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Department Leader Guidelines

Recruiting Volunteers

See attached.
Scheduling

It is your responsibility as the Administrator to make a monthly schedule (or delegate this to one of the volunteers on your team). The responsibility of making contact to remind team members when they are scheduled falls within each department as well. Once your schedule is complete, please submit to receptionist@heartlandstaff.com.
If your volunteers do not contact you when they are unable to serve at their scheduled time, it is then your responsibility to contact them. It is important that they be held accountable to their commitment. This creates a culture of personal responsibility, helping us all to grow together.
Conduct

Confidential Information

The opportunity to serve carries a sacred trust that must be honored in order to maintain the safe environment that leads to healing and wholeness for each of us.

At times volunteers, while in the line of duty, may hear or see private information about others. This information is confidential and must never be disclosed to others except as required in assisting the person in question. 

The standard is this: Do not share anything with anyone unless they are part of the problem or part of the solution. If you have concerns about someone’s conduct, the pastors are a part of the solution; report it to the Executive Pastor.

Dress Code

It is important for everyone representing Heartland to project a positive image.  Clothing should be neat, clean, and appropriate to work duties. Casual dress is appropriate for most work. Please communicate to your team the following principle: If you have questions about the appropriateness of a particular outfit, it is better to choose not to wear it.
E-mail, Computer usage

Your church-provided email is not to be used for the creation or distribution of any offensive or disruptive messages. Church computers or other electronic equipment are not to be used to obtain, view, or reach any pornographic or otherwise immoral or unethical internet sites.

Heartland Church reserves the right to enter, search, and monitor the computer files of all Heartland equipment, without advance notice.

Building Usage

We are all grateful for the beautiful facilities the Lord has given to us and want them used for the Kingdom. We especially desire to make them available for the various departments to hold training, appreciation events, etc.  However, we have a growing number of ministries both within and outside of Heartland using our facilities. In light of this, it is crucial that all requests be made to the Administrative Assistant well in advance of the event. 

Once the date for your event is secured with the Administrative Assistant, you will need to complete a Building and Promotions Request Form (found at heartlandchurchonline.com/admin) which is due at least two months before your event. This provides time for details to be worked through, questions to be asked, and proper promotion to be given to your event. Building and Promotions Request Forms turned in within the two-month time frame will be considered on a case-by-case situation. This is to help avoid finding ourselves in last-minute situations that could be avoided by proper planning and communication, and allows us to give the event you are investing time in planning proper coverage in our communications.
Meetings, Retreats & Conferences

All speakers are to be submitted to the Executive Pastor for approval prior to an invitation being offered.

Once the date for your event is secured with the Administrative Assistant, you will need to complete a Building and Promotions Request Form. Once this form is received by the Administrative Assistant, it will be reviewed and sent to various areas that will be communicating your event. We ask that you follow this process and not contact our Communications team or Pastors regarding the promotion of your event.
Please see “Special Collections” regarding event payments and collections.

We begin planning for the upcoming year in late summer. If you want events on the calendar, we strongly encourage you to PLAN AHEAD. Get your “tentative” dates to the Administrative Assistant early. It is a first-come first-serve basis.

Deadline for promotions to be included in Connect Card is the previous Monday at 5 pm.
Sign Up Sheets

PUTTING OUT SHEETS FOR PEOPLE TO SIGN UP FOR A CLASS OR EVENT

Check with the Administrative Assistant to make sure it is okay to put out a sign-up sheet in the atrium. This requires a table be set up. Be sure to let them know how long you want the sign up to go on.

Someone from your department will need to sit at the table with the sign-up sheet to answer any questions people may have for representation of your event/class and great service to people who may be interested in joining.

Purchases & Reimbursements

Occasionally you may need to purchase items for your department. It is wise to check with the Administrative Assistant before making purchases as they may be aware of another avenue by which that item can be secured, saving the church money.
To be reimbursed you will need to complete the Request for Reimbursement. (included in this packet as well as heartlandchurchonline.com/admin) and the form will need to be signed by the Department Leader or Pastor and submitted before a check can be issued.  Please submit the form and your receipts to Pastor Laura.  Without a receipt there will be no reimbursement.  Reimbursement checks are mailed out on Friday and reimbursement requests must be received by Tuesday at 5 pm.
Use Of Heartland Equipment

Paper supplies (plates, napkins, cups, utensils) are in the kitchen.  We recommend if you are concerned about the amount of supplies available for your event, that you stop by and check for yourself a few days prior. The office staff will not pick up supplies for you on the day of your event. If, following your event, the supplies are low, please let the Administrative Assistant know.

