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God’s mission for the people of [ church name ] is to: Be a worship-­‐centered, spiritually alive congregation, Bring all people to know God's grace in Jesus Christ, Empower the people of God to lead and to serve.
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The ADMINISTRATIVE MANUAL for the Session of 
[ church name ] Presbyterian Church of [ town or city ], Pennsylvania
PREFACE
[ church name ] is a member of the Presbyterian Church (U.S.A.) within the jurisdictions of the Synod of the Rocky Mountains and the Presbytery of Pennsylvania.

In accepting membership in PC(USA) this congregation collectively agreed to be governed by the Constitution of PC(USA) which consists of two parts; Part I The Book of Confession, and Part II The Book of Order.
Chapters of the Form of Government portion of the Book of Order, prescribes the Role and Responsibilities of the Sessions of all member churches of PC(USA) including [ church name ]. All active members of Session should have and use the current editions of the Book of Order and the Book of Confessions in either paper or electronic form as best suits the practices of the particular Session member. Paper copies are available in the church office and a download pdf copy is available on the website www.pcusa.org.
[ church name ] Presbyterian Church of [ town or city ], Pennsylvania is also a non-profit corporation of the State of Pennsylvania. The Corporation is governed by its Articles of Incorporation and its Bylaws  which are consistent with and in addition to the Book of Order. Paper copies of both the Articles of Incorporation and the Bylaws are included in this Manual and electronic copies may also be obtained by request to the church office.

This Manual comprises official policies, practices and information necessary and appropriate for the conduct of the Session at [ church name ]. This Manual supplements the Books of Order and Confessions, the Articles of Incorporation and the Bylaws of this church and in no way supersedes, supplants or alters the language or intent of those documents.

The policies contained herein, except for those identified as pertaining solely to the Session and its parts, apply to the entire church.

The formatting and organization of this Manual is the responsibility of the Clerk of Session. The contents are the responsibility of Session.
PREFACE.doc
CONTROLLING DOCUMENTS GOVERNING 
[ CHURCH NAME ] PRESBYTERIAN  CHURCH
A. The Book of Confessions
B. The Book of Order
C. Articles of Incorporation
D. Corporate Bylaws
E. Congregational Bylaws
F. Mission Statement
G. Administrative Manual
THE BOOK OF CONFESSIONS
The Book of Confessions is Part I of the Constitution of the Presbyterian Church (USA). Each Elder and Deacon in active service should have a copy of this Book provided by the church. It may also be accessed on line at www.PCUSA.org, from which it also may be downloaded.

Given that the Book of Confession is several hundred pages long, it is NOT provided in this Manual.
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THE BOOK OF ORDER
The Book of Order is Part II of the Constitution of the Presbyterian Church (USA). Each Elder and Deacon in active service should have a copy of this Book provided by the church. It may also be accessed on line at www.PCUSA.org, from which it also may be downloaded.

Given that the Book of Order is several hundred pages long, it is NOT provided in this Manual.
ARTICLES OF INCORPORATION
[ church name ] Presbyterian Church of [ town or city ], Pennsylvania is a Domestic – Non-Profit corporation of the State of Pennsylvania, Registration Number 576714-0140, Registration Date May 21, 1958. The Articles of incorporation were restated in 2002 and approved by the state in 2003. The restated Articles follow:

RESTATED ARTICLES OF INCORPORATION

OF THE

[ church name ] PRESBYTERIAN CHURCH OF [ town or city ], PA
A Pennsylvania Nonprofit Corporation

ARTICLE I

Name
The name of the corporation shall be the [ church name ] Presbyterian Church of [ town or city ], Pennsylvania (the “Corporation”), a nonprofit corporation of the State of Pennsylvania.

ARTICLE II

Term of Existence
The period of existence and the duration of the life of the Corporation shall be perpetual, unless dissolved sooner according to law.

ARTICLE III

Corporation Purposes
The Corporation is organized as a nonprofit corporation for the following purposes:

(a) To promote the worship of Almighty God, and instruction in the Christian Religion, according to the Confession of Faith, Form of Government, Rules of Discipline, and Directory for Worship to the Service of God and to the sustaining of the Presbyterian Church (USA), as an ecclesiastical body in furtherance of the purposes set forth herein.

(b) To engage in religious and educational purposes and objectives, as that term is used in applicable federal and state legislation, including but not limited to the Internal Revenue Code of 1986.

(c) To do and perform all lawful acts and deeds necessary or expedient to carry out the above-described purposes and to engage in any lawful activity or businesses the Board of

Directors of the Corporation shall elect to pursue in carrying on the purposes of the Corporation.

(d) To do, perform and engage in all other lawful purposes not inconsistent with the provisions of the Pennsylvania Code. (the Pennsylvania Nonprofit Corporation Act), as amended from time to time, and to do, perform and engage in all things necessary or incidental to the carrying on of each and all of the purposes and powers now conferred or that hereafter may be conferred by the laws of the State of Pennsylvania on nonprofit organizations.

ARTICLE IV

General Powers
The Corporation shall have the Power:

(a) To purchase, receive, sell, market, hypothecate, plead, lease, give, or otherwise acquire or dispose of, and deal in, on its behalf and as agent or broker for others, any and all kinds of property, real, personal or mixed, and each and all kinds of rights and interests therein, and the power and control over such property and, while the owner of such property, to exercise any and all rights, powers and privileges of ownership, including in the case of stocks and shares, the right to vote;

(b) To make contracts and incur liabilities, borrow money at such rates of interest as the Corporation may determine, issue its notes, bonds, and other obligations and secure any of its obligations by mortgage or pledge of all or any of its property, franchises or income;

(c) To lend money for its corporate purposes, invest and reinvest its funds, and take and hold real and personal property as security for the payment of funds so loaned or invested;

(d) To conduct its affairs, transact its business, carry on its operations, and have offices and exercise the powers granted by the nonprofit corporation laws of the State of Pennsylvania in any state, territory, district or possession of the United States, or in any foreign country;

(e) To elect or appoint officers and agents of the Corporation, and define their duties and fix their compensation;

(f) To have and exercise all powers necessary or convenient to effect any and all of the purposes for which the Corporation is organized, including the right to raise funds by such means or methods as the Board of Directors may deem advisable, not inconsistent with law or the Corporation’s Articles of Incorporation or Bylaws.

ARTICLE V

Directors
The Corporation shall be governed by a Board of Directors. The number of Directors of the Corporation shall be three (3) or more than three, as fixed from time to time, according to the Bylaws of the Corporation. All corporate powers are exercised by or under the authority of the Board of Directors and the rights and duties of Directors are set forth in the Bylaws.

ARTICLE VI

Membership
The Corporation shall have one class of members (the “Members”) and the membership of this Corporation shall coincide with the membership of the [ church name ] Presbyterian Church of [ town or city ], Pennsylvania considered as an ecclesiastical body and the rules for the reception and dismissal of members shall be the rules for such reception and dismissal as are set forth in applicable provisions of the Book of Order of the Presbyterian Church (USA) as they may be adopted and amended from time to time. The Members shall have such rights, privileges and obligations as shall be set forth in the Bylaws and as may be provided by law. Members shall have no rights in the assets, property, income or control of the Corporation, and shall not individually or personally be liable for the debts or obligations of the Corporation. The form and procedure for the calling of meetings of Members shall be as set forth in applicable provisions of the Bylaws as they may be adopted and amended from time to time.

ARTICLE VII

Adoption and Amendment of Bylaws
The Members of the Corporation may adopt and amend the Bylaws. The Bylaws may contain any provision for the regulation and management of the affairs of the Corporation and rules and regulations pertaining to Members and membership in the Corporation not inconsistent with law, the Book of Order of the Presbyterian Church (USA) as it may be amended from time to time, or these Articles of Incorporation. The Bylaws may be amended by a two-thirds majority vote of Members constituting a quorum as defined in the Bylaws at any regular or special meeting of the Members of the Corporation.

ARTICLE VIII

Principal Office
The location and address of the Corporation’s principal office shall be [ street address ], [ town or city ], Pennsylvania [ zip code ].

ARTICLE IX

Registered Agent
The registered agent for the Corporation shall be:

‘The Clerk of Session” 
[ street address ]
[ town or city ], PA  [ zip code ]84121

ARTICLE X

Distribution and Dissolution
The Corporation shall not be organized for the pecuniary profit of its Directors or officers, nor may it issue stock or declare or distribute dividends. No part of the Corporation’s net income shall inure to the benefit of any Director or officer. Upon dissolution, any balance of money or assets remaining after the full payment of all of the Corporation’s obligations and expenses shall be devoted solely to charitable, educational or benevolent purposes.

ARTICLE XI

Indemnification and Liability of Directors and Officers
No Director or officer of the Corporation shall have any liability to the Corporation or its Members for monetary damages for breach of fiduciary duty, except that this Article XI shall not eliminate or limit the liability of a Director or officer (i) for acts or omissions not in good faith or which involve intentional misconduct or a knowing violation of law,

(ii) for actions specified under the Pennsylvania Nonprofit Corporation Act or, (iii) for any transaction from which a Director or officer derived an improper personal benefit.
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The Corporation shall, to the fullest extent permitted by Pennsylvania law, as the same may be amended and supplemented, indemnify all Directors, officers, employees and agents of the Corporation whom it shall have the power to indemnify thereunder from and against any and all of the expenses, liabilities or other matters referred to therein or covered thereby. The Corporation shall have the right to advance expenses to its Directors, officers, employees and agents to the full extent permitted by Pennsylvania law, as the same may be amended or supplemented. Such right to indemnification or advancement of expenses shall continue to a person who has ceased to be a Director, officer, employee or agent of the Corporation, and shall inure to the benefit of the heirs, executors and administrators of such persons. The indemnification and advancement of expenses provided for herein shall not be deemed exclusive of any other rights to which those seeking indemnification or advancement may be entitled under any bylaw, agreement, vote of Members or of disinterested Directors or otherwise. The Corporation shall have the right to purchase and maintain insurance on behalf of its Directors, officers, employees or agents to the full extent permitted by the Pennsylvania Nonprofit Corporation Act, as the same may be amended or supplemented.

BYLAWS
The following bylaws accompany the Articles of Incorporation of the Corporation:

AMENDED BYLAWS OF THE

[ CHURCH NAME ] PRESBYTERIAN CHURCH OF

[ TOWN OR CITY ], PENNSYLVANIA
A Pennsylvania Nonprofit Corporation

ARTICLE I

Offices
The principal office of the Corporation shall be located in the County of [ county name ], Pennsylvania. The Corporation may have such other offices, either within or without the State of Pennsylvania, as the Board of Directors may determine or as the affairs of the Corporation may require from time to time.

ARTICLE II

Board of Directors
Section 1—
General Powers.
The affairs of the Corporation shall be managed by the Board of Directors (“Directors”). The Board of Directors shall be composed of fifteen Directors, who shall be members of the Session (“Session”) of [ church name ] Presbyterian Church of [ town or city ], Pennsylvania (the “Church”).

Section 2—
Number and Tenure.
Each Director shall hold office For a term of not less than one (1) year or until a qualified successor is elected or appointed. The number of Directors may be decreased to not less than three (3) or increased but not to exceed the number of Session members, by the affirmative vote of the members (“Members”) of the Corporation. Directors shall be subject to recall or removal by a two-third (2/3) vote of the Members of the Corporation, with or without cause.

Section 3—
Regular Meetings.
A regular annual meeting of the Board of Directors shall be held in January of each year at a date, time and place to be set by the Board of Directors. The Board of Directors may call for and set, by resolution or notice, as provided in Section 5 below, the date, time and place of additional regular meetings of the Board of Directors without other notice than such resolution or notice.

Section 4—
Special Meetings.
Special meetings of the Board of Directors may be called by or at the request of any two (2) officers or any two (2) Directors of the corporation.

Section 5—
Notice.
Notice of any regular or special meeting of the Board of Directors shall be given  at least five (5) days prior to such meeting, by written notice delivered either personally or by mail to the Directors at their respective addresses as shown by  the records of the Corporation. If mailed, such notice shall be deemed to be delivered when deposited in the United States mail in a sealed envelope so addressed, postage prepaid. Attendance of a Director at any meeting shall constitute a waiver of notice of such meeting, except where a Director attends a meeting for the express purpose of objecting to the transaction of any business at the meeting because of lack of notice or defective notice. Neither the business to be transacted at, nor the purpose of, any regular or special meeting of the Board of Directors need be specified in the notice or waiver of notice of such meeting, unless specifically required by law or by these Bylaws.

Section 6—
Quorum.
One-third (1/3) of the Board of Directors shall constitute a quorum for the transaction of business at any meeting of the Board of Directors; provided, however, that if less than one-third (1/3) of the Directors are present at said meeting, a majority of the Directors present may adjourn the meeting from time to time without further notice.

Section 7—
Manner of Acting.
The act of a majority of the members of the Board of Directors present at a meeting at which a quorum is present shall be the act of the Board of Directors, unless the act of a greater number is required by law or by these Bylaws.

Section 8—
Adopting Resolutions.
The Board of Directors may adopt resolutions for the regulation and management of the affairs of the Corporation not inconsistent with the Articles of Incorporation or these Bylaws.

Section 9—
Vacancies.
Any vacancy occurring in the Board of Directors and any new position of the Board of Directors to be filled by reason of an increase in the number of Directors shall be filled by the Members of the Corporation. A Director elected or  appointed to fill a vacancy shall be elected for the unexpired term of the new Director’s predecessor in office. Any vacancy occurring in the Board of Directors by reason of resignation, removal or otherwise, will be filled by the affirmative vote of the Members of the Corporation.

Section 10—  Compensation.
Directors, as such, shall not receive any compensation for their services to the Corporation. Notwithstanding the foregoing, nothing herein shall be construed to preclude any Director from serving the Corporation in any other capacity and receiving compensation for such services.
Section 11—  Informal Action by Directors.
Any action required by law to be taken at a meeting of the Board of Directors, or any action which may be taken at a meeting of the Board of Directors, may be taken without a meeting if consent, in writing, setting forth the action so taken, is signed by all of the Directors.
ARTICLE III

Officers
Section 1—
Officers.
The officers of the Corporation shall be a president, who shall also be a member of the Board of Directors a vice-president, a secretary (Clerk of Session), a treasurer and such other officers as may be elected in accordance with the provisions of these Bylaws. The Board of Directors may elect or appoint such other officers, including one or more assistant secretaries and one or more assistant treasurers, as it shall deem desirable, such officers to have the authority to perform the duties prescribed, from time to time, by the Board of Directors.
Any two or more offices may be held by the same person, except the offices of president and secretary (Clerk of Session) may not be held by the same person.

Section 2—
Election and Term of Office.
The President, Vice President, and Treasurer of the Corporation shall be elected or appointed annually by the Board of Directors at the first regular meeting of the Board of Directors in a calendar year. If the election of officers shall not be held at such meeting, such election shall be held as soon thereafter as conveniently may be. Additional offices may be created and filled at any meeting of the members of the Board of Directors.
Section 3—
Removal.
Any officer elected or appointed by the Directors of the Corporation may be removed by the Board of Directors whenever in its judgment the best interests of the Corporation would be served thereby, but such removal shall be without prejudice to the contractual rights, if any, of the officers removed. Each officer shall hold office until a successor shall have been duly elected or appointed unless an officer who has been removed from office departs prematurely or resigns prior to the expiration of such officer’s term.

Section 4—
Vacancies.
A vacancy in any office because of death, resignation, removal, disqualification or otherwise, may be filled by the Board of Directors for the unexpired portion of the term.

Section 5—
President.
The President of the Corporation shall be the principal executive officer of the Corporation and shall in general supervise and control all of the business and affairs of the Corporation. The President shall preside at all meetings of the   Board of Directors. The President may sign, with the Secretary or any other officer of the Corporation authorized by the Board of Directors, any deeds, mortgages, bonds, contracts, or other documents which the members of the Board of Directors have authorized to be executed, except in cases where the signing and execution thereof shall be expressly delegated by the members of the Board of Directors, these Bylaws or by statute to some other officer or agent of the Corporation. In general, the President shall perform all duties incident to the  office of President and such other duties as may be prescribed by the members of the Board of Directors from time to time.

Section 6—
Vice President.
In the absence of the President or in the events of the President’s inability or refusal to act, the Vice-President (or in the event there be more than one vice- president, the vice-presidents in the order of their election) shall perform the duties of the President, and when so acting, shall have all the powers of, and be subject to, all the restrictions of the President. Any vice-president shall perform such other duties as may be assigned to such vice-president by the President or by the Board of Directors from time to time.

Section 7—
Treasurer.
If required by the Board of Directors, the Treasurer shall give a bond for the faithful discharge of the duties of the Treasurer in such sum and with such surety or sureties as the Board of Directors shall determine. The Treasurer shall have charge and custody of, and be responsible for, all funds and securities of the Corporation, receive and give receipts for monies due and payable to the Corporation from any source whatsoever, and deposit all such monies in the name of the Corporation, in such banks, trust companies or other depositaries as shall be selected in accordance with the provisions of these Bylaws. The Treasurer also shall perform such other duties as may be assigned by the President or by the Board of Directors from time to time. The Treasurer of the Church shall also be the Treasurer of the Corporation.

Section 8—
Secretary.
The Secretary (Clerk of Session) shall see that the minutes of the meetings of the Board of Directors are kept in one or more books provided for that purpose, see that all notices are duly given in accordance with the provisions of these Bylaws or as required by law, be custodian of the Corporation records and, in general, perform all duties as may be assigned by the President or by the Board of Directors from time to time.

