get a license in any county up to sixty 
days prior to the wedding. 
 

Limousine Service: 
If a limousine service is used, please arrive at Trinity no later than thirty 
minutes before the ceremony is to begin.   
 

Rehearsal: 
Please schedule the rehearsal with the pastor at a time when the 
greatest number of the wedding party can attend. All participants are 
asked to be on time and maintain proper decorum.  Rehearsals last 
approximately one hour.   
 

Organist: 
The Director of Music serves as organist/pianist for all weddings at 

Trinity.  If another organist is desired, the couple must clear this with 

the Director of Music.  The guest organist is expected to be familiar with 

the operation of a three (3) manual, 75 rank pipe organ, and preferably 

be a member of the American Guild of Organists (AGO).  The guest 

organist is expected to consult with the Director of Music concerning 

the selection of music and adherence to the church's guidelines. 
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Music: 
A marriage ceremony is a worship service where the assembled people 
of God join in praise and praying God's blessing upon the wedding 
couple. Therefore the music should reflect the reverence and joy of the 
occasion.  As with all worship, a wedding shall be done with dignity and 
high quality.  Selection of all music shall be made in consultation with 
Trinity's Director of Music. 
 
 Vocal music with non-sacred text will not be permitted.  The rehearsal dinner 

or wedding reception would be a more appropriate setting.   
You are responsible for scheduling a meeting with the Director of Music 
to discuss music selection.   
  
The following website is available to preview music:   
http://www.trinitycamphill.org/WeddingMusicInformation/WeddingMusic.htm. 
(Go to www.trinitycamphill.org ,then "Quick Links", then "Wedding Service Music") 

 
Singing hymns is one way to include greater participation by those attending. 
The Director of Music will be able to assist in choosing appropriate music.   
 

Sexton, Sound Technician and Wedding Assistant:  
There will be at least three other people involved in the wedding.   

 The sextons provide set up and cleanup of the Nave and dressing 
areas both before and after the wedding. 

 The sound technician runs the sound board in the Nave.  This is 
necessary even if the pastor is the only one speaking, as volume 
changes depending upon the number of people in the Nave. 

 The wedding assistant helps the pastor and wedding party with the 
coordination of the details for the rehearsal and wedding service. 

 See fee schedule, page 10. 

 

 

 

 

 

http://www.trinitycamphill.org/WeddingMusicInformation/WeddingMusic.htm


Page 8           Trinity Evangelical Lutheran Church 
 

Dressing at Trinity: 
The wedding party may get dressed at Trinity. Women may have access to the 
library on the first floor.  Men may use the choir room, located in the 
basement.   
 
 

Nave, Fellowship Hall & Chapel: 
The Nave is generally used for larger weddings.  There are 18 pews on each side 
of the main floor, which allows seating for about 350 guests.  The Fellowship 
Hall is a modern, flexible, and medium-sized venue that seats 300.  The Chapel 
is available for those desiring a smaller venue.  The Chapel can comfortably 
hold about 50 guests. 
 

Flowers and Decorations:  
It is your responsibility to order flowers, if desired.  Consult with the pastor as 
to placement and number of arrangements.  Vases need to be provided by the 
florist.  
 
Participants have use of the worship space and dressing area for three hours, 
including the ceremony.  All decorations, including floral arrangements, must 
be in place and removed within that time period unless otherwise approved in 
advance.  Only floral clamps are allowed to secure bows or arrangements on 
the pews.  No tape, wire or glue is permitted for decorations. The use of aisle 
runners is strongly discouraged.  

 
Receptions:   
Fellowship Hall and the Library are available for wedding receptions.  These 
rooms should be reserved as early as possible.  Saturday receptions in the 
church building must be completed by 2:00 PM.  We do not have a group in the 
church to cater receptions; outside arrangements must be made.  Neither 
smoking nor the consumption of alcohol is permitted on the premises.   
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Finances: 
 
Trinity Lutheran Church does not look upon weddings as a source of 
revenue; however, there are expenses associated with services of the 
staff and the use of the building for rehearsals, weddings and 
receptions.   
 
A fee of $100 is to be paid upon reserving the church.  The check is to be 
made payable to Trinity Lutheran Church and sent to the attention of 
the Financial Administrator.  This fee is non-refundable if the wedding is 
cancelled with less than one month's notice.   
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Wedding Fee Schedule:  

 
Due upon reserving the wedding date.   $100 
 
 
Due two weeks before the wedding service: 
 
 Main Sanctuary (Nave)    $300 
 Fellowship Hall     $200 
 Chapel      $100 
 
 Pastor Honorarium    $300 
 Director of Music     $175 
      Rehearsal w/ soloist or instrumentalist  $  25 
  Fee for soloists or instrumentalist  
  arranged through Director of Music 
 Wedding Assistant    $  75 
 Sound Technician  (Nave and Fellowship Hall) $  50 
 
Optional 
 Aisle candelabra (Nave only; fee only if used.) $  50 
 Hurricane globes (fee only if used)   $  25 
 
Receptions 
 
 Separate fee schedule applies.   
 

Reminder:  
 
Marriage license, bulletin covers including all information to be printed 
and all fees are to be submitted to Trinity Church office a minimum of 
two weeks prior to the wedding.   
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Donation Information 

 
 
Name: Date: 

 
Address: Phone Number 

 
Item Description: 

 
 
 
 
 
 
 
 
Display requirements (heat, light, security, etc) and suggested placement: 

 
 
 
Restrictions: 

 
 
 
Estimated Value: Basis for Valuation (cost, appraisal, etc) 

 
 
I have read and understand the Guidelines for the Donation of Art and Objects of 
Value. 

 

 
 
Signature 

 
 
 
 
 
 
 
 

(Note – Opposite Side) 