Communion supplies:  If you use communion supplies, please make sure the serving trays are cleaned and put away neatly. Again if, following your use of the elements, supplies are low please inform the Administrative Assistant.

Kleenex. If you take a box and the supply is low, please let the Administrative Assistant know.

Table covers: If you soil a black one, please get it to the Administrative Assistant right away as they need to be dry cleaned. Don’t use the black table covers for events involving food. If you soil one that is stored in the kitchen, please take it home, wash it and return within 48 hours.

Any equipment that is being used regularly for Heartland or any other in-house ministry is not to leave the premises.  Any other equipment loaned out is to be approved through the Executive Pastor.
We would appreciate you informing us of these items during office hours. During the weekend service we have many other things we are facilitating, or areas where we are serving.

Special Collections Within Your Department

The IRS specifies that tax deductible donations (hereafter identified as "Contributions") canNOT include money collected for "Goods or Services" (hereafter identified as "Payments").  

This means Heartland must keep contributions and payments/purchases separate, which is done on the annual Heartland Contributions & Payments. But, we can only correctly record what is correctly reported.

The following message applies to all personnel collecting and submitting money: When money collections are submitted, please sort and identify specifically what the money is designated for.  Please instruct those writing checks to write the designation on the "memo" line of the check. If the check is for more than one designation, then list each designation and its dollar amount. Put each sorted collection in a separate envelope, label and seal the envelope. 

For example, if part/all of the Women’s Ministry (WM) collection is for a luncheon, put just that money in an envelope labeled "payment WM’s-Luncheon" and seal it.  If part/all of the money is for books purchased, put just that money in a separate envelope labeled "payment WM’s-Books" and seal it. If part/all of the money is from an offering, put just that money in a separate envelope labeled "WM’s-Offering" and seal it.  Sealed envelopes work better than paper clips and notes so money won't get mixed (especially for any coins).  PLEASE, DO NOT JUST write on an envelope "WM’s" and assume that the people recording the money will know what that money is for.   

It is the responsibility of each department to collect monies/registrations for their events and turn the money into the office with the completed Special Events Collection form (included in packet).
Special Collections/Offerings

HANDLING MONEY RECEIVED DURING EVENT, SERVICE OR CLASS

Once an offering is received, 3 appointed individuals are to count the offering. They are to place the offering in an envelope write the total received on the collection slip, and each person sign the slip. An identical slip is to be slid under the main office door (SE 1) immediately.

The offering envelope with the other collection slip is to be delivered to the office within 24 hours, or if a Friday/Saturday event, delivered to the main office (SE 1) on Sunday morning.

Heartland Office Hours:

Monday–Friday: 9AM–4PM
Volunteer Application Process and Procedure

“You can have the best strategy and the best building in the world, but if you don’t have the hearts and minds of the people who work with you, none of it comes to life.” -Renee West

“Time spent on hiring is time well spent.” -Robert Half

This process is designed to communicate concisely and clearly the required steps to the application process when determining if a volunteer is qualified to serve.

While most of the steps listed below are administrative in nature, each ministry department is empowered and encouraged to facilitate an “interview” process that ideally results in comfortability in who you are inviting to join your team.

Primarily, ministry department leaders are given the responsibility of making the final decision on who to bring on their team if all of the steps listed below are met and satisfied. (Senior leadership team may ask for further dialogue in unique circumstances.)

The interview process should serve as a helpful way to facilitate the beginning of a relationship with the new volunteer and the ministry department leader/team.

1. Engage the potential volunteer and provide them with the application, including the background check form.
2. Once they have returned the application, submit the applicants name via email to the staff so they can provide any helpful feedback regarding the applicant during the application process. (Staff responses need to be within 48 hours to not delay the application process.)

If the applicant is new to Heartland, please include a couple of details about them from the discovery questions in the application that would help the staff “get to know” the applicant. This is a simple way to help our team keep fostering a friendly culture.
3. Make a copy of the entire application for your reference and submit it to the administrative assistant for a background check approval process and filing of the application. Please make sure your department name is written in the top right corner of the front page of the application. Also, please make sure either a copy of the driver’s license is included with the application, as per requested on the application, or you can take a clear picture and send it to receptionist@heartlandstaff.com.
4. Once the background check is completed, the administrative assistant will notify the department leader via email.
5. Proceed with the specific ministry department’s on-boarding process with the volunteer.


If volunteers work with children or money, renewals are required every 5 years & are maintained by the office.


5 years and are maintained by the office.