Section 9—
Authority and Duties.
All officers and agents of the Corporation, as between themselves and the Corporation, shall have such authority and perform such duties in the management of the property and affairs of the Corporation as may be provided in the Articles of Incorporation, these Bylaws, or as may be determined by resolution of the Board of Directors not inconsistent with the Articles of Incorporation or these Bylaws.

ARTICLE IV

Membership Rights, Privileges and Obligations
Section 1—
Membership.
Membership of this Corporation shall coincide with the membership of the Church, considered as an ecclesiastical body and the rules of the reception and dismissal of members shall be the rules of the Presbyterian Church (USA).

Section 2—
Voting.
Each Member shall have one (1) vote at any meeting of the Corporation. Such vote shall be cast in person. Cumulative voting shall be prohibited.

ARTICLE V

Meetings of Members
Section 1—
Annual Meetings.
The annual meeting of the Members of the Corporation shall be held annually, at such date, time, and place as may be determined or designated by the Board of Directors, for the transaction of such business as may properly come before the meeting. At least ten (10) days notice shall be given to Members of such meeting.

Section 2—
Special Meetings.
Special meetings of the Members may be called by the President or other   principal officer, or by the Board of Directors of the Corporation at any time and for any purpose and shall be called by the President or other officer at the request of the majority of the Board of Directors or the request of ten percent (10%) of the Members of the Corporation subject to and in conformity with the provisions and requirements of the Book of Order. Ten (10) days written notice of any such special meeting shall be given to all Members, stating the date, time, place, and purpose of such meeting. Business to be transacted at any special meeting shall  be confined to the subjects stated in the notice of the special meeting.

Section 3
Waiver of Notice.
Attendance of a Member at any meeting shall constitute a waiver of notice of such meeting except where such Member attends a meeting for the express purpose of

objecting to the transaction of any business because the meeting is not lawfully called or convened.

Section 4
Quorum.
A quorum for the transaction of business shall be 10% of the membership.

ARTICLE VI
Committees
Section 1—
Committees of Board of Directors.
The Board of Directors, by resolution, may designate and appoint one or more committees, each of which shall consist of two or more Directors. Such committees, to the extent provided by resolution, shall have and exercise the authority of the Board of Directors in the management of the Corporation; provided, however, that no such committee shall have the authority of the Board of Directors to:

(i) elect, appoint or remove any member of any such committee or any Director or officer of the Corporation;

(ii) adopt a plan of merger or consolidation with another corporation;

(iii) authorize the sale, lease, exchange or mortgage of all or substantially all of the property and assets of the Corporation;

(iv) authorize or revoke the voluntary dissolution of the Corporation;

(v) adopt a plan for the distribution of the assets of the Corporation; or

(vi) amend, alter or repeal any resolution of the Board of Directors which by its terms provides that it shall not be amended, altered or repealed by such committee.

The designation and appointment of any such committee and the delegation thereto of authority shall not operate to relieve the Board of Directors or any individual Director, of any responsibility imposed by law.

Section 2—
Term of Office.
Each member of a committee shall continue as such until a successor is appointed, unless the committee shall be sooner terminated, unless such Member shall be removed from such committee, or unless such Member shall cease to qualify as a member thereof.

ARTICLE VII
Contracts, Checks, Deposits and Funds
Section 1—
Contracts.
The Board of Directors may authorize any officer or officers, agent or agents of the Corporation, in addition to the officers so authorized by these Bylaws, to enter into any contract or execute and deliver any instrument in the name of and on behalf of the Corporation, and such authority may be general or confined to specific instances.

Section 2—
Checks, Drafts, Etc.
All checks, drafts or orders for the payment of money, notes or other evidences of indebtedness issued in the name of the Corporation shall be signed by such officer or officers, agent or agents of the Corporation and in such manner as shall be determined by resolution of the Board of Directors from time to time.

Section 3—
Deposits.
All funds of the Corporation shall be deposited from time to time to the credit of the Corporation in such banks, trust companies or other depositaries as the Board of Directors may select.
ARTICLE VIII
Books and Records
The Corporation shall keep correct and complete books of the account(s) of the Corporation and also shall keep minutes of the proceedings of the Board of Directors and all committees having any of the authority of the Board of Directors. All books and records of the Corporation may be inspected by any Director, or member, or Director’s, or Member’s agent or attorney, for any proper purpose, at any reasonable time.

ARTICLE IX

Fiscal Year
The Corporation shall adopt the calendar year as its fiscal year.

ARTICLE X

Waiver of Notice
Whenever any notice is required to be given under the provisions of the Pennsylvania Revised Nonprofit Corporation Act, the provisions of the Articles of Incorporation or the Bylaws of the Corporation, a waiver thereof, shall be in writing and signed by the person or persons entitled to such notice, whether before or after the time stated therein, and delivered to the Corporation.

However, delivery is not mandatory for the waiver to be effective.

ARTICLE XI
Amendments to By-laws
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These Bylaws may be altered, amended or repealed and new Bylaws may be adopted by a two- thirds majority of the Members of the Corporation constituting a quorum in accordance with these Bylaws present at any regular meeting or at any special meeting if at least ten (10) days written notice is given of the intent to alter, amend, repeal or adopt new Bylaws at such meeting.
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ADMINISTRATIVE MANUAL
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This Manual contains local [ church name ] Policies, Procedures and Practices which have been formally adopted by the Session and are, therefore, to be followed by Session in its administration of the church. The contents of the Manual are the responsibility of the individual and collective active Elders on Session. The formatting and organization of the Manual is the responsibility of the Clerk of Session (with Session concurrence, of course).

PART I CONTROLLING DOCUMENTS.doc
Organization and Function of the [ church name ] Presbyterian Church Session
ORGANIZATION
In order to meet the responsibilities stated in the Book of Order Form of Government Chapters G-Three and G-Four, the Session of [ church name ] is organized into Standing Committees which are Chaired/Moderated by active Elders on Session. Each Standing Committee is expected to meet monthly and report the outcomes from the meeting plus any activities not discussed in the meeting to session in the next Session Meeting. Standing Committees are also expected to make monthly reports in the Courier.
The Clerk of Session does not have a Committee, but reports monthly, as do the Standing Committees, but on membership changes, correspondence and Session information.
The Moderator also reports to Session Monthly.
From time to time special concerns call for establishment of ad hoc committees to address the issues. Session specifies the moderator/chair and the minimum sources of membership for the committees. These are Session Committees and are expected to operate according to Robert’s Rules of Order and to report to Session and in the Courier as do Standing Committees. Upon completion of address of the issues for which the ad hoc committee was formed, Session will explicitly dissolve the committee.

ELECTION OF SESSION
The Session is divided into 3 classes of Elders, each serving a 3 year term. (Per the Book of Order, members may succeed themselves only once without a period of time off Session). Once the session is installed each year, the Clerk and Corporate officers must be elected. A President and Secretary are required by Pennsylvania statute. [ church name ] also elects a Vice President and a Treasurer. The Clerk of session should be elected Corporate Secretary and the Elder serving as Chair of the Finance and Stewardship committee should be elected as Corporate Treasurer. The minutes of the meeting showing this motion must be submitted to the Bank and PCUSA Foundation (and other financial institutions as needed) when the signature card is changed. The Members of the session sit as the corporate Trustees or Directors. (The title may be changed from time to time to comply with State of Pennsylvania terminology.
The preceding is a summary of Session and Corporate organization policies formally contained in Corporate By-laws and Congregational By-Laws, which take precedence over any of these statements, if conflicts occur.
STATED MEETINGS OF SESSION
Session at [ church name ] will normally meet on the third Thursday of each month at 7:00 p.m. in Room 5 of the church.
THE SESSION OF THE WHOLE - is required to satisfy the responsibility … (from various sections of the Book of Order):
1. to serve in judicial matters in accordance with the Rules of Discipline.
2. to instruct, examine, ordain, install and welcome into common ministry elders and deacons on their election by the congregation and to inquire into their faithfulness in fulfilling their responsibilities;

3. To delegate and supervise the work of organizations and task forces within the congregation, providing for support, report, review and control,

4. to maintain regular and continuing relationship to the higher governing bodies of the church, including (1) electing commissioners to presbytery an receiving their reports; sessions are encouraged to elect commissioners to he presbytery for at least one year, preferably two or three; (2) nominating to presbytery elders who may be considered for election to synod or General Assembly; (3) in both the above responsibilities, implementing the principles of participation and inclusiveness to ensure fair representation in the decision making of the church; (4) observing and carrying out the instructions of the higher governing bodies consistent with the Constitution of the Presbyterian Church (U.S.A.); (5) welcoming representatives of the presbytery on the occasions of their visits; (6) proposing to the presbytery and, through it, to the synod and the General Assembly such measures as may be of common concern to the mission of the whole church.

5. To annually (or more frequently, if needed) review the financial reports of the church including an audit of the financial records of the church; review the membership rolls; and view and receive reports of all church committees, groups and ministries. (This is commonly done by adopting the Annual Report into the Session Minutes)
REPORTS TO AND FROM SESSION AND ITS COMMITTEES
SESSION AND THE COURIER
Each Session committee chair shall submit an activity report monthly for publishing in the Courier. A brief sketch of Session actions shall be reported to the Courier by the Clerk.
Clerk: July 2008
PROCESS OF PREPARATION FOR SESSION MEETINGS
All reports to Session, minutes of Committees, Dockets and Minutes of Session be provided by e-mail to all Session Members, the Pastor, the Clerk, the Deacons and the Church Secretary in so far as is possible.

Requests for Session action shall be made in writing to the Clerk of Session or made by active Session members as part of committee reports.

Clerk: July 2008
Further, that questions and concerns regarding any submission to Session be sent to the originator as early before the Session meeting as possible so that any resulting changes can be made and a new submission can be made in a timely manner.
Further, that the conduct of the meeting follow the “consent” agenda approach. Motions and other items which are known to require discussion will be identified to the Clerk at least 24 hours in advance in order to place them in the “Discussion Agenda” portion of the Docket. 

COMMUNICATION
When two or more Elders in active service receive a communication from a member of [ church name ], the sender of the communication is to be informed that the communication is not confidential to the Elders to whom it was directed, but will be shared with all members of Session. If a confidential communication is directed to only one member of Session, the communication is to remain confidential.
FUND RAISING
In the interest of fairness and impartiality, and with the specific purpose of neither endorsing nor promoting any specific product, brand or brand name, manufacturer or its representative, or other specific commercial identity, it shall be the policy of [ church name ] Presbyterian Church that any fund raising activities shall address appeals, announcements, advertisements or other statements in a general way, using generic terms.
Clerk: July 2008
All fund raising activities conducted on the property of [ church name ] Presbyterian Church to be not sponsored by a [ church name ] Committee or organization shall be approved by Session prior to advertising of conducting the activities. The Pastor or Clerk of Session may approve minor impact activities.
Clerk: July 2008, revised Aug. 2012
MEMBERSHIP
All applicants for membership in the church on Confession of Faith and Reaffirmation of Faith are required to take instruction. Persons requesting to be received on Letter of Transfer shall be interviewed by the Pastor who will determine the need for instruction. All applicants are required to attend a meeting with the Session to receive approval for addition to the rolls.
Clerk: July 2008
AREAS OF SESSION RESPONSIBILITY
Nominating Committee – As stipulated in the Book of Order (G-14.0223 & 14.0224).  The Nominating Committee is a committee of the congregation, not session, but the chair of the committee is to be an active elder (meaning “currently on the session”) appointed by session.

Therefore it is included in the areas of responsibility.
The Nominating Committee is necessary to the congregation of the CPC in order to bring to the session and to the congregation names of appropriate nominees for Deacon, Elder, Commissioner to Presbytery, members of the Nominating Committee, the Pastor Nominating Committee, a second member of Session to serve on the Personnel Committee and any other offices as designated by the session. The Nominating committee presents these names to the Session and to the congregation.
Duties of the Nominating Committee are outlined in the Book of Order: G-2.0401 and in the Congregational Bylaws.

To nominate persons who are members of the congregation to serve as:
· Elders

· Deacons
· Members of the Nominating Committee

· Members of the Pastor Nominating Committee

· Any other office as delegated by the Session
Committee  Members:
The Nominating Committee includes men and women who are member of the congregation, representative of age, ethnic groups and of persons with disabilities. Members may be nominated to serve for three years, and may not serve more than three consecutive years.
Individuals may be re-nominated following a one year absence from the committee.
●Two Elders, one currently serving on Session who will serve as moderator

· (At least) One Deacon, designated by the Board of Deacons
●Other members, to constitute a majority, chosen by the congregation or by organizations (i.e.: Youth, Choir,

Presbyterian Women, etc.) within the church and who are not in active service on Session or the Board of Deacons
●The Pastor, Ex-Officio and without vote

The Nominating Committee shall be elected by the Congregation annually during May or otherwise as needed.
Member  Qualifications:
A member of the committee shall:
· Have knowledge concerning the responsibilities and qualifications of the positions for which they are placing individuals in nomination

· Have the ability to discern the relevant qualities and abilities of individuals who may be nominated for a position

· Demonstrate the determination to select, without bias, individuals who are qualified for the position in question.

· Demonstrate commitment to the responsibilities of the committee, giving time and effort and using prayer

Methodology:
The Committee will seek to nominate individuals who sense that they are called to service  within the church. Individuals will be contacted in person by a member of the committee. Although individuals may be nominated with particular committee interests being considered, it is the responsibility ultimately of Session to assign the newly elected Elder to a committee.

Nominees ideally are nominated for the upcoming three year class and are selected prior to the Congregational meeting in May at which they will be elected. However, individuals are to be nominated for existing vacancies as needed during any time of the year.
When nominations are made by the committee, the list of nominees and their qualifications and committee preferences will be presented to the session for examination and approval. Following the approval of the Session, the names of the individuals and their qualifications for office will  be listed in the Courier and in the bulletin for three weeks prior to the specified congregational
meeting, and they will be placed in nomination before the congregation at the congregational meeting, for the purpose of election. Nominations may also be received from the floor during the congregational meeting.
Worship –Is [ church name ]’s most visible function. Worship includes preparation for sacraments, identification and recruitment of liturgists, recruitment and training of ushers, music, and scheduling the dates and forms of communion. The choir director and other music related staff come under this area of responsibility to the extent that the Worship area members provide pertinent information for evaluation of their performance.
The church is to provide for the worship of the people of God, including the preaching of the Word, the sharing of the Sacraments, and for the music program, in keeping with the principles in the Directory for Worship (as enumerated in The Book of Order Section “W”) , and to appeal to the presbytery or, under special situations, the Session, for a duly trained and authorized elder under the provisions of W-2.4010 in those extenuating circumstances where an ordained minister of the Word and Sacrament is not available to meet the needs for the administration of the Lord’s Supper.
The Session has organized a Worship Committee to support the Teaching Elder in these matters of Congregational Worship.
The duties of the committee are:
1. To oversee all elements of the Worship service with the exception of the sermon, scripture, and hymns.

2. To coordinate special worship services.
3. To coordinate the work of the choir, ushers, greeters, candlelighters, and bellringers.

4. To prepare communion and arrange for servers, recommend dates to Session.
5. To maintain supplies (and distribution of such) as related to the worship service i.e. candles, pew envelopes, and prayer cards.
6. To coordinate the gifts of flowers to decorate the sanctuary during worship services, and maintain the “flower calendar”.

7. To arrange for 1) special flowers i.e. Christmas and Easter; 2) candles for Christmas Eve, etc.
8. To arrange for pulpit supply in the absence of a pastor.

9. Responsible for maintenance of musical equipment: organ, pianos, hand bells, in conjunction with Choir Director.
10. To develop and establish its budget; submitting budget to Session.
11. To for maintain the paraments, liturgical equipment and communion ware.
12. Develop and maintain policies for nursery child care; recommend to Session. Provide for child care for worship and other requested times. Be responsible for the nursery.

13. Develop procedures and train ushers. Appoint a Head Usher to supervise ushering teams.

14. Develop and train lay readers annually.

Outreach – Covers the responsibility to lead the congregation in the mission of the church beyond the facility and beyond the present membership. The Book of Order identifies these responsibilities to be addressed by the Outreach area:
a. to provide opportunities for evangelism to be learned and practiced in and by the church, that members may be better equipped to articulate their faith, to witness in word and deed to the saving grace of Jesus Christ, and to invite persons into a  new life in Christ, in accordance with F-1.01 Para. 2.

b. to receive members into the church upon profession of faith, upon reaffirmation  of faith in Jesus Christ, or upon satisfactory certification of transfer of church membership, provided that membership shall not be denied any person because of race, economic or social circumstances, or any other reason not related to the profession of faith;

c. to lead the congregation in participation in the mission of the whole Church in the world, in accordance with F-1.0301 and F-1.0302d;
e(4). to provide for opportunities for witness and service in the world
g(2). to lead the congregation in the ministry of reconciliation in the community in which the church lives and bears its witness,
q. to establish and maintain those ecumenical relationships necessary for the life and mission of the church in its locality
MISSION FUNCTION
1. Educate the congregation regarding the theology and nature of mission compassed in [ church name ]’s Mission Statement.
2. To carry out the responsibilities as stated in the Book of Order, paragraph F- 1.0304.

