Guidelines for EFCI’s Fellowship/SG Leaders (SGLs, Chairs, Advisors)  10-31-12
A. Guest Speaker

1. If your group intends to invite a pre-approved in-house speaker (defined to be EFCI Pastors, Elders, Seminarians, Advisors from any congregation), then NO prior approval is needed, but please still send a notification to your congregation’s Pastor when you invite the speaker.
2. If your groups intends to invite an in-house speaker that requires approval (defined to be anyone else from EFCI, including EFCI attendees, deacons, Sunday school teachers, etc.)

a) Make sure your zone leader & zone shepherd (區長＆區牧) are ok first 

b) Ask for approval from your congregation’s Elder AND Pastor first before the invitation.

3. For any in-house speaker: 

a) no speaker fee is needed, a thank-you card will be great

b) You may also choose to give a small amount gift card if the coworkers/planning committee agree, but it’s not necessary.

c) If the in-house speaker speaks at a retreat for more than 1 message, then in addition to paying for the speaker’s registration fee, you may consider speaker fee or a larger amount of gift card (not to exceed the guideline for retreat guest speaker).   
d) If the in-house speaker is just for 1 message at a retreat, then paying for the registration fee + small gift card will suffice, but it’s your judgment call if you want to prepare for monetary appreciation (again, not to exceed the regular guideline for retreat speakers).
4. For Guest speakers (does not attend EFCI regularly, including Pastors of other churches)
a) This applies to both your group’s regular meeting time AND retreat/meeting/training outside of your group’s regular meeting time (but still within your congregation).
b) Make sure your zone leader & zone shepherd (區長＆區牧) are ok first 

c) Then Ask for approval from your congregation’s Pastor first before the invitation.
d) If the congregation’s Pastor is not familiar with the guest speaker, you may need to provide a speaker profile and/or a sample message by the speaker. (The congregation’s Pastor may choose to ask the Senior Pastor and other members of the Pastoral office to seek for their opinions.)
e) Upon approval, please have a contact person to communicate w/ the speaker about the equipments needed.  If there’s online video clip to be played, please ask the speaker to download the file onto an USB-flash drive first.
f) If the Guest Speaker is for a large-scale training or conference (beyond a single congregation), then please submit your proposal to both the Pastoral Office AND the Elder Board for approval first before the invitation.

g) Sunday school teachers & guest teacher fees please see separate Christian Education guidelines.

5. For Guest Speaker Fee:

a) Non-Sunday sermon is usually $100-120 per message (usually 1-1.5 hrs), depending on the scale of the event, the speaker’s status, the speaker’s financial need, the distance speaker had to drive, the length of the message, etc.

b) If it’s for a training that’s more than 2 hours by design, then you may choose to pay a pre-set amount that is agreed bt/ the coworkers and the overseeing Elder/Deacon (suggested to be ~$200-300 for ½ day depending on the speaker’s status and the length of the training, but the total amount not to exceed $500). If the total amount of speaker fee will exceed $500, please submit your proposal to both the Pastoral office AND the Elder Board for approval first.

c) If you think the scale of the event is bigger (bigger than a fellowship/SG, but still within the congregation), or the speaker’s status, financial need, or the distance speaker had to travel merit something similar to Sunday sermon’s scale of $150/message, and the other coworkers agreed, then you can request it by getting approvals from the congregation’s Pastor AND Elder.   But please inquire EARLY and NOT last minute.

d) For retreats, the standard is usually $150/message.  You may choose to be more generous depending on the distance travelled/speaker status, etc.  (for example 3 messages -$500).   We also pay for the speaker & spouse & children’s registration fees.   At fellowship/SG level, usually the church does not encourage inviting out-of-town speakers so no traveling expense would be applied.

B. Facility
1. If you plan to use a church room 
a) other than your regular meeting location, 

b) OR any room including your normal room but outside of your regular meeting hours,
please reserve the location with the church secretary staff@efcirvine.org  as early as possible.
2. Even if you are switching rooms with another group during your regular meeting hours, please still inform the church secretary to avoid any unforeseen issues.

3. If you are planning a major event for your group – using big rooms such as sanctuary, chapel, or social hall, then email reservation will NOT suffice - you need to fill an EFCI activity/facility reservation application form (can be downloaded: http://www.efci.org/admin/index.htm) and turn it in to the church secretary.

4. The new Reynolds Building Usage hours & rules, effective Jan, 2013

a) EFCI use the Reynolds Building Fri 6-11 pm, Sun 8:30am-1:30pm

b) If you need to use the Reynolds Bldg for missionary related or ministry purpose, you need to file an application through church secretary - fill an EFCI activity/facility reservation application form at least 3-4 weeks in advance.
5. For Wi-Fi passwords in both buildings, SGL can make inquiry to church admin. Jay Huang in person about guest passwords (to be changed frequently) for ministry purpose.
C. Scheduling
1. You are authorized to schedule your own fellowship/SG programs, but please involve your advisors/zone leaders/zone shepherds in the process.

2. Please look at the church Master Calendar (available http://www.efci.org/admin/index.htm) and ask your congregation’s Pastor about important church events/dates coming up.

3. Please avoid having program conflicting any whole-church event on the Master Calendar such as Good Friday Joint Service, Mission Conference, Congregational Meeting, EFCI Coworker Training, or whole-church Retreat, etc., and encourage your group members to join the church event.  If you really think this church event does not suit your group member, please talk to your congregation’s Pastor for exemption FIRST.    
4. If it’s an event at the congregation level (各堂) or a church event that’s not on the Church Master Calendar, then you may ask your congregation’s Pastor to see if it’s mandatory for your group to join.

5. Please send your final quarter or annual schedule to the congregation’s Pastors.

6. You are encouraged to send the schedule to the other Pastors & church admin. staff if your group’s schedule may impact other groups in the church.
7. For non-EFCI conferences/trainings that have time-conflict with your normal group meeting hours, the core/coworkers can decide whether the group will join the event & cancel the regular group meeting or not to join the event & keep the regular group meeting.  However, we hope everyone in the group follows the decision – To avoid unity and other issues, it is not encouraged to leave the option open for individuals to choose on their own.   Of course it is not possible to control or limit everyone in the group, however, we at least ask the coworkers to follow the decision by the leadership.