3. To identify, communicate, promote mission beyond the local church but not excluding local church. Promote church-wide mission.
4. To make recommendation to the Session of the church’s involvement in mission giving, policies and procedures at all Presbyterian Church levels—local, community, Presbytery, Synod, and General Assembly.
5. To inform the congregation its mission and to promote this mission by way of Sunday morning bulletins, Courier articles, the bulletin board and “Moment for Mission”. To be the coordinator for “Moment for Mission” in worship, working with the church office.

6. To develop strategies for engaging the local church in its mission.
7. To determine mission funding, goals, and identification of mission projects, including “extra commitment opportunities”.

8. Shall receive and act on all mission donations and requests for mission funds, with Session’s approval.

9. Present all special mission offering requests to Session.
The Mission Committee arranges for the ongoing distribution of funds, food, and clothing to selected local agencies. It coordinates the One Great Hour of Sharing, Peacemaking, Pentecost, Thanksgiving, Christmas Offerings and other special offerings. It is responsible for missionary programs, and/or other community mission outreach of the church such as Share the Harvest, Soup Kitchen, Sub for Santa, and White Gifts,
Worship: October 2008
CHURCH GROWTH FUNCTION
1. Committee shall be concerned with: 1) the welcome of new persons to the church; 2) the recruitment of new persons; 3) the assimilation of new members into the life and work of the church; and 4) care and oversight of absent members.
In part, the committee shall be responsible for the development of and maintenance of a prospect list for new members.  It shall provide the church office with the needed information so that the office can maintain the computer records. It shall send invitational letters to all prospective members; following a new member class, it may give a reception for new members and the church officers.

The committee may consider organization of sub committees to accomplish its tasks of 1) contacts 2) information: collection and distribution 3) correspondence and telephone follow up 4) maintaining and staffing the visitor’s welcome table at fellowship hour 5) newcomer’s functions, i.e., socials, dinners for eight, fall/or spring picnic 6) new member/inquirers classes.

2. The committee is responsible for its own growth, i.e., development of programs to encourage and/or enhance evangelism; recommending its budget to include training events for evangelism.

3. The committee shall order or create its own materials for the classes, for the gathering of information, and for distribution to visitors and other inquirers. The committee shall maintain pew information/invitational materials as well as the guest/attendance registration pads. It shall clear all materials through the office and the Head of Staff.
4. The committee is responsible for the advertisement of this congregation in the local media sources, as the budget allows. This shall include the disposition of content, design and frequency of publication. It is strongly urged to utilize the advertisement within the “Newcomers’” publications as well as any “green sheets” available within the community.
5. Committee shall be responsible for communicating, and keeping before the congregation, its’ purpose which informs the local congregation of its mission. Committee shall educate, inform, and appraise the congregation on a regular basis of the work of this committee. Examples: “Moment for Mission”; Courier articles; bulletin board displays; letters; inserts in bulletins; and free standing displays.
(Approved 9/20/95)
CPC Visitor Contact Process – A flow diagram:
The Visitor Contact Process:
	Visitor may:

Call the office for information Find us by word of mouth Find the CPC web site
	

	Enters our parking lot
	Signage clear?

Parking space available?


	Finds Entrance
	Greeter there?

	Finds Sanctuary
	Signage clear? Map?
Helpful people?

	Meets Deacon on Duty, Greeters, Ushers
	Visitor table staffed?

	Instructed to sign register
	Clear instructions? Persuasive?

	Leaves after worship
	Invited or escorted to Fellowship Hall? Told/shown where to find kids?

	Goes to coffee fellowship
	Ignored?  Greeted warmly?

	Searches for kids
	Assisted by members? Feels kids are safe?

	Leaves the building
	Clear where the car was parked?


The Visitor Follow Up Process
	Sunday
	Usher places register forms in Office Manager mail box
	

	Monday
	Pastor copies forms for CG Committee members
	

	Tuesday
	Pastor writes notes to first time visitors
	Visitor may respond

	
	Database (ACS) updated monthly by CG member, sends information to Elder, Pastor, and other CG member
	

	
	Second time visitor – no contact unless requested by visitor
	

	
	Second or third visit and contact information was provided, CG member makes call
	If the visitor doesn’t return after 2 or 3 visits, CG member calls.

	
	CG members try to connect visitors with other members with similar interests
	

	
	If visitor expresses interest in joining

-encourage meeting with Pastor
-invite to join CE class

-provide church information form
	Completed information form goes to CG Elder and Clerk of Session

	
	Meets with Session to be examined
	

	
	Introduced to Congregation and formally received into membership
	Celebrate at coffee fellowship


Christian Education – This area is responsible for spiritual growth of all members and their families including session and members of the Board of Deacons, and for development of members for service as officers of the church. Christian Education responsibilities have been described this way: to provide for the growth of its members and for their equipment for  ministry through , educational programs including the church school; to develop and supervise
the church school and the educational program of the church; to engage in a process for education and mutual growth of the members of the session.
CHRISTIAN EDUCATION: ADULT
1. Committee shall be concerned with
a) development of, selection of, and/or procurement of curriculum for adult programs;

b) seeking ways to improve the adult education program;

c) providing training for teachers, development of a teaching cadre;

d) development of and maintenance of a list of available teachers within the Presbytery, and local church;
e) developing its budget and presentation of it to the session;
f) creating, and maintaining a resource center for the local church for adult education

g) be responsible for all teaching of adults, i.e., Bible studies;
h) a complete set of minutes, decisions and policies so that a ‘history’ can be passed along;

2. Committee shall seek ways to create, maintain and staff a wide variety of educational opportunities for adults stressing foundational Christianity so that discipleship might be developed. A diversity of theological viewpoints should be considered in creating the programs.
3. Consideration of a model reflecting a weekly Bible class, and an issue-centered, Biblically orientated class to be given priority. Development of other than Sunday classes, short term, special interest units are encouraged, i.e., video formats or special speakers.
4. Committee shall be responsible for communicating and keeping before the congregation, its purpose which informs the local congregation of its mission. Committee shall educate and inform the congregation on a regular basis of the work of this committee. Examples: “Moment for Mission”; Courier articles; bulletin board displays; letters; inserts in bulletins; and free standing displays.
Adult CE December 2008
CHRISTIAN EDUCATION: CHILDREN
1. Committee shall be concerned with:
a) development of, selection of, and procurement of curriculum;

b) staffing of classes and training of class teachers;

c) submitting list of teachers to session for approval each fall;

d) development of and presentation of budget to session;
e) administration of the church school program;

f) establishing policies;

g) providing resources to teachers;

h) creating, maintaining audio-visual equipment and resources; a complete listing of resources made available to teaching staff. (Presbytery office maintains a resource center).

i) obtaining church school secretary for attendance and offerings;

j) development of and coordination of extra church school activities, i.e. music program, special Christmas program, etc.

2. Committee shall be responsible for the creation of an annual vacation church school program; and administering said program.
3. Committee shall be responsible annually for the ordering, purchasing, and distribution as well as the presentation of the New Revised Standard Version Bible to the third graders.

4. Committee shall serve as the coordinating committee for the three divisions of education, Children, youth, and adults. It shall conduct, at least, annually, a coordinating council meeting of the three divisions to discuss strategy, policies, and budget.

5. Committee shall be responsible for communicating, and keeping before the congregation, its’ purpose which informs the local congregation of its mission. Committee shall educate, inform, appraise the congregation on a regular basis of the work of this committee. Examples: “Moment for Mission”; Courier articles; bulletin board displays; letters, inserts in bulletins; and free standing displays.
(Approved 3/20/96)
CHRISTIAN EDUCATION: YOUTH
1. To study and seeks ways to improve youth programs in the church school and youth fellowship.

a. To secure teachers for the Senior High and Junior High grades in conjunction with total Christian Education Committee.
b. To secure sponsors for the Fellowship Groups.
c. To have oversight of materials and program used.

d. To seek new ways in which the church might better minister to the needs of the youth.
2. To establish and have oversight of a year-round program for youth who are attending colleges and universities.
3. To see that the youth program is oriented with the total work of the church and that young people are a part of the church in respect to nominating committees, special services, etc.

4. To set a Youth Sunday in conjunction with the Worship Committee each year in which the youth lead the morning worship.
5. To organize a Youth Council consisting of leaders, teachers, and youth in order to coordinate an overall direction for youth work.
6. It shall be responsible for all Scout work.
a. To secure the needed leadership, including the Institutional Representative.
b. To arrange for suitable meeting time and place.

c. To have oversight of all Scout activities.

d. To arrange for board meetings, special observances, projects, awards, God and Country—community class.
Member Care – This area is responsible for getting, keeping and caring for members (including officers).  The Book of Order states the Great Ends of the Church …”the shelter, nurture, and spiritual fellowship of the Children of God.”
This ministry has also been described; provide for the growth of its members and for their equipment for ministry through sharing in fellowship and mutual support, to delegate and to supervise the work of the board of deacons; to lead the congregation in ministry of personal healing;
FELLOWSHIP FUNCTIONS
“to provide for the growth of its members sharing in fellowship and mutual support”
1. Committee shall be responsible for the development of and promotion of fellowship within the life of the congregation; with the responsibility of creating community.

2. Committee shall be responsible for the overall planning of fellowship programs,

i.e. to set dates and times of events, and to coordinate all activities with the church’s master calendar, including (if needed) a building usage form so as to avoid conflicts in date, time and space.
3. Committee shall be responsible for maintaining and staffing the “Coffee Fellowship Hour” immediately after services of worship.
4. Committee should not be limited to imagination or creativity as it works to bring this congregation together through its efforts of fellowship.

5. Committee shall keep adequate records to facilitate the ongoing efforts of the committee. A report of each meeting will be sent to each committee member and then to clerk of session, moderator and session members and office manager one week prior to session meeting. This report to be done by fellowship chair or designated committee member.

6. Committee shall be responsible for communicating and keeping before the congregation on a regular basis the work of this committee. Examples: Courier articles, Sunday morning bulletins, bulletin board, letters and free standing displays. Fellowship: October 2008
DEACONS: Session will communicate with Board of Deacons through the Elder of Member Care. Deacons shall respond in reverse manner. Clerk: July 2008 Revised July 2012
Stewardship and Finance – This area is responsible for stewardship of money including obtaining pledges of monetary support for the programs of the church, collecting and counting all forms of income, and assuring that the collected money is used as intended by those providing it. The Financial Secretary and the Bookkeeper come under the purview of this area of responsibility. It is also responsible for stewardship of time and talents by members of the congregation. In Book of Order it is found in G-3.0205 and elsewhere throughout the Session responibilities:
This can be summarized: to challenge the people of God with the privilege of responsible Christian stewardship of money and time and talents, developing effective ways for encouraging and gathering the offerings of the people and assuring that all offerings are distributed to the objects toward which they were contributed;
1. Shall be chaired by Treasurer. Treasurer will be elected annually by the Session (Book of Order G-3.0205 and Congregational Bylaws) and will be an Elder currently serving on Session.
2. Shall monitor the collection, accounting, and disbursements of all funds including (but not limited to) General Fund, Building Fund, and all Memorial Funds.
3. Shall have oversight of all financial matters, (including all Church committees) and shall report same to Session. (G-3.0113b)

4. Shall be responsible for reporting of financial matters to congregation.

5. Shall direct and review activities of bookkeeper. Bookkeeper will be an ex-officio member of the Committee.
6. Shall direct and review activities of Financial Secretary. Financial Secretary will be a ex-officio member of the Committee

7. Shall advise Church Secretary and Bookkeeper as to allocation of funds to various Budget items.

8. Shall support requirements of annual audit. (G-3.0112b)

9. Shall prepare portion of Annual Report relating to financial matters. (G-3.0205b)

10. Shall include a Subcommittee responsible for maintaining the HFT Scholarship Fund and 25th Anniversary Scholarship Fund. Subcommittee shall also be responsible for conducting annual scholarship competitions and awarding scholarship monies.

11. Gifts and Memorials will be managed and processed by this committee. Gifts will be acknowledged, to both the giver and the family in whose name the gift is given. The memorial plaque board shall be maintained regularly.
13. The Treasurer is under the supervision of the Session (G-3.0205b)

[image: image26.png]


Budget & Finance: November 2008
DELIGATIONS OF AUTHORITY, SIGNATURE AUTHORITY, AND CORPORATE RESOLUTION
1. The Session shall enact as often as necessary, a Resolution to authorize the Treasurer, Bookkeeper, Clerk of Session, President of the Corporation, and Assistant Treasurer  (if any) to be the signature authority over Church Funds. This Resolution supersedes any other resolutions adopted by the Session of [ church name ] Presbyterian Church with respect to the establishment of a [ church name ] Presbyterian Church Delegation of Authority. The Treasurer shall keep a list of all accounts and the contact information for each fund. A copy of this list shall be kept off site, in a secure location and in the church office.. The Clerk shall keep a copy of the current resolution available for all banking and corporate purposes. Revised by Clerk Aug. 2012

ENDOWMENT FUND RESOLUTION.
2. This Resolution supersedes any other resolutions adopted by the Session of [ church name ] Presbyterian Church with respect to the establishment of a [ church name ] Presbyterian Church Endowment Fund. Specifically to include the Endowment resolution and amendments of March 20, 1996, March 17, 1992, November! 5, 1995, March 20, 1996, and January 20, 1999.

3. By adoption of the Resolution the Session establishes the “[ church name ] Presbyterian Church Endowment Fund” (the Fund) to encourage all persons in the further advancement of the Kingdom of God by their granting financial resources to the fund by means of gifts, devises or bequests. The Fund shall be operated as set out in the following paragraphs.

4. Investment of the Fund shall be determined by the Session upon recommendation of the Finance and Stewardship Committee.

5. Real property, corporate stocks or bonds, municipal or government bonds, or other property received by the Fund not in the form of cash shall be sold through a recognized broker and the proceeds deposited in the Fund investment account. The committee may, with the approval of the Session, delay sale of such non-cash gifts for a period not to exceed two years if economic or other conditions at the time of the gift suggest such action.
6. Approximately seventy-five percent (75%) of the annual income from the Fund will be used to support the needs of [ church name ] Presbyterian Church as determined by the Session with the recommendation from committee. The remaining income will be added back to the principle. Adjustments of these percentage rates may be made by the committee with the approval of the Session if special needs arise. The income from the Fund shall not be incorporated into the annual operating budget, nor shall it be designated to any project or program on a permanent basis.

7. The Stewardship Committee will manage any fund raising efforts. Responsibility for management and reporting requirements for programs established under this Resolution shall be assigned by the Session at the time of the program’s approval.

8. The status of the fund will be included in the annual financial report to the congregation and reviewed at the regular meetings of the Finance and Stewardship Committee.

9. Should the [ church name ] Presbyterian Church be at any time lawfully merged or consolidated with any other church, the Fund shall be transferred to such merged or consolidated church, and it shall be entitled to receive all the benefits of said Fund,  and shall be obligated to administer the Fund in all respects and in accordance with the terms set forth in this Resolution. In the event of the dissolution of [ church name ] Presbyterian Church, the Fund shall be transferred to the presbytery of jurisdiction, which shall receive all benefits enumerated herein, and shall be obligated to administer the Fund as set forth in this Resolution. That presbytery may, with appropriate approval, transfer the Fund to another church within the presbytery, always providing that said designated church agrees to accept and administer the Fund under the provisions of this Resolution and in keeping with the spirit, as well as the rule, of its intent.

10. This Resolution may be amended by majority vote of the Session.
Budget & finance: June, 2007 Committee name changed August 2012.
FINANCIAL ACCOUNTS and FEDERAL TAX ID NUMBER USE
1. All financial accounts that carry either the [ church name ] Presbyterian Church name or CPC Federal Tax ID number are required to:

a. Be authorized by both the Finance Committee and Session. The petition for authorization should include:
1. Anticipated use of funds.

2. Anticipated source of funds.

3. Institution(s) used for the financial accounts. Persons authorized to act/ sign on the accounts.
•••
4. Designated contact person, if additional information is desired by Session or the Finance Committee.

This petition and authorization should occur annually if the average balance is

<$5,000, semiannually if $5,000 and quarterly if > $10,000.

b. All CPC related financial accounts must require 2 signatures for any money transfer/checks.

c. All CPC related financial accounts must balance their statements monthly.

d. Issue a report to the Treasurer each November, to include same information as l.a.

e. The CPC Treasurer is authorized to periodically review these accounts, including any checkbook, check register, financial statements on a random basis to fulfill oversight responsibilities.   ‘

f. Publicize the results of the annual financial review in the Annual Report to the Congregation.

2. All financial accounts that carry the [ church name ] Presbyterian Church name and / or Federal Tax ID Number are owned in their entirety by [ church name ] Presbyterian Church.
THE SALES TAX EXEMPTION ON PURCHASES MADE BY OR ON BEHALF OF [ CHURCH NAME ] PRESBYTERIAN.
According to today's information from the Pennsylvania Tax Commission, all purchases of less than $1,000, you should expect to pay the sales tax and submit the receipt to Shari and Bookkeeper Michael for us to apply for a sales tax refund. For purchases of greater than

$1,000, sales tax at point of purchase can be avoided, if you happen to have a copy of Pennsylvania Tax Form TC721 to show.
Some people who have purchased items of less than $1,000 for CPC have not been charged sales tax. I think that is okay for us - that issue would be between the Seller and the Tax Commission.

The method you pay for the purchase - cash, credit card, CPC check does not affect this procedure.

Treasurer 3/15/07

PROCEDURES for MEMORIALS
1. Gifts and Memorials will be managed and processed by the Finance Committee.

2. Memorial Recognition will be done through the Memorial plaque, with the names of the memorialized person added to the plaque when a memorial account is set up in that person’s name. The Treasurer is responsible for having the names added to the plaque and expenses for such will come from the General Memorial Fund.
3. When money comes to the Church for a Memorial, the Financial Secretary will record this as a Memorial Gift. A photocopy of the check, indicating both donor and the specific memorial honoree, will be kept in an appropriate folder in the locked Finance Cabinet.

4. The Bookkeeper will create the appropriately named Memorial Account in the Financial Statement, with the date of onset indicated.
5. The Treasurer will be responsible to contact the memorialized person’s next of kin to both inform them of the Memorial and request guidance on appropriate use of funds. (Note: Memorial Policies already prescribe criteria for appropriate use of funds).

6. Approximately 2 months after the creation of the Memorial, the Church Secretary, with direction by the Treasurer, will send an appropriate letter to the Memorialized persons next of kin, notifying them of the donors to the Memorial and the intended use of the funds. Similarly, a letter of acknowledgement and thanks will be sent to the donors.

7. Per previous Session policy, any memorial account whose funds are not used within 12 months of the memorial’s creation, will be moved to an appropriate account as determined by the Finance committee.

September, 2006, Amended and restated March 2007, August 2012
BUDGET AND STEWARDSHIP COMMITTEE SCHOLARSHIP PROCEDURES
The HFT and Anniversary Scholarships are available to high school graduates or those continuing their post high school graduation and are designated for members of [ church name ] Presbyterian Church.
The HFT Scholarship is made possible through funds that have been anonymously invested with the Presbyterian Foundation. It is awarded on academic achievement and Christian commitment. There should be only one recipient per year; however, in exceptional circumstances, two grants may be made. Recipients may apply again in succeeding years. Adults continuing their   education after an absence of more than five (5) years may not apply. The amount of this scholarship is $750 per year. If the earnings of the investment are not sufficient to equal this amount annually, the earnings are supplemented from the Church’s operating budget.
The Anniversary Scholarship is made possible through funds given in celebration of [ church name ] Presbyterian Church’s 25th Anniversary, a memorial from Mr. And Mrs. Martin, and other gifts and memorials. This scholarship is awarded on academic excellence and/or financial need. Recipients may receive this scholarship a maximum of two (2) times. The
amount of this scholarship is $500 per year. If the earnings of the investment are not sufficient to equal this amount annually, the earnings are supplemented from the Church’s operating budget.
A Chairperson for the Scholarship Subcommittee will be selected by the Chairperson of the Budget and Finance Committee to conduct the scholarship activities, preferably in January. Following are the steps to be taken by the Scholarship Chairperson to make availability of, selection of, and awarding of the scholarships:
1. Place a notice in the March and April Courier stating that applications are available from the Church office or Scholarship Subcommittee Chairperson. Also place notices in the Sunday bulletin as is necessary for getting information to prospective candidates. Give a deadline (usually April 20) for completing the applications and when the awards will be made (usually the Sunday prior to Memorial Weekend).
2. A committee of 3-5 people should be selected by the Scholarship Chairperson, preferably at least one of those people from the Finance Committee and at least one from the Youth Christian Education Committee. Those with a potential conflict of
interest (e.g. relative of potential applicants) should not be included. The names are to be submitted to the Budget and Finance Committee for approval.
3. A meeting of this committee should be called in late April or early May to evaluate applications and select the recipients. Interviews with the applicants are optional but not required.
4. After the selection is made, the Scholarship Subcommittee Chairperson is to confidentially notify the awardees (and immediate family, if appropriate) so they can be present the day the awards are made in Church.
5. Letters to unsuccessful applicants should be sent to those not selected.
6. The Sunday prior to Memorial Day Weekend is usually set aside as honoring high school students and this is when the scholarship presentations are made by the Scholarship Subcommittee Chairperson or a member of the subcommittee. The Chairperson should confirm with the Church secretary and Pastor the dates and format for the presentation.

7. On the day the awards are made to recipients, a letter should be presented informing them of the amount they will receive and that it will be granted fifteen (15) days after receiving notification from their school that they are registered for classes. A brief description of the student’s qualifications can be given at the tune of the presentation.
Budget & Finance: September 2007
STEWARDSHIP FUNCTION
1. It shall be responsible for promotion in all phases of Stewardship of time, talents, and means throughout the congregation.
a. To secure literature, visual aids and other materials which would strengthen the Church Stewardship Program.
b. To give counsel on all special and free will offerings connected with the church.
2. It shall be responsible for maintaining a stewardship liaison between the Board of Deacons and other organizations in the church.
3. It shall work with the Budget and Finance Committee as to its concerns.
4. It shall be responsible for promoting a stewardship enlistment contact with new members of the church within a period of three weeks following their union with the church.

5. It shall be responsible for the overall direction and planning of the stewardship program and the Building Fund Campaigns as well as special fund drives. (The chairmen are to serve as the directors of the Canvasses unless otherwise planned by the Session):
a. To set time and date of the campaign.

b. To enlist Canvassers.

c. To plan for training and instruction to canvassers.

d. To follow up the Canvass in all details.

e. Present report of campaign to Session.
6.
It shall counsel and assist in preparation of the Budget of the church as called upon by the Board’s Committee on Finance and Budget.
7. It shall work with the Mission Committee, to provide necessary information for full interpretation of the work of the church.

8. That a member of the Stewardship Committee be required to be appointed as a member of the Budget and Finance Committee in order to be a liaison between the Committees.

(1988)(Amended 5/21/91)
Planning and Budget– The responsibility of this area is to prepare for [ church name ]’s future and includes these Book of Order requirements:
j. to lead the congregation continually to discover what God is doing in the world and to plan for change, renewal, and reformation under the Word of God;
i. to establish the annual budget, determine the distribution of the church’s benevolences, and order offerings for Christian purposes, providing full information to the congregation of its decisions in such matters.

2. Shall prepare Annual Budget ( G-3.0113a and G-3..0205a), except for clergy salary package, using inputs from other Elders and Committees
Shall develop coordinated church communications standards, including printed and electronic means and methods.
Administration – This area is responsible for providing management of church associated actions such as:

n. to provide for the administration of the program of the church, including employment of nonordained staff, with concern for equal employment opportunity, fair employment practices, personnel policies, and the annual review of the adequacy of compensation for all staff, including all employees;

o. to provide for the management of the property of the church, including determination of the appropriate use of church buildings and facilities, and to obtain property and liability insurance coverage to protect the facilities, programs, and officers, including members of the session, staff and deacons.

PERSONNEL FUNCTION
Purpose:
The purpose of the Personnel Committee is to fulfill the responsibilities of Session to the employees of the Church, balanced by the responsibility to insure that employees fulfill their responsibilities to the Church. And, it is to carry out the personnel management functions of the Church, including those set out in Book of Order, Congregational Bylaws, and Administrative Manual; as delegated by Session. All of the responsibilities apply to the Minister, except as specified otherwise by the Book of Order.
Membership:
The Personnel Committee shall be made up of no fewer than six members, each of whom shall serve a three year term, and may be reelected for one additional three year term. Ideally, membership shall be structured so that two members are replaced each year. Members shall be asked to join the Committee from a list submitted by the Committee to the Session, and elected by Session. There must be a balance of women and men, and consideration given to all representative groups in the Church.
The moderator of the Committee shall be a member of Session, and during the current moderator’s last year, there shall be a second Session member on the Committee who will succeed to the Moderator’s position.
The Pastor of [ church name ], as Head of Staff, shall always be an ex-officio member of the Committee, and shall attend Committee meetings.
Responsibilities:
1. To work with program Elders and/or the Pastor acting as Head of Staff to recommend to Session the creation of positions to be filled by employees, and the conditions of employment for the position.

2. To insure that every employee’s position, and volunteer’s positions identified by Session, is accurately described in a Position Description. The responsibility of the Personnel Committee is to work with the Pastor as Head of Staff, and any responsible Elder or supervisor, to accurately describe the position, and to write that description in the proper format.

3. To advertise and search for people to fill vacant positions.

4. To recommend to Session hiring and separation of employees, or termination of positions, other than calling Ministers by a Pastor Nominating Committee.

5. To provide counsel, support, listen to, act in the interest of, and overall give a ready ear and helping hand to all employees. To act as a support group for Pastors and staff.
6. To establish the process and schedule for performance evaluations, and to assist the supervisors in carrying out the evaluations. The Personnel Committee will participate in the evaluation if needed. Every employee is to have a performance evaluation after three to six months on the job, and every year thereafter.

7. Based on the performance evaluations, recommend to Budget and Finance all salary and other budget needs. Recommendations shall include benefits and salaries, including annual cost of living and merit raises.

8. To promote good working conditions for Pastor(s) and staff.
9. To maintain personnel policies and to recommend to Session changes in policies.

10. To maintain secure personnel files.
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Personnel: October 2008
POLICIES ESTABLISHED BY AND FOR THE COMMITTEE
The Elder for Personnel and the Personnel Committee are responsible to enroll or terminate enrollment with the Board of Pension, including health insurance, anytime an employee is hired or quits.
BUILDING AND GROUNDS FUNCTION
Function and Responsibilities:

To provide for the management of the property of the church, including determination of the appropriate use of church buildings and facilities, and to obtain property and liability insurance coverage to protect the facilities, programs, and officers, including members of the session, staff, board of trustees, and deacons.

The Building and Grounds Committee is responsible for the operation and maintenance  of all aspects related to building function and outside lawn care. Each problem or concern is carefully reviewed and evaluated by the committee members, in hopes that the areas approved to be revitalized are in the best interests of the congregation and its budget.

Specific Duties Include:

1. Provide general guidance and coordination of custodial duties; secure custodial services.
2. Evaluate budget categories in regards to current spending and projected cost- related items.

3. Annually inspect building safety pertinent to present fire and life/safety codes and regulations, including boiler inspection.

4. General repairs of damages and equipment failure/malfunction. Preventative maintenance.

5. Purchase of new church furniture or equipment as needed.

6. Review of present and future building/grounds needs in conjunction with local utility company regulations.

7. Coordination of outside services such as snow removal and lawn care.

8. Implementation of Cargo Day and year-round maintenance programs by Church volunteers.

9. Develop a long term replacement policy.
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Policy for Donations to [ church name ] Presbyterian Church:
Items to be donated to [ church name ] Presbyterian Church need to be directed to and approved by the Elder of/or the Administration Committee. These donations may be such items as:
furniture, pianos, pictures, nursery equipment /toys, playground, sports, or gardening equipment, books, picnic tables, computers, printers, or electronics, etc. but does not include money, stocks, or bonds. The Elder will inform the appropriate committee of items: Christian Education, Mission, Building & Grounds, Deacons, etc., that said donation is available. Follow up information will be made to the donator. The Elder may take this information to the Session for needed discussion, input or approval.
Conversely, information about items no longer used or needed by [ church name ] entities, need to be directed to the Elder of/or the Administration Committee. If items were given “In Memoriam”, the family or donator will be notified as to their wishes for disposal. All other items may be donated to a worthy cause.
New Policy Aug. 2012
Clerk of Session – The Clerk of Session may be a full or ex-officio member of Session. The Clerk is also the Secretary of the Corporation.
The Clerk is responsible for maintaining records and correspondence including these responsibilities set forth in the Book of Order:
s(1). to keep an accurate roll of the membership of the church, in accordance with G- 3.0204a.
grant certificates of transfer to other churches which when issued for parents shall include the names of their children specifying whether they have been baptized, and which when issued for an elder or deacon shall include the record of ordination.
p. to maintain regular and continuing relationship to the higher governing bodies of the church, including (7) sending annually to the stated clerk of the presbytery statistical and other information according to the requirements of the presbytery.

In this structure of Session the Clerk may be be an elected member of Session and would have both voice and vote in Session activities, or the Clerk may not be an elected member of Session, in which case the Clerk does not have vote, but is permitted full voice in the Session meeting.
ADMINISTRATIVE MANUAL
The Clerk of Session shall be responsible for organization and maintenance of the Administrative Manual.
Clerk: July 2008
Submissions for inclusion in the Administrative Manual shall be in electronic word processing form.

Clerk: July 2008
MEMBERSHIP MANAGEMENT
Membership Management Policy 1
Within 14 days of distribution of Session Minutes which contain approval of those minutes the Clerk shall record membership status changes in the appropriate Registers and the Office Manager shall record the same membership status changes in the appropriate data fields of the ACS.
Clerk: July 2008
Membership Management Policy 2
Upon receiving formal notice of the move of members the Clerk shall place a change of status request in the Clerk’s Report to Session for the next Stated Session Meeting following receipt of the notice and shall enter the status change in the appropriate Register. Contingent on Session approval of the status change, the Clerk will proceed with the formal contacts prescribed in the Book of Order G-10.0302 ff.

Clerk: July 2008
Membership Management Policy 3
Any individuals carried on the Children’s Baptized Roll of the church who do not become Communicant Members of [ church name ] through the Confirmation Class by age 18 shall be moved to the Adult Baptized Roll and carried there until such time as they may become church members of [ church name ], or another church.
Clerk: July 2008
POLICY REGARDING EXISTING [ CHURCH NAME ] POLICIES, BYLAWS OR PROCEEDURES AND THE 2011 NEW FORM OF GOVERNMENT, (BOOK OF ORDER
REVISION 2011) The session of [ church name ] Presbyterian Church adopts a policy that any [ church name ] Presbyterian Church By-law, administrative rule, or policy that refers to or incorporates documents from the 2009/2010 (or earlier) PCUSA "Book of Order" by specific section number or not, shall be severable and shall stand alone in the case such "Book of Order" section is modified, withdrawn, renumbered, or combined into replacement section by the adoption of the “New Form of Government (NFoG)” portions dealing with governance of the church. The NFoG does not change the current sections dealing with worship and discipline, and as such no [ church name ] document is affected. This policy shall have force until [ church name ]'s Session has had the opportunity to study  the replacement PCUSA document and reconcile the impact of such changes. Passed By Session May 2011.

COURIER:
Guidelines for the Courier and church bulletins:
1. All material for the Courier must be submitted to the Editors in writing via the mail boxes at the church office or e-mail on or before the specified deadline. The Courier Editor shall publish the deadline for articles from the Session in each edition of the Courier. The deadline for inclusion in the weekly church bulletin is ordinarily noon Wednesday preceding the Sunday for which the announcement is intended.
2. Personal items are limited to [ church name ] Church members, their families, and other involved Presbyterians.
3. Articles and announcements about [ church name ] activities have priority in both publications. Information about other Christian churches, the Presbyterian denomination in general and recognized charities is also appropriate.
4. Articles about organization or activities, other than those of Christian church and recognized charities, are not acceptable.
Clerk: July 2008
Adopted as a new and replacement document by Session on xxx,xx, 2012
Session Organization.doc
PERSONNEL MANUAL

[ CHURCH NAME ] PRESBYTERIAN CHURCH OF [ TOWN OR CITY ], PENNSYLVANIA
Revised & Approved by Session January 20, 2011

Revised July 12, 2012 Reaffirmed Aug. xx, 2012

The mission for the people of [ church name ] is to:

Be a worship centered, spiritually alive congregation, Bring all people to know God’s grace in Jesus Christ, Empower the people of God to lead and to serve.
This Personnel Manual is in conformance with the Book of Order, particularly sections G- 4.0400 and G-9.0104. It has also been coordinated with the Personnel Manual of the Presbytery of Pennsylvania.
The employer this manual pertains to [ church name ] Presbyterian Church of [ town or city ], Pennsylvania, a nonprofit corporation in the State of Pennsylvania.
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I. Theology of Employment
[ church name ] Presbyterian Church is a community of faith called into being by God. As such, it is a community of people known by its convictions as well as its  actions. Therefore, [ church name ] is committed to ethical employment policies and practices.

II. Scope and Application of These Policies
This Manual is established by [ church name ] Presbyterian Church to apply to all employees, including Ministers. The Session, through its Administration Committee, is responsible to modify or amend this Manual, and will keep employees informed of any changes.

III. Principles
A. Position Description – A position description that accurately describes the duties, authority, and responsibilities of a job, in other words the desired outcomes, is the basic foundation of a productive employee. Every employee will have a position description. It is the responsibility of the supervisor and program Elder to accurately define what the job is to accomplish. It is the responsibility of the Administration Committee to establish a consistent format for position descriptions, and help the supervisor and program Elder describe the duties they have defined.

B. Compensation – All employees will be compensated equitably for the required duties as described in the position description. The initial pay for an employee will be agreed to by the employee and the Administration Committee, with final approval by Session. Thereafter, pay will be based on the performance evaluation. Both cost of living and merit increases may be granted. Pay each year will be recommended by the supervisor, through the Administration Committee, and approved by Session as part of the annual budget.

C. Benefits – Benefits required by law will be provided for all regular employees, including social security and workman’s compensation. Ordained full-time ministers of word and sacrament will receive full benefits through the Board of Pensions, with additional benefits as agreed to and approved by Session. For non-ordained staff employees, additional benefits will be negotiated with the employee and approved by Session. Personal days off will be set out in this Manual.

D. Reimbursement of Expenses – Authorized expenses incurred by employees will be reimbursed using a voucher system.

E. Working Conditions – The health and safety of employees is the most important duty of an employer. Supervisors and the Administration Committee are responsible to insure that working

conditions are healthy and safe. In addition, supervisors and the Administration Committee will take whatever steps are appropriate to create a positive work environment that promotes productivity and the retention of productive people.

F. Career Development – The career development needs of employees will be considered as part of employment at [ church name ]. First priority for meetings, education or training will be given to what is necessary to do the existing job. Career development opportunities may occur at the workplace, or time away from the workplace may be granted. They may be paid for, as set out in the budget. Needed career development will be discussed and agreed to by the supervisor and employee each year as part of the performance evaluation process.

G. Communications – Effective communications that promote healthy and productive employees are critically important. Therefore, effective communications are to be emphasized. They are to be continuous. The communication tool used is to be the most effective for the circumstances, including email, other written, telephone, or face-to-face.
Face-to-face communications are to be the primary way of communicating with employees, backed up in writing when appropriate. The employee, supervisor, Administration Committee, and Elders are all fully responsible to initiate and carry out effective communications.

H. Grievances and Complaints – A fair and equitable process will be easily available to all employees, as set out in this Manual. The process may be used to address any subject that affects an employee.

I. Non-Discrimination – [ church name ] is absolutely committed to not discriminating in employment. We must not discriminate in order to fulfill the teachings of our Lord and Savior, Jesus Christ. Hiring and conditions of employment will be free of discrimination based on racial origin, ethnic origin, age, sex, sexual orientation, disability, geographic area, marital condition, or any other arbitrary condition. Adherence to our reformed Christian faith may be a condition of employment where it is relevant to the job.

J. Sexual Misconduct – Any form of sexual misconduct shall be  cause for disciplinary action. Every employee will be given a copy of the Sexual Misconduct Policy, and sign an acknowledgement  for it.

IV. Personnel Policies and Procedures

A. Employment Categories – In accordance with the Fair Labor Standards Act, there are exempt and non-exempt positions:

1. Exempt – Exempt positions are salaried, professional positions. Persons in exempt positions are not paid overtime for hours worked in excess of 40 hours a week.

2. Non-exempt – Persons in non-exempt positions are paid hourly. They shall be paid overtime for hours of work in excess of 40 hours a week. Overtime pay is one-and-a-half times the hourly rate.

B. Ministers of the Word and Sacrament – In accordance with Federal and State statutes and Church policy, all ordained Ministers of the Word and Sacrament are considered to be self-employed persons engaged in the exercise of their ministry. They are not subject to withholding for certain taxes, and are not covered under Unemployment Insurance.

They are, however, included in all other policies contained in this Manual.

C. Position Descriptions - As set out above, every position will have a position description. Position descriptions are to be approved by Session, as recommended by the Personnel Committee. Session has delegated to the Personnel Committee the responsibility to make minor, non-substantive changes to Position Descriptions.

D. Recruitment and Selection

1. As set out above, recruitment and selection will be free of discrimination based on racial origin, ethnic origin, age, sex, sexual orientation, disability, geographic area, marital condition, or any other arbitrary condition.
Adherence to our reformed Christian faith, or membership in the Presbyterian Church, may be a condition of employment if relevant to the job.

All applicants regardless of religious background will be considered for positions where adherence to our reformed Christian faith, or membership in the Presbyterian Church, is not relevant to the job.

2. The calling and installation of Ministers shall be in accordance with the Book of Order and the Presbytery of Pennsylvania.

3. For non-ordained employees, the Administration Committee, in close consultation with the supervisor, will conduct the search and make a hiring recommendation to Session. All hires will be approved by Session.

4. References for new employees shall be kept for six months from the date of employment, and thereafter destroyed. Care must be taken during all interviews and through the recruitment and selection process that the privacy of the individual is protected, and that the confidentiality of all information is protected.

5. Direct relatives of existing employees shall not be recruited or selected.

6. Employees of the Church must not be members of Session or the Board of Deacons.

7. Church members may be employees of the Church. But, employees must not be voting members of committees where there is a conflict of interest, including Administration, Budget and Finance, and Nominating. Employees should be consulted by committees and may be ex officio members of committees.

E. Letter of Employment - For ordained staff, the terms of call, or contract, will be in the form required by the Presbytery of Pennsylvania. For non-ordained positions, a letter of employment will be signed by the Elder for Administration and the employee which establishes whether the position is exempt or non-exempt, the salary, the term of the position, the hours of work, notice required, and other conditions of employment. The position description is to be attached. A new letter is to be signed whenever anything changes, usually annually.

F. Probationary Period – The first three months of employment shall be a probationary period. A performance evaluation will be completed by the supervisor at the end of three months. If performance is not satisfactory, the employee may be terminated without recourse.

G. Salaries Administration – For ordained staff, the initial salary is the responsibility of the Pastor Nominating Committee, and will meet or exceed Presbytery guidelines.
For non-ordained staff, the Administration Committee will establish a salary range before the search begins. The salary will then be negotiated between the Administration Committee and the person being recruited. The final salary will be approved by Session.

1. Overtime – Exempt staff are not to be paid overtime. Non-exempt staff shall be paid overtime for time worked over 40 hours a week at a rate of one-and-a-half time’s normal salary. For part time, non-exempt employees, time worked over their regular hours but less that 40 will be paid at their regular salary. All overtime, and extra hours, shall be approved in advance by the supervisor.

2. Compensatory time – Compensatory time is discouraged, because if an employee needs extra time to get their job done granting compensatory time just makes them further behind. Extra hours will be used in preference to compensatory time. Any compensatory time, or extra hours, will be officially approved in writing in advance by the supervisor. Absolutely no “unofficial” comp time will be allowed and will be leave without pay.

3. Housing Allowance - For ordained staff, a housing allowance may be part of the compensation package. The housing allowance must be treated according to Internal Revenue Service rules. Non-ordained staff will not normally be granted a housing allowance.

4. Expenses – Staff members will be reimbursed for approved expenses, including mileage, using the voucher system.

5. Honoraria – Honoraria received in connection with official work are retained by the recipient.

6. [ church name ] will attempt to structure the total compensation package for all employees to best meet the needs of the employee (within IRS requirements). It is the responsibility of the employee to inform their supervisor of their needs.

7. Pay Increases are designed to reward those employees who perform their job with integrity, at a level that achieves or exceeds expectations. Pay increases will be based on the performance evaluation conducted by the supervisor with their recommendation (or from Presbytery in the case of ordained employees) to the Administration Committee. Cost of living and merit increases will be considered for all employees each year. Final approval for any pay increase must come from Session and be included as part of the annual budget.

H. Conflicts of Interest – All employees shall avoid even the appearance of conflict of interest, special interest, or any other inappropriate conduct. No employee shall accept any gift, gratuity, service or any special favor from any person or business which does or seeks to do business with [ church name ]. If an employee discovers that they may be in a position of a

conflict of interest, they shall report this conflict to their supervisor. Open communication between employee and supervisor is especially critical when actual or potential conflicts of interest are concerned. The receipt of honoraria as above is not a conflict of interest.

I. Career Development

1. All employees will be given the opportunity to review and determine their short and long term career goals. This will be done as part of their performance evaluation. This opportunity will include the following:

a. A sharing of the employee’s career goals and his/her career goals as an employee of [ church name ].

b. A sharing of [ church name ]’s goals as pertains to the employee’s job.

c. A review and analysis of the employees knowledge and skill relative to their work assignment, and their and [ church name ]’s goals.

d. An analysis of the employee’s potential career opportunities at [ church name ].

e. Agreement by the employee and supervisor about goals.

2. For non-ordained employees - agreement on a program to develop knowledge and skill to meet both [ church name ]’s and employees’ goals. All options to meet goals must be looked at, including training on the job. Paid training off the job is to be limited to two weeks per year, not accumulative.

3. Continuing Education (Study Leave) for Ordained Staff – Leave for continuing education with pay will be granted for ordained staff. The amount of time will be set out in the terms of call, and meet Presbytery requirements which presently is two weeks per year:

a. Continuing education leave is for training or study, it is not additional vacation, but may be taken in conjunction with vacation.

b. Continuing education leave is not cumulative and may not be carried over from year to year.

c. Continuing education leave is not automatic. It shall be directly related to career goals or [ church name ]’s goals, as agreed to as above.

d. Continuing education leave shall be approved in advance by the Personnel Committee, and will be within the annual budget approved by Session.

4. Extended Continuing Education Leave (Sabbatical) for Ordained Staff

a. Extended continuing education leave may be granted up to four months maximum. This leave may be taken in conjunction with earned vacation days.

b. There will be no regular continuing education leave in a year when extended leave is taken.

c. The employee must have completed five years of continuous employment at [ church name ].

d. Five years must have elapsed since the last extended continuing education leave.

e. The extended leave shall be approved at least far enough in advance to provide for staffing and work needs of [ church name ], but at least three months, in writing by the Administration Committee.

f. Approval will be based on a written proposal setting forth goals and end products.

g. Approval will also be based on a written plan to fully provide for the staffing and work accomplishment needs of [ church name ].  Insuring that the needs of [ church name ] are met is the responsibility of the staff proposing the leave.

5. Extended Continuing Education Leave for Non-ordained staff – Extended continuing education leave will not ordinarily be granted for non-ordained staff. If there is a compelling need for extended leave for non-ordained staff, it may be a combination of regular training leave (limited to two weeks per year, as above), personal days (reference section “O” Benefits-Day’s Off), and leave without pay. Extended leave with pay shall not be granted for non-ordained staff.

J. Performance Evaluation – The purpose of performance evaluations is to improve performance. When the process is punitive, it is not constructive. Evaluations shall not be used as a substitute for continuous, effective communications between supervisor and employee, as discussed above. Performance evaluations shall be conducted every year for all employees, including all ordained ministers.

a) Evaluations are to be completed early enough so they may be the basis for budget decisions.

b) The Administration Committee will establish and publish detailed procedures.

c) Except for the Pastor, evaluations will be completed by the supervisor, with help from the Administration Committee if needed. If there is a vacancy in the supervisory position, the Administration Committee will do the evaluation.

d) The Pastor will be evaluated by the Administration Committee, with input from members of Session

e) The evaluation is to be as objective as possible. Therefore, performance is to be evaluated against the responsibilities agreed to in the Position Description.

K. Separation of Ordained Employees – The separation of ordained employees shall be carried out under the requirements of the Book of Order, and with the guidance of the Presbytery of Pennsylvania. Unused personal days will be paid for. Unused study leave shall not be paid for. Severance will usually not be paid for voluntary resignation. Severance shall never be paid at retirement or when transferring to another job. However, in unusual cases of voluntary, and in cases of involuntary resignation, severance may be negotiated, with the minimum set by Presbytery.

L. Separation of Non-Ordained Employees – Positions are permanent unless specifically designated as temporary in the letter of employment. If temporary, the letter of employment is to specify the term of the position.

1. Voluntary Separation – Resignations:

a. Employees shall give 30 days’ notice.

b. Resignations shall be submitted to the supervisor, who in turn will submit them to the Administration Committee.

c. No severance is due for resignations. Employees shall be paid for unused earned personal days, but not for unused sick leave. If employees do not give 30 days’ notice, the number of days short of 30 days shall be deducted from pay for unused personal days.

2. Involuntary Separation – Reduction in Force – Separation because of budget requirements, discontinuation of programs, or other circumstances arising out of no fault of the employee may be necessary. No severance is due, but will be considered on a case by case basis by the Administration Committee.

a. Involuntary separations will be based on a recommendation from the Administration Committee, with the involvement of the supervisor, and approved by Session.

b. Notice shall be given by the Administration Committee to the employee as follows:

Years of Service
Notice
Less than 2
30 days

More than 2, but less than 5
60 days

More than 5
90 days

c. In addition, when the employee actually leaves the job, they will be paid for unused earned personal days.

3. Separation for Cause – Sexual Misconduct or Physical abuse:

a. If an employee is accused, or there is evidence of, sexual misconduct or physical abuse, the supervisor shall separate the employee immediately. Separate means remove from the job and building.

b. The Administration Committee will investigate and make a decision to terminate or not, with input from the Supervisor. An appeal may be made to Session in writing. If an appeal is made, Session will appoint an investigative committee of Session, which will be headed by a Session member other than the Elder for Administration. The investigative committee will make a recommendation to Session.

Session action is final, without appeal.

c. If sexual misconduct or physical abuse has occurred, the employee will be terminated effective the date of separation with no pay for unused personal days or other benefits.

d. If sexual misconduct or physical abuse has not occurred, the employee will be reinstated with full pay and benefits retroactive to the date of separation.

4. Separation for Cause – Separation or dismissal for cause may be necessary:

a. Reasons for separation include, but are not limited to: unsatisfactory work performance, refusal to do work specified in the position description, repeated un-authorized absences, tardiness, and incompetence, interpersonal conflict, and insubordination, illegal, dishonest or unethical conduct.

b. In every case, the supervisor is to counsel with the employee in person, and give written notice of the problem, corrective action to be taken, and the date corrective action is to be done by. The supervisor is to involve, and seek guidance and assistance from the Administration Committee starting at this point.

c. If the unsatisfactory performance or behavior is not corrected by the above date, the supervisor is to give written notice of separation. It is critical that unsatisfactory performance or behavior be documented.

d. The employee may appeal to the Administration Committee. The decision of the Administration Committee is final.

e. Session is to be notified by the Administration Committee of all actions of separation for cause.

M. Grievances – It is essential that employees have a fair and impartial way to voice and solve complaints or grievances. The following steps shall be followed:

1. Informal – In every case a good faith effort by the supervisor and employee will be made to solve the complaint informally.

a. The employee is to meet with their supervisor and inform them of the problem. The supervisor and employee are jointly responsible to work together to solve the problem.

b. If the employee feels that the problem has not been solved, the employee is to notify the supervisor, and then may take the complaint to the Elder for Administration for action by the Administration Committee.

2. Formal – Only after a good faith effort has been made to solve the problem informally, and that effort has failed, a formal grievance may be filed in writing with the Administration Committee. The employee shall concurrently provide a copy of the written grievance with their supervisor.

a. The Administration Committee will counsel with the employee and supervisor and recommend a solution to the grievance.

b. If the employee is not satisfied with the solution recommended by the Administration Committee they may file an appeal in writing to Session. Copies shall be provided concurrently with the supervisor and Administration Committee. Session is to appoint a special committee, headed by an Elder other than the Elder for Administration, to recommend a solution. The decision of Session is final.

N. Benefits – Monetary – Every employee will have a total compensation package including pay and benefits. It is the policy of [ church name ] to divide the total compensation package in a way that best meets the needs of the employee, without increasing the cost to [ church name ]. Of course, the requirements of law must me fulfilled.

1. Ordained employees:

a. The head Minister of [ church name ] is to be paid a housing and utilities allowance. Associate Ministers may be paid a housing and utilities allowance.

b. Ordained employees will be enrolled for full Board of Pensions coverage.

c. Additional benefits may be paid, such as medical, dental, or life insurance supplements.

2. Non-ordained employees

a. Occasional employees, such as substitute nursery attendants, are normally paid only a cash salary.

b. Employees that work less than 20 hours a week are only paid the benefits required by law.

c. Employees that work more than 20 hours a week, but less than 40 hours a week, will be paid benefits required by law. In addition, they may be paid additional benefits, such as health insurance through the Board of Pensions, and/or a 401K retirement contribution.

d. Employees that work full time may receive full benefits through the Board of Pensions, but shall receive at least health insurance and a retirement contribution. Again, it is the policy of [ church name ] to pay these benefits in the way that best meets the needs of the employee, within the cost of the total compensation package.

3. Social Security – Ministers are considered to be self employed persons. Ministers are urged to participate in Social Security on a self- employed basis. Employers Social Security shall be paid for all others, with the exception of occasional employees as above.

4. Workman’s Compensation – Workman’s
Compensation will be paid for all employees,
except occasional employees as above.

O. Benefits – Days Off
1. Personal Days – Include vacation days and designated holidays. All employees except as noted below are granted personal days off with pay according to the schedule below:

Personal Days Earned     Personal Days Earned Months       Personal       Years        Personal Employed
Days
Employed
Days
	3
	1
	2 to 5
	20

	4
	2
	6 to 15
	25

	5
	3
	Over 15
	30

	6
	4
	
	

	7
	5
	
	

	8
	6
	
	

	9
	7
	
	

	10
	8
	
	

	11
	9
	
	

	12
	10
	
	


Designated holidays include the following nine (9) annual dates: New Years Day, Martin Luther King Jr. Holiday (may be exchanged for

Pioneer Day July 24th), Presidents Day, Memorial Day, July 4th (Independence Day), Labor Day, Thanksgiving Day and the following Friday, and Christmas Day. At the discretion of the Minister, and based upon the workload and various events held at the church, additional time off may be granted at certain times during the year, upon proper notification.

a. Hourly, non-exempt, employees that work less than 20 hours a week are the exception. They are not granted personal days off. They simply are paid for the hours they work.

b. Personal days off are accrued and granted after the period of time indicated has occurred. Personal days off are not accrued in advance.

c. Personal days may be carried over to the following calendar year.

d. No more than 60 days may ever be accrued.

e. Unused days must be used in the calendar year into which they are carried over.

f. Part time employees are granted Personal Days in proportion to the hours worked out of 40. In other words, if a person works 30 hours a week, they are granted 3/4s of the days above. If a person works 20 hours a week they are granted ½ of the days above.

g. Starting after 6 months, part time, exempt, salaried, employees that work less than 10 hours a week are granted Personal Days at ¼ the above schedule.

h. Days off in advance shall not be granted or taken.

i) Absence for Sickness – Employees are encouraged not to work when sick.

(1) Exempt, Salaried Employees

(a) No specific time is allocated for sick leave.

(b) For the employee, absences for sickness or medical treatment shall be approved by the supervisor, in advance if possible. For spouses or children, the absences shall be approved in advance by the supervisor. Absences not properly approved by the supervisor shall be absence without pay.

(c) Absences for sickness or medical treatment shall be for the employee, spouse, or children.

(d) Employees, in consultation with their supervisors, are encouraged to find alternative places to work if sick (home) or ways to accomplish their duties (e-mail, etc.).

(e) In cases of extended illness, or need for extended medical treatment, the supervisor may recommend to the Administration

Committee, and the Administration Committee may recommend to Session, and Session may approve extended sick leave with pay to an absolute maximum of 60 days. If additional time is needed the paid sick leave may be combined with personal days and leave without pay up to a maximum of six months.

(f) During an extended illness, benefits, pay increases, and service time credits will extend for the maximum of six months.

(2) Non-exempt, Hourly Employees

(a) Non-exempt, hourly employees that work less than 20 hours a week are not granted sick leave. They are just paid for the hours they work.

(b) Non-exempt, hourly employees shall be granted 10 days per year of paid sick leave for full time, and 5 days per year of paid sick leave for part time employees who work more than 20 hours a week. The days are accrued proportionately throughout the year, not at the beginning of the year.

(c) Sick leave is to be reported and approved by the immediate supervisor. Sick leave taken to care for spouses or children shall be approved by the supervisor in advance. Sick leave not properly approved shall be absence without pay.

(d) Employees may accumulate sick leave up to a total of 120 days for full time, and 60 days for part time employees.

(e) Employees will not be compensated for unused sick leave.

(f) Starting after 6 months, part time, exempt, salaried employees that work less than 10 hours a week are granted Personal Days at ¼ the above schedule.

(g) In cases of extended illness or medical treatment, the need for time off will be covered by already accrued sick leave, already accrued personal days, and leave without pay up to a maximum of six months. In the case of extended illness or medical treatment, time off will be recommended by the supervisor and approved by the Administration Committee.

(h) For extended leave, benefit coverage, pay increases, and employment time credits will continue to the maximum six months.

(3) Maternity or Paternity Leave

(a) Maternity or paternity leave shall be granted after the first full year of employment.

(b) The supervisor may recommend to the Administration Committee, the Administration Committee may recommend to Session, and

Session may approve additional maternity or paternity leave of up to 30 days.

(c) Leave without pay is to be used after paid leave (personal days) are exhausted.

(d) The maximum maternity or paternity leave shall be six (6) months. The employee’s position will be held for them for a maximum of six months.

(e) Benefit coverage, pay increases, and employment time credits will continue up to the six month maximum.

(f) It is the responsibility of the employee to submit a request for maternity or paternity leave to their supervisor at least one month in advance. The request is to set out the length of time requested, and the combination of types of leave requested.

(4) Additional Leave – Leave or absence from the job with pay, in addition to the above shall not be granted under any circumstances. Leave without pay shall only be granted in extraordinary circumstances. Leave without pay will be recommended by the supervisor to the Administration Committee, recommended by the Administration Committee to Session, and approved by Session.

(5) Military Leave – Leave for all U. S. military reserve or National Guard training or deployment shall be granted. For short term training, the employee’s position shall be held for them. For longer term deployment, a position shall be reserved.

(6) Jury Duty – For jury duty, leave with pay shall be granted.

P. Personnel Files – The Elder for Administration is responsible to maintain secure files on each employee.

##########################

ADDENDUM TO PERSONNEL MANUAL
Policy:
Employees of the Church must not be members of Session or the Board of Deacons. Passed by Session February 16, 2005.

Policy:
Church members may be employees of the Church. But, employees must not be voting members of committees where there is a conflict of interest,

including Personnel, Budget and Finance, and Nominating. Employees should be consulted by committees and may be ex officio members of committees. The limitation on committee membership shall not take effect until the term of office of existing committee members has expired. Passed by Session March 16, 2005

Note:
The Elder for Administration and the Personnel Committee are responsible to enroll or terminate enrollment with the Board of Pension, including health insurance, anytime an employee is hired or quits.

STAFF and CONTRACTOR POSITION DESCRIPTIONS
[ church name ] has a set of staff persons to perform specific functions in the operation of the church. Some of the staff are paid, others are non-paid volunteers from the membership of the church. Staff may be full or part time, exempt or non-exempt, or Independent Contractors. This Part of the Administrative Manual is a compilation of the approved Position Descriptions for the Staff.

We have the following official Staff positions at [ church name ]:

A. Bookkeeper
B. Choir Director
C. Clerk of Session
D. Financial Secretary
E. Handbell Choir Director
F. Nursery Attendant
G. Office Manager

H. Organist/Accompanist
I. Stated Supply Pastor
Our Custodian is an independent contractor, not a member of our staff, therefore there is no Position Description for Custodian in this compilation.

Our Music Director is an independent contractor, not on the staff. This position is a music professional and therefore operates as an independent professional providing professional services. The job description included serves as a contract scope of work.
BOOKKEEPER
Position Title:
Bookkeeper
Supervised By:
Treasurer
Purpose:
To pay salaries and bills, and to maintain financial records. The Bookkeeper is a salaried, exempt, permanent, part time position.
A. Authorization: The Bookkeeper is authorized to transfer Church funds between accounts and make withdrawals from those accounts when deemed necessary or advisable, with authorization of the Treasurer, Assistant Treasurer, or immediate past Treasurer if no Assistant Treasurer exists, or Clerk of Session. The Treasurer shall be apprised of all such transfers.
B. Responsibilities:
1. Maintain the confidentiality of all financial information.
2. Prepare monthly, special, and annual financial statements. Have knowledge of computer accounting practices.
3. Post accounts payable invoices to appropriate accounts and prepare accounts payable checks periodically. Research vendor issues as needed.
4. Maintain and balance assigned Church accounts, to include pass-through, memorial funds, building funds and any other funds with appropriate computer entries for these individual funds combined in bank accounts.
5. Prepare payroll checks for Church staff, including the determination and payment of required income tax, PICA, Board of Pension, and other withholding.
6. Prepare Federal and State tax reports and payroll tax deposits.
7. Provide training hi financial matters to Church officers when requested.
8. Attend Budget and Finance Committee meetings as an ex-officio member. Assists the Committee as needed.
9. Maintain all incoming financial data, posting to the General Ledger all funds received.
10. Close out the financial data at the end of each month. Produce all monthly financial reports.
11. Assist and work with the Treasurer, Assistant Treasurer, and Minister, as needed.
12. Maintain the Computer's financial program, including periodic backup of all financial data.

13. Assist with the preparation of the annual budget.
14. Makes recommendations about financial management as needed.

C. Supervision, evaluation, and Coordination
1. Works under the direct supervision of the Treasurer.
2. Cooperates with the Personnel Committee on performance evaluations and other matters of employment.
3. Coordinates closely with the Financial Secretary.
Personnel: March 2007
CHOIR DIRECTOR
Position Title:
Choir Director, independent contractor
Supervised By:
Pastor
Purpose:
Lead the Congregation in Worship through Song
The Choir Director is a professional contracted, permanent, part time position.
I. Primary Responsibilities:
A. Lead the Congregation in worship through song at the 11:00 Sunday services, special Christmas services, and other special services.  This responsibility is to be accomplished under the direction of the Pastor, and along with the Organist.
B. Provide support for the 8:30 Sunday services. Act as a resource overall. Provide a list of potential cantors.
C. Recruit, teach, motivate, and lead the volunteer, Chancel Choir. Recruiting is to include youth, and members of the community outside of [ church name ], if possible.
D. Lead the weekly preparation of the Choir.
E. Consult with and make recommendations to the Pastor and Elder for Worship about worship through song, and the role of song and music in worship.
F. Act as a resource for the Elder for Children's Christian Education about the children's music program. Help out where possible.
G. In consultation with the Pastor and Organist, select the anthem and other special music to be sung by the choir as part of worship each week. Lead the Choir in the offering of that music. These musical offerings are to support the worship theme selected by the Pastor and enhance the worship experience of the Congregation.
H. Notify the Church Secretary of the anthem, and other music to be sung by the Choir as part of worship by Thursday two weeks in advance.
I. Select and purchase music, within the limits of the Church budget.
J. Coordinate with, lead and support the Choir officers in giving positive leadership for the Choir.
K. All of the above is to be carried out year long.
II. Other Duties:
A,
Arrange for any tuning and maintenance of the piano that is needed.
B.
Responsible for maintaining the music library. This will normally be accomplished through Choir Officers or members.
Continued on the next page
III. Supervision and Relationships:
A. Works under the supervision of, and reports to the Pastor.
B. Coordinates with and works in support of the Elder for Worship. Attends the monthly meetings of the Worship Committee.
C. Works together with the Organist to lead the Congregation in worship through music.
D. Attends scheduled staff meetings.
E. Works with the Pastor, as supervisor, on all matters of work, such as schedules, holidays, vacation, and sick leave.
F. Work with the Elder for Worship on developing the annual budget and managing that budget. Keeps the Elder for Worship informed of money spent within the approved budget. Expenditures over $200 require Elder approval.
G. The Personnel Committee is available for support and assistance.
Personnel: December 2007
FINANCIAL SECRETARY
Position Title:
Financial Secretary
Supervised By:
Treasurer
Purpose:
Maintain accurate records of money given to the Church and Make bank deposits.
The Financial Secretary is a volunteer position.
A. Responsibilities:
1. Responsible for the proper and accurate accounting of all monies received into the Church. This includes offerings received at Sunday services, and all other offerings or gifts.
2. Verify weekly reports of tellers, and amend if necessary. Prepare and make bank deposits weekly, with deposit summaries communicated to the Bookkeeper and Treasurer.
3. Maintain records of all individuals' giving to facilitate the production of quarterly contribution statements by the Stewardship Elder.
4. Maintain absolute confidentiality about contributions and pledges.
B. Supervision, Evaluation, and Coordination
1. Works under the direct supervision of the Treasurer.
2. Cooperates with the Personnel Committee on Performance Evaluations.
3. Coordinates closely with, or provides information to, the Tellers, the Bookkeeper, the Stewardship Elder, and Pastor as needed.
Personnel: March, 2007
HANDBELL CHOIR DIRECTOR
Position Title:
Handbell Choir Director
Supervised By:
Music/Choir Director
Purpose:
Lead and Coordinate the handbell choir.
I Primary Responsibilities:
A. Lead and coordinate the handbell choir, under the direction of the Music/Choir Director.
B. Recruit members and encourage participation in the handbell choir.
C. Make recommendations to the Music Director, and through the Music Director to the Pastor and Elder for Worship, about how the Handbell Choir will best contribute to worship and the overall music program of the Church.
II Other Duties:
A. Purchase music for the Handbell Choir, within budget. Maintain a handbell music library.
B. Prepare an annual budget for needed music and equipment, in consultation with the Music Director.
C. Conduct rehearsals, weekly or as needed.
III. Supervision, Relationships, and Evaluations.
A. Works under the supervision of the Music Director.
B. Develop and maintain a schedule of Handbell Choir participation in worship and other activities, in coordination with the Music Director.
C. Coordinates and supports the Pastor and Elder for Worship.
D. May attend Worship Committee meetings.
E. Cooperate with the Music Director and Personnel Committee on performance evaluations.
Personnel: March 2007
NURSERY ATTENDANT
Position Title:
Nursery Attendant Supervised By:
Elder for Worship
Purpose:
The Nursery Attendant provides childcare each Sunday, and at other special services or events
The Nursery Attendant is a permanent, part time position.
The Nursery Attendant provides childcare each Sunday. Hours are 8:15 A.M. to 12:15 P.M. Pay is a lump sum for Sundays.
For special services or events, the hours to be worked are to be mutually agreed to by the Nursery Attendant and their supervisor from the Worship Committee. Those hours will be paid hourly.
A. Overall the responsibilities of the job are to provide childcare in a welcoming, joyful, safe, clean environment for infants and young children at [ church name ] Presbyterian Church, so that parents may participate in worship and Christian education programs, and special events.
1. Emphasize that parents and children are welcome at [ church name ] in a joyful way.
2. Care for babies and young children in the nursery, or other appropriate location in the Church.
3. Create an unstructured, positive place for children to play. Our goal is for children to learn that the church is a happy, joyful place.
4. Insure that the environment for each child is safe, clean, and healthy.
5. Report significant behavioral problems to the supervisor.
6. Listen to, and work effectively with parents. Is not supervised by parents.
7. Keeps a .system for checking in and out to ensure that only parents or authorized adults drop off or pick up children.
8. Be familiar with allergies or special needs that each child has.
9. Pick up the nursery after the shift. May ask for, but does not insist on, voluntary help in picking up toys.
B. Other Responsibilities:
1. Report problems with children or parents to the supervisor.
2. Report problems with the building or grounds to the supervisor.
3. Supervises and gives guidance to volunteers in the Nursery.
4. Know the emergency procedure. Familiarity with first aid and CPU is desirable.
5. Makes recommendations about childcare to supervisor.
6. Informs supervisor about needed days off a month in advance, if possible, and a minimum of two weeks in advance. Inform supervisor if sick as far in advance as possible.

Continued on next page
C. Supervision:
1. Works under the direct supervision, and reports to the Elder for Worship, or other assigned person from the Worship Committee
2. Cooperates with the Personnel Committee on their performance evaluations, or other matters of employment.
Personnel: March, 2007
OFFICE MANAGER
Position Title:
Office Manager
Supervised By:
Pastor
Purpose:
To manage the Church office, supporting the work of the Session, Deacons, staff, and congregation in a professional manner.
The Office Manager is an hourly (non-exempt), permanent, part time position consisting of 30 hours a week.
A. Responsibilities:
1. Office - Insure that the office is open and operating efficiently, and is a welcoming place.
2. Weekly Bulletin - Type, print, and assemble the weekly bulletin for Sunday services and any other service that is scheduled.
3. Courier Newsletter - Print, assemble, and mail monthly.
4. Clerk of Session - Support the Clerk of Session.
5. Annual Report - Prepare, copy, assemble, and distribute two weeks before Annual Meeting. (This is an annual workload that may require time beyond the normal work week.)
6. Calendar - Keep monthly calendar current with scheduled meetings, special events, and building use, avoiding conflicts.

7. Supplies - Order office and cleaning supplies and items needed by the Pastor and various committees.
8. Telephone - Answer telephone in a professional manner, and listen to messages, receive and convey messages to correct individuals.

9. Session, Deacons, and committee members - Assist as needed. Keep the Deacons informed about needs, joys, and concerns.

10. Mail - Open all church mail and distribute appropriately.
11. Membership - Maintain lists of Church membership with addresses and other pertinent information as requested by Pastor, Clerk, Session, Deacons, and other Committees. Distribute to organizations as needed. (The Clerk is required to maintain the Rolls of Membership.)
12. Church Attendance - Keep records of worship attendees each week.
13. Typing - Prepare and mail or distribute correspondence, reports, and other materials as needed, but does not type committee reports.

14. Checks - Mail signed checks each week, and file invoices.
15. Equipment - Maintain office equipment, supplies, and have serviced as needed. Work with Buildings and Grounds Committee concerning office equipment.
16. Files and Records - Maintain and keep up to date.
17. Work Room - Maintain, organize, and keep neat and tidy.
18. Staff meetings - Attend as scheduled.
Continued on next page
19. Bulletin Boards - Be responsible for and keep up to date the general bulletin board.
20. Volunteers - Recruit and supervise as needed in the office.
21. Conduct- Be professional at all times. Empower Session members, Deacons, staff, and other Church members to do their jobs and not do their jobs for hem . Maintain confidentiality when needed. Act as a friendly and helpful representative of the Church.
B. Supervision and Evaluation:
1. Works under the direct supervision of the Pastor. In the absence of the Pastor is supervised by the Personnel Committee.
2. Cooperates with the Personnel Committee on performance evaluations and other matters of employment.
Personnel: February, 2008
ORGANIST/ACCOMPANIST
Position Title:
Organist/Accompanist
Supervised By:
Pastor
Purpose-
Lead the Congregation in singing in worship, play the organ during worship as needed, and accompany the Choir.
The Organist/Accompanist is a professional, Independent contractor. Worship services are at 8:30 and 11:00 A.M. each week. There are special, services on Christmas Eve and occasionally at other times during the year.
I. Primary Responsibilities:
A. Plays the organ, and leads the Congregation in singing, at all worship services.
B. Consults with the Pastor, and if needed .the Music Director, about music scheduled each week. In addition to hymns, music may include a prelude, offertory, anthem, and postlude.
C. Prepares and plays the scheduled music each week.
D. Accompanies the Choir as requested.
E. Notifies the Church Secretary of the specific music scheduled before Wednesday of each week.
F. Plays at weddings, funerals, and other special services as directed by the Pastor. (Note that pay for weddings and funerals is in addition to the regular salary.)
G. Acts as an expert resource for the Pastor and Music Director, especially about organ music.
H. Organizes the tuning and maintenance of the organ when needed.
II. Other Duties:
A. Attends choir rehearsals, usually one night a week and between the services Sunday mornings. Usually the choir rehearses from the week after Labor Day to the week before Memorial Day.
B. Accompanies the choir at other performances in the community, as needed.
C. Arranges for guest musicians, usually when the choir IB not present.

D. Select and purchase organ music, within the limits of Church budget.

E. Maintain an organ music library.
F. Arranges for substitute Organists when needed.

III. Supervision, Relationships, and Evaluations:
A. Works under the supervision of the Pastor.
B. Works closely with the Music Director. Collaborates with and supports the Music Director in the preparation and rehearsal of the choir.
Continued on the next page
C. Cooperates with and supports the Elder for Worship.
D. Work with the Pastor, as supervisor, on all matters of work, such as schedules  and vacation. Keep the Music Director informed, and the Elder of Worship if necessary.
E. Cooperates with the Personnel Committee on performance evaluations
Personnel: March, 2007
[ CHURCH NAME ] PRESBYTERIAN CHURCH
Position Description For

Stated Supply Pastor
The position of Stated Supply Pastor is a salaried, exempt, full time position. The term of the position is set out in the Contract.
PURPOSE
1. The purpose of the Stated Supply Pastor is to provide spiritual and administrative leadership for the congregation.  Since this is a time of transition in the life of [ church name ] Presbyterian Church, in addition the pastor will work to accomplish the five developmental tasks of ministry in a congregation in the time between installed pastors:
1. Coming to terms with history,

2. Discovering a new congregational identity

3. Facilitating shifts in lay leadership and changes in congregational power structures

4. Rethinking and renewing denominational linkages

5. Preparing for new pastoral leadership and a new future.

PRIMARY DUTIES AND RESPONSIBLITIES
1.   Provide spiritual and administrative leadership for the congregation 2,   Serve as head of staff

3. Serve as moderator of the session

4. Lead worship and administer the sacraments

5. Officiate at weddings and funerals

6. With the Deacons, provide pastoral care for the congregation and for all who seek comfort and guidance through the church
7. Assist boards and committees in their ministry

8. Train newly elected officers

9. Support evangelism, the retention of visitors and assist in preparing persons for membership.

10. Participate in the presbytery

The Stated Supply Pastor will not be involved in the work of a Pastor Nominating Committee (PNC) beyond assisting in the preparation of the Church Information Form and providing opportunities for it to communicate with the Session and congregation about its progress.

IMPORTANT END RESULTS
1. A sense of togetherness and partnership in ministry from a majority if not all members of the Session.
2. A feeling of being supported, empowered and trained for ministry by the members of the Session.
3. A sense of being led, supported and empowered by the members of the church staff.
4. A growth of at least 5% in worship attendance.

5. A growth of at least 5% in financial support of the congregation.

6. A successful financial commitment campaign with an increased level of commitment for 2010 of at least 10% above that of 2009.

7. A sense of being supported and empowered in ministry by the Board of Deacons and the committees and ministries of the congregation.

8. A stability if not an increase in the active membership of the congregation.

RELATIONSHIPS, ACCOUNTABILITY and EVALUATION
The Stated Supply Pastor is accountable to the Session through its Personnel Committee and the Presbytery of Pennsylvania through its Committee on Ministry. He will provide written reports about his ministry every three months to the Committee on Ministry and participate with the Committee on Ministry and the Session in an evaluation of this ministry in six months.

Review of this contract prior to renewal or termination will be by the Session, the Stated Supply Pastor, and the Presbytery's Committee on Ministry.

It is agreed that this contract may be terminated upon thirty (30) days' written notice by either the Stated Supply Pastor or the Session with the concurrence of the Presbytery’s Committee on Ministry.

Personnel Committee
3/ 24/2009.
SEXUAL MISCONDUCT POLICY
PREFACE
The necessity for a presbytery policy on sexual misconduct by those in positions of religious leadership is painfully apparent. The incidence of reported cases is sobering. Some   presbyteries have multiple cases pending. Statistical evidence suggests between 10 and 23 percent of clergy nationwide have engaged in sexualized behavior of sexual contact with parishioners, clients, employees, etc. within a professional relationship. The toll of suffering such behavior exacts is staggering. The legal consequences for the presbytery are enormous.   We recognize that a primary concern for us in responding appropriately to sexual misconduct by religious leaders is recognizing and believing that such behavior happens. In a context of trust   it is hard to recognize abusive behavior because we do not expect to see it. We are responsible for appropriate intervention and prevention.

The purpose of a policy on sexual misconduct is to offer guidance in behavior

that is appropriate and to suggest procedures and accountability when allegations of misconduct are made as well as to assure appropriate care for all involved .

Scripture teaches that religious leadership is a covenant relationship that presumes the trustworthy exercise of power in behalf of those in our care. The role of ministry involves shared expectations that all those who work on behalf of the church will use their skills and authority for the wholeness and well-being of others. Because Christian ministry is a covenant relationship, sexual misconduct is a betrayal of trust and an abuse of power.

(Issued 4/19/95, Amended 3/17/99)
SEXUAL MISCONDUCT POLICY
April 19, 1995
Amended March 17, 1999
[ CHURCH NAME ] PRESBYTERIAN CHURCH
[ town or city ], Pennsylvania
Our Church is strongly against sexual misconduct of its members, visitors, guests, staff, and ministerial leaders and will not tolerate such actions. Unwelcome sexual advances, requests for sexual favors, sexually degrading verbal or physical conduct constitutes sexual misconduct.
Our children are our future and our most important responsibility. Sexual statements, requests, touching, or other sexual actions or threats will not be allowed against our youth.
[ church name ] Presbyterian Church subscribes totally to the Policy and Procedures on Sexual Misconduct of the Presbyterian Church (U.S.A.) adopted September 26, 1998 by the Presbytery of Pennsylvania. This written policy is available in the church office as well as in the church library.
SEXUAL MISCONDUCT POLICY
[ church name ] Presbyterian Church
[ town or city ], Pennsylvania 84121 April 19, 1995
Amended March 17, 1999
[ church name ] Presbyterian Church vigorously and emphatically deplores any sexual misconduct of its members, visitors, guests, staff, volunteers, and ministerial leaders. Such actions will not be tolerated under any circumstances. Unwelcome sexual advances, requests for sexual favors, sexually degrading written, verbal or physical conduct constitute sexual misconduct.
Our children are our future and our most important responsibility. Sexual statements, requests, touching or other sexual actions or threats against our youth will not be allowed.
[ church name ] Presbyterian Church subscribes totally and unequivocally to the Policy and Procedures on Sexual Misconduct adopted September 26, 1998, by the Presbytery of Pennsylvania, Presbyterian Church (USA). This statement outlines standards of conduct, procedural policy, response procedures, functions and duties of any Temporary Inquiry Committee and the potential responses available to Pennsylvania Presbytery in cases of perceived or proven sexual misconduct, principally at the presbytery level.  Copies of this policy are available in the [ church name ] Church office and library.
The authors of the Presbytery policy appropriately recognized its limited application; primarily to employees of the presbytery, along with its minister-members. Consequently, they included this instruction among the policy's purposes (page 3, paragraph B5); it is "To be offered as a possible model for the adoption of similar policies of churches within the Presbytery of Pennsylvania".
Therefore, what follows is the policy of [ church name ] Presbyterian Church concerning sexual misconduct as it might effect this church's members, officers and employees. The policy will not automatically or necessarily pertain to any Minister of the Word and Sacrament who has been called to serve [ church name ] Church  Such persons are, by and large, not subject directly to the discipline or authority of the congregation they have been called to serve; rather, they fall under the jurisdiction of the Pennsylvania Presbytery of which, under provisions of the Book of Order, they are members.  Such, being the case, does not however, relieve a member of [ church name ]   Presbyterian Church of the duty of notifying an Elder currently serving on the Session, should they become aware with reasonable certainty, that a Minister of the Word and Sacrament currently serving [ church name ] Church is or has engaged in sexual misconduct as subsequently outlined in  this policy.
After being so notified, the Elder, because of the Presbytery policy on sexual misconduct,  becomes obligated to notify the Stated clerk/Executive Presbyter, Presbytery of Pennsylvania, of the claim outlined by the congregation member.
At this point, [ church name ]'s duty relative to a claim of pastoral/ministerial sexual misconduct
originating from this congregation has been discharged; the matter having been placed before the proper judicatory of the PCUSA.
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However, there still remains the necessity of formulating a sexual misconduct policy applicable to members, volunteers, officers, and employees of [ church name ] Presbyterian Church; a policy that will embrace the principles, philosophy, objectives, and procedures found in the September 1998 sexual misconduct policy of the Presbytery of Pennsylvania, PCUSA.
What follows, therefore, is a direct borrowing of much of the language of the Presbytery policy, but with inclusion of necessary changes required to that language directly applicable to [ church name ] Presbyterian Church and its congregation.
DEFINITIONS
Accused is the term used to represent the person against whom a claim of sexual misconduct is made.
Accuser is the term used to represent the person claiming knowledge of sexual misconduct covered by this policy. The accuser may or may not be the victim of claimed sexual misconduct. A person such as a family member, friend, or colleague of the victim whose information initiates an inquiry may be the accuser.
Child Sexual Abuse includes, but is not limited to any contact or interaction between a child and an adult when the child is being used for the sexual stimulation of the adult or of a third person. The behavior may or may not involve touching. A child can never give meaningful consent. The upper age limit is intended to be that recognized by the State of Pennsylvania statutes.
Confidentiality means that any information regarding any alleged sexual misconduct is to be conveyed only to those within or outside the Session of [ church name ] Presbyterian Church who reasonably need to know the information or are in a position to aid an investigation.
.
Employee is the comprehensive term used to cover individuals who are hired or called to work for [ church name ] Presbyterian Church for salary or wages.
Inquiry is the term in the Rules of Discipline to determine whether charges should be filed based upon claims of an offense received by the Session of [ church name ] Presbyterian Church.
Persons Covered by this policy include members and employees of [ church name ] Presbyterian Church, including those who are accused of sexual misconduct under circumstances in which
(1) access to the victim is related to some form of service to or appointment by [ church name ] Church, or (2) sexual misconduct in a non-Church related setting raises questions for the Church character and effectiveness.
Response is the action taken by the Session of [ church name ] Presbyterian Church when a report of sexual misconduct is received. It may include (1) inquiry into facts and circumstances, (2) possible disciplinary action (administrative or judicial or both), (3)

pastoral care for victims and their families and others, and (4) pastoral care and rehabilitation for the accused and care for their families.
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Temporary Inquiry Committee is a body constituted by the Session of [ church name ] Presbyterian Church to facilitate the process of responding to allegations of sexual misconduct by a person covered by this policy. The structure and function of the Temporary Inquiry Committee are detailed later on.
Sexual Harassment is unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:
1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's situation or their continued status in that position;
2. Submission to or rejection of such conduct by individual is used as the basis for decisions affecting such individual; and/or

3. Such conduct has the purpose or effect of interfering with an individual's performance by creating an intimidating, hostile, or offensive environment.
Sexual Misconduct is the comprehensive term used in this policy to include:
1. Child abuse as defined above;
2. Sexual harassment as defined above;
3. Rape or sexual contact by force, threat, or intimidation;
4. and any other sexual misconduct rules covered by the Rules of Discipline, not mentioned above.
Victim or survivor is the term used to identify the person injured by sexual misconduct as defined above.
Volunteer is the term used for those who provide services for [ church name ] Presbyterian Church and receive no remuneration. Volunteers include persons elected or appointed to serve on boards, committees, and other groups. For purposes of this policy, volunteers are treated the same as employees.

STANDARDS OF CONDUCT
Ethical conduct by all who minister in the name of Jesus Christ is vital because it is through these persons that the understanding of God and the good news is conveyed. Their manner of

life must, therefore, be a positive demonstration of the Christian gospel in the Church and the world.
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A. Principles of Conduct
Basic principles guiding this policy are:
1. Sexual misconduct is a violation of the role of the pastors, employees, volunteers, and members of [ church name ] Presbyterian Church who are called upon to exercise integrity, sensitivity, and caring in a trust relationship. Such conduct breaks the covenant to act in the best interest of parishioners, clients, co-workers, and students.
2. Sexual misconduct is a misuse of authority and power which breaches Christian ethical principles by misusing a trust relationship to gain advantage over another for personal gratification in an abusive, exploitive, or unjust manner. If the parishioner, student, client, or employee initiates or invites sexual misconduct in the relationship, it is the pastor's, officer's employee's, supervisor's, student's or member's responsibility to maintain the appropriate role and to prohibit a sexual relationship.
3. Sexual misconduct takes advantage of the vulnerability of children and persons who have fewer resources to act for their own welfare. Sexual misconduct violates the gospel call to work as God's servant in the struggle to bring wholeness to a broken world. It violates the mandate to protect the vulnerable from harm.

B. Victims and Families
[ church name ] Presbyterian Church will offer treatment and care to the victims of sexual misconduct and their families. It has sometimes been the case that the victim or his/her family is so angry and alienated from the church, that offers of help have been perceived as insincere or as an attempt at a cover-up. If the victim or family at first refuses assistance, [ church name ] Presbyterian Church should continue to offer help.
Although the extent of the damage to the victims of sexual misconduct will vary from person to person, being influenced by such factors as the degree or severity of the abuse, the age and emotional condition of the victim, personality dynamics and the importance of religious faith,  5 [ church name ] Presbyterian Church is to assume in all cases that the victim has been wounded  by the experience. Feelings of guilt, shame, anger, lowered self-esteem, mistrust, unworthiness, and feelings of alienation from God, self, the religious community, and family are frequent injuries suffered by victims. It is important for [ church name ] Presbyterian Church to be sensitive to the victim's pain and need for healing and to act by making appropriate pastoral care available.
C. Session
It is imperative that the Session of [ church name ] Presbyterian Church, together with any Temporary Inquiry Committee that might be appointed by them, be aware of the problems the congregation individually or collectively, may experience resulting from claims of sexual misconduct by a pastor, employee, volunteer, or member of [ church name ] Presbyterian Church. Such claims may polarize the congregation, damage morale and create serious internal problems.  Efforts should be taken to recognize and identify such problems and heal any resulting damage to the congregation.
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D. The Accused
[ church name ] Presbyterian Church shall offer pastoral care for the accused as well as victims and families.
When a claim of sexual misconduct is not proceeded with, it is imperative that this fact be publicized as widely as was the existence of the claim.
E. Non-Victim Accuser
In some cases the non-victim accuser is the parent, guardian, or other advocate for a child who has been the victim of sexual abuse. Because of the child's minority status, an adult shall file the action on behalf of the child.

In cases where the victim is an adult, the non-victim accuser shall observe the following guidelines:
1. For his/her own protection the non-victim accuser should have something in writing from the victim detailing the claim(s);
2. The non-victim accuser should be certain that the victim is willing to come forward to testify if an action is filed; and

3. Some objective evidence of the sexual misconduct should be available to substantiate the charges.
PROCEDURAL POLICY
A.
The structure and procedures for responding ecclesiastically to claims of sexual misconduct are mandated by the Book of Order and the Presbyterian Policy. However, when child sexual abuse or other misconduct appears to violate criminal laws, the secular authorities will immediately take control of the investigation and disposition of charges against the accused. [ church name ] Presbyterian Church must cooperate with secular authorities in any secular investigation of sexual misconduct. However, [ church name ] Presbyterian Church has a duty to make its own inquiry and enforce disciplinary procedures if warranted when it can be done without interfering
with the civil and criminal authorities. All inquiries should maintain the confidentiality of the alleged victims and accused as much as possible.
Response to claims of sexual misconduct in the course of employment by [ church name ] Presbyterian Church will be governed by existing personnel policy. These same claims may also result in charges being filed against a church member under the "Rules of Discipline" included in the Book of Order.
B. Insurance
[ church name ] Presbyterian Church shall regularly inform its liability insurance carrier(s) of the activities and program the church operates or sponsors and the duties of officers, employees, and volunteers. The standard insurance policy must be enhanced by endorsements to cover specific exposures such as camps, day-care operations,
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shelters, or other outreach programs. Such coverage shall cover all officers, members, staff, employees and volunteers and shall provide for all legal defense expenses (including all appeals), court costs, and judgment and suits brought against them.
C. Employment Practices
1. Record Keeping
Accurate record keeping is an essential part of hiring practices. [ church name ] Presbyterian Church shall maintain a personnel file on every employee. Such file(s) shall contain the application for employment and/or terms of call, any employment questionnaires, reference responses, and any other documents related to this policy.
2. Access
All employees of [ church name ] Presbyterian Church shall have full access to their respective file and may include in it any written objections or explanation of any material therein.
3. Prescreening Applicants
[ church name ] Presbyterian Church shall establish stringent hiring/calling practices, including pre-employment screening that shall include specific questions intended to discover previous claims/complaints of sexual misconduct. Persons seeking ministerial calls or employment in non- ordained positions, along with those seeking or being asked to serve in a volunteer capacity will be asked such questions as.
a. Has a civil, criminal, or ecclesiastical complaint ever been filed against you alleging/claiming sexual misconduct?
b. Have you ever resigned or been terminated from a position for reasons relating to allegations/claims of sexual misconduct by you?
c. If so, indicate the dates, nature, and place of these allegations/claims and the name, address, and phone number of your employer at the time.
d. Have you been required to receive professional treatment, physical or psychological, for reasons related to sexual misconduct by you?
e. If so, please give a short description of the treatment including the
date, nature of treatment, place and name, address, and phone number of the treating physician or other professional.
,
Sample employment questionnaires are attached - See attached Exhibits A to D.
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4. Volunteer Teachers
For volunteers teaching or working with children (as defined on page 2), such as Sunday School Teachers or youth groups and their activities, shall not be asked or allowed to serve in these capacities until they have been a member of [ church name ] Presbyterian church for at least six months.
5. References
[ church name ] Presbyterian Church shall contact the references provided by any prospective employee and make a written record of conversations or correspondence with those references. That record will be made a part of the employee's personnel file.
If the conversations or correspondence provided by an employment applicant is found to be false or misleading or if relevant information has been deliberately withheld by an applicant, the applicant will be eliminated from consideration.
Applicant shall be informed of all comments regarding sexual misconduct and shall be given an opportunity to submit additional references or to give other evidence to correct or respond to harmful information obtained from a reference.
D. Distribution
This policy shall be accorded wide distribution at [ church name ] Presbyterian Church. Copies shall be readily available to members of the congregation in the church office and library. Individual copies shall be provided each employee and every serving member of the Session and, subsequently, to all members of each succeeding class of Elders.
Copies will also be provided to the pastor(s) and any other Minister of the Word and Sacrament serving [ church name ] Presbyterian Church. An information copy will be forwarded to the Stated Clerk/Executive Presbyter, Presbytery of Pennsylvania. Should a claim of sexual misconduct arise within [ church name ] Presbyterian Church, copies will be provided the victim (if an adult) or the family of any non-adult victim, the accuser or any non-victim accuser. Should a Temporary Inquiry Committee be appointed, it
shall be the duty of the Session to make certain each member of such committee has personal and individual ready access to this policy.
RESPONSE PROCEDURES
A. Reporting
1. Receiving Initial Reports See attached Exhibit E.
Reports of sexual misconduct must never be taken lightly or disregarded. Nor should they be allowed to circulate without concern for the integrity and reputation of the victim, accuser, accused, or [ church name ] Presbyterian Church. Reports must be dealt with as matters of the highest confidentiality, both before and after they have been submitted to appropriate authorities as outlined below.
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The first person to learn of an incident of sexual misconduct should not undertake an inquiry alone or question either the accuser or the accused other than to obtain essential basic information, i.e.: name, address and phone number of the accuser; date, time, and place of the incident; persons suspected of misconduct along with their address and phone number, and the names, addresses, phone numbers of witnesses and/or victims.
Should an accuser be hesitant to talk to 'higher authorities,' the person receiving the initial report has a special pastoral responsibility to build within the accuser the trust, confidence, and willingness to speak, lest [ church name ] Presbyterian Church be unable to respond because no one is able to give firsthand information.
2. Subsequent Reporting
Unless the pastor is the accused, the person receiving the initial report of sexual misconduct from an accuser shall immediately inform the pastor, recognizing that he/she may already have been informed. If the pastor is the accused, the person receiving the initial report of sexual misconduct shall immediately inform the Elder/Chair of the personnel committee. The person making the initial report, also, has a duty to report the incident to civil or criminal authorities if required by the Pennsylvania State statutes. All members of [ church name ] Presbyterian Church, along with its pastors, officers, volunteers, and employees, must always be mindful of their legal duty under Pennsylvania law to report actual or suspected child sexual abuse to secular authorities. Mindful that any report of a suspected criminal offense to a public official is quite likely to quickly become public knowledge and, consequently, prompt inquiries from the media, it becomes prudent that a media contact person be appointed to whom all media inquiries would be referred
If in his/her consultation with the requisite number of Session members, the pastor / Elder/Chair of the personnel committee determines, for whatever reason, a more intensive and broader inquiry is needed, he/she may propose to the Session that a Temporary Inquiry Committee be appointed to examine the claim of sexual misconduct.
If the Session, after receiving a report of purported sexual misconduct and after careful and prayerful consideration, finds it appropriate and reasonable, it may appoint, from among member of the congregation, a Temporary Inquiry Committee (TIC).
A TIC will consist of no fewer than three (3) nor more than five (5) persons. There shall be both men and women on the TIC who are of mature judgment and deeply committed to Jesus Christ and His Church. No serving Elder or pastor(s) shall be appointed.
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B
Actions of the Temporary Inquiry Committee
Immediately upon activation, the TIC will meet to coordinate the inquiry process. Its decisions must include:
A determination whether civil authorities must be notified and, if such notification is required by law, ascertain whether this action has already been taken. Should the TIC find that notification of civil authorities is required and that this has not yet been done, a member of the committee will be assigned to immediately make such notification.
Additionally, the TIC will:
1. Advise the person(s) involved, including [ church name ] Presbyterian Church, to obtain legal counsel;
2. Contact the insurance carrier of [ church name ] Presbyterian church;
3. Promptly notify the accused, in writing, of the claims against him/her and instruct the accused to have no further contact or do any work with the victim or accuser for the victim or the accuser's family. Under no circumstances shall the TIC contact the person being accused without first advising the person making the claim of the date of that contact.
4. Promptly notify the accuser that the TIC has received his/her report, that the accused has been notified to have no further contact with the victim and/or accuser and what steps the TIC will be taking to investigate the report;
a. A minimum of two (2) members of the TIC will meet with the accuser to hear the accusation first hand. These members should be skilled in pastoral care and counseling;
b. A minimum of two members of the TIC will meet with the accused to receive a response to the claims.
FUNCTIONS OF THE TEMPORARY INQUIRY COMMITTEE
A. The TIC will serve the following primary functions:
1. To receive the written report of sexual misconduct from the person who originally received the report from the accuser;
2. Begin further inquiry into the allegations as quickly as possible, but in no more than five working days of receiving the report;
3. Confirm that civil authorities have been notified, if applicable;
4. Gather as much information as possible regarding details of the allegations made by all persons involved;
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5. Prepare a written report of the incident(s) for submission to the Session, including names of persons involved, relationship(s), if any, of persons involved with [ church name ] Presbyterian Church, claims made by the accuser, response by the accused, suggested action to be taken by the Session;
6. Advise the accuser of the need of the victim to file a written claim of the purported misconduct with the TIC;
7. Assure adherence to this policy by all parties involved;
8. Work within the established procedures concerning discipline in the Book of Order.
B. In addition to its primary functions, during or as a result of its initial investigation, the TIC may:
1. Advise the persons involved to seek professional psychological counseling;
2. Recommend actions to be taken to begin the healing process within the congregation and [ church name ] Presbyterian Church;
3. Recommend actions for the pastoral care of the victim, the accuser, the accused, and the families of all people involved.
C. The TIC is not intended to:
1. Advocate for any person involved
2. Act as legal counsel for any person or party involved
3. Determine guilt or innocence of the accused;
4. Enforce a specific remedy or disciplinary action.
:
D. Report to the Session;
The TIC has no more than 30 days from the date it first receives a report of sexual misconduct to inquire and submit a report to the Session. Both accuser and accused will receive a copy of the report. The report shall include:

1. names and addresses of the persons involved;
2. a summary of the allegations;
3. a summary of the facts as stated by the persons involved;
4. a Summary of the TIC's actions to date;
5. the TIC's findings and conclusions regarding whether sufficient evidence exists to warrant initiation of disciplinary action by the Session.
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E. Leave of Absence
The TIC's report to the Session may, in the case of a person receiving wages or salary from [ church name ] Presbyterian church, recommend an administrative leave for the victim and/or the accused
F. Temporary Inquiry Committee Record Keeping
The TIC will keep all records confidential. The TIC shall keep detailed records of its actions and minutes of its deliberations and its conversations with the victim, accuser, accused, and other persons involved, copies of the initial report, correspondence, and copies of all its reports. The TIC will maintain all its records intact until final disposition of the claim(s) it was formed to investigate.
After resolution of the case, the TIC's records will be presented to the Clerk of the Session who will mark them "confidential" and assure they are securely stored. The TIC, individually or collectively, shall retain no records.
SESSION RESPONSE
Upon receipt of the Temporary Inquiry Committee's report the Session will examine its findings, conclusions and recommendations with the objective of determining whether an offense involving sexual misconduct has been alleged and, also, if sufficient information is present in the report to give rise to reasonable suspicion of sexual misconduct by the accused.
During its examination of the TIC's report, the Session may enlist the aid and counsel of the Stated Clerk/Executive Presbyter of the Presbytery of Pennsylvania in determining what disciplinary
action, if any, should be taken in accordance with the Rules of Discipline included in the Book of Order. Presbyterian Church USA.
(Approved April 19, 1995, Amended March 17, 1999 )

Exhibit A Employment/Call Questionnaire
Name:   



 Last
First
Middle
Address: 

 Street
City
State
Zip Code
Business Phone:
;  


Home Phone:  

Have you ever been known by any other name? Yes 


No 

I! yes, please provide other name:  

EMPLOYMENT RECORD (List current and previous employers for the last five years ):
Employed                                                                                                               by:   
  Address:  
  City, State,                                 and                                 Zip                                 Code: 
  Your Supervisor:  

Supervisor's Title:  


Phone Number:      

Employed from Month/Year): 


To (Month/Year): 

[image: image29.png]


Why did you leave?
_  

Employed by: Address:
City, State, and Zip Code:
Your
Supervisor: 

Supervisor's Title:  

 Number:. 


Phone

Employed from Month/Year):
To (Month/Year):  

Why did you leave?

Exhibit A Page 2 Employment/Call Questionnaire
Please complete the following certification:
I certify that (a) no civic criminal, ecclesiastical complaint has ever been sustained or is pending against me for sexual misconduct; (b) I have never resigned or been terminated from a position for reasons related to sexual misconduct; or c) I have never been required to receive professional treatment for reasons related to sexual misconduct on my part.
Signed
Date
NOTE: If you are unable to make the above certification you may instead give in the space provided a description of the complaint, termination, or course of treatment you have been involved in, giving dates, names, and addresses of employers or physicians, the outcome of the situation and any explanatory comments you care to add.
RELEASE
The information I have provided on this questionnaire is accurate to the best of my knowledge and may be verified by the Employing Entity. I hereby authorize the (Name off Employing Entity)____________________________________________________________________ to make any and all contacts necessary to verify my prior employment history, medical information, and to inquire concerning any prior arrest or criminal records or any judicial proceedings involving me as a defendant. By means of this release I also authorize any previous employer, any physician who has treated me (specifically including any psychiatrist, mental health professional, or psychologist possessing information as to prior mental or emotional illnesses or drug or alcohol abuse), and any law enforcement agencies or judicial authorities to release any and all requested information to the (Name of Employing Entity)

 
.

I have read this release and understand fully that the information obtained may be used to deny me employment or any other type of position from the Employing Entity. I also agree that I  will hold harmless the Employing Entity, as well as any prior employer, psychologist, psychiatrist, mental health professional, physician, law enforcement authority, or judicial authority from any and all claims, liabilities, and cause of action for the release or the use of any information.
___________________________________
_________________________________ Signature
Witness
(Issued 4/19/95, Amended 3/17/99)
Exhibit B

Confidential Employment/Call Reference
1. Name of applicant:
.

2. Reference or church contacted (if a church, identify both the church and person contacted ):
3. Date and time of contact:
4. Person contacting the reference or church:
5. Method of contact (telephone, letter, personal conversation):
6. Summary of conversation (summarize the reference's remarks concerning the applicant's fitness and suitability for the position, any allegations of sexual misconduct or child sexual abuse):
Name:
Signature: Date:
(Issued 4/19/95, Amended 3/17/99)
EXHIBIT C

Form for Implementing Policy of Sexual Misconduct Acknowledgment of Receipt
I hereby acknowledge that I received on.
a copy of the Sexual Misconduct Policy of [ church name ] Presbyterian Church dated April 19, 1995, amended 3/17/99, that I have read the policy, understand its meanings and agree to conduct myself in accordance with the policy.
(Signature)
(Date)
A similar acknowledgment should be signed at the time amendments to the policy are made and distributed.
(Issued 4/19/95, Amended 3/17/99)

EXHIBIT D
Volunteer Questionnaire
Name:  


 Last
First
Middle Initial

Address:  


 Street
Apt. #

City
State
Zip Code
Home Phone:  

Has a civil, criminal, or ecclesiastical complaint ever been filed against you alleging/ claiming sexual misconduct?
Answer "yes" or "no"
B. Have you ever resigned or been terminated from a position for reasons relating to allegations/claims of sexual misconduct by you?

Answer "yes" or "no"
C. If you have answered "yes" to either or both of the two questions above, indicate the dates, nature, and place of these allegations and the name, address, and phone number of your employer or church at the time on the lines below (if more space is needed, use the back of this page).
Signed
Date
(Issued 4/19/95, Amended 3/17/99)
Exhibit E Report of Suspected Sexual Misconduct
Reported by:  

 Name and Title
Address
City, State, and Zip Code
Telephone
Date of Report:  
 Person suspected
of misconduct:  

Name and Title
Address
City, State, and Zip Code
Telephone
Other person(s) involved

(witnesses or victims):  
 Name and Title

Age and Sex
Address
______________________________________________________________ City, State, and Zip Code
Telephone
Describe incident(s) of suspected sexual misconduct, including date(s), time(s), and location(s):
Continued on the back
Exhibit E Page 2 Report of Suspected Sexual Misconduct
Identify eyewitnesses to the incident, including names, addresses, and telephone numbers, where available:
Other information that may be helpful to the investigation:
Report prepared by:  

 Name and Title
(Issued 4/19/95, Amended 3/17/99)
FACILITIES USAGE POLICY AND PROCEDURES
[ church name ] Presbyterian Church of [ town or city ], Pennsylvania Facilities Use Policies, Procedures and Guidelines July 2008

With the exception of the two paragraphs in bold italics immediately below, all italicized portions of the Facilities Use Policies, Procedures and Guidelines are explanations, comments or rationale for the adjacent items. Policies are in regular text.

The following two paragraphs in bold italics opening the document are the theological basis for facility use at [ church name ]. The essence of the statement is the concept of stewardship. Not the usual understanding of a financial drive to obtain funds to operate the church, nor even the more expansive contribution of time, talent and money to the church. This addresses stewardship as care for the resources which have been provided to the church as means to carry out its mission. Stewardship is the action of managing resources so that they may be used in service. Part of the management is to benefit the people who carry out mission in the future as well as today.
The people of [ church name ] Church, having been called by God to be the body of Christ in this time and space, recognize that God’s great gifts to us, in the form of people, facilities and other resources are called back into God’s service. God calls us to do many things, including to be stewards of God’s gifts to us.
As stewards of God’s gifts, we respond to God’s generosity by being generous with what we have. As such, we answer God’s call by sharing our space, our facilities and our skills with the community in which we live and serve. We are called to maintain those gifts for those who will come after us, and to plan for the future witness of God’s people in this community.
The opening statement
The Policies and Guidelines presented here apply to all users of the church facilities; members or non-members, officers or non-officers.

represents a shift in perspective from dealing with “outside” users differently than “inside” users. All users should be held to the same standards of performance and care in the use of our facilities.
The following two sections provide definitions and distinctions between use by the church itself and use by others in order to have a rational means for setting priorities for use. Inherently the first priority for use is the use for which the facility was constructed in the first place – operation for the mission of [ church name ].
Use Of Church Facilities For Events Related To The Mission and Ministry Of [ church name ] Presbyterian Church
1. Events related to the mission and ministry of [ church name ] Presbyterian Church include the Session or any groups that have had authority and responsibility delegated to them by the Session.
2. Group leaders are responsible for the activity and conformance with the responsibilities assigned to other Responsible Persons except for monetary reimbursement for unintentional damages. Group leaders, including Session members, shall request usage of the facilities in accordance with Facility Use Procedures for regular or repeated use. Spontaneous or one time use by Session, Staff, or any other group that has authority and responsibility delegated by Session may take place without completion of a Facility Use form. Previously scheduled use shall always take precedence for the use of space.
Use Of Church Facilities For Events Not Related To The Mission and Ministry Of [ church name ] Presbyterian Church
1. Weddings and Funerals are governed by their respective policies at [ church name ] Presbyterian Church.

2. Civic, Non-Profit Groups must complete a Facility Use Form.
3
Athletic Activities
a. A Facility Use Form must be completed by the responsible person.

b. The Buildings and Grounds Committee will be assigned to develop rules for use of the gym which will be provided to the Responsible Person prior to submitting a Facility Use Form.
The following statement simply recognizes that what is in place – tables and chairs – are part of essentially every space usage at [ church name ]. It recognizes for the first time in [ church name ] policies that some of our spaces hold equipment for which use by unqualified persons can be destructive. Stewardship requires that we find means to prevent damage to those resources. The requirement of separate approval for use of that equipment alerts space users that they have special responsibility for those resources and provides means for us to recover costs of repair when needed. Verification of competence is a second approach to minimize damage to the resources by permitting only competent people to use the equipment in the first place.
Verification of competence is addressed later in the Guidance for the Office Manager and in the Approval for Special Use Form.
Use Of Church Equipment
1. Church equipment that is available for usage in approved spaces includes tables and chairs. If a group requests use of a space that includes sound systems or kitchen equipment or a piano, separate approval will be required for use of those items. Verification of  competence to operate requested equipment will be required.

Priorities for Facilities Usage
1. Events related to the mission and ministry of [ church name ] Presbyterian Church
2. Groups that have a long term contract for usage of the facilities

3. Groups that have a regularly scheduled usage of the building

4. Other one time events or new groups

The listing of priorities above is primarily guidance for the Office Manager who will make most of the decisions regarding facility use. It clarifies which potential user gets to use space when there is an apparent conflict. Secondarily, it alerts Session members to what they can expect for facility use.
This priority listing emphasizes that church conduct of its mission is the default prime use of facilities constructed for that purpose. The second and third priorities recognize that we have some obligation to long term users to not interfere with the uses they have adapted to. Last in line are always first time and one time potential users.
General Facilities Use Policies
These policies reflect rules we consider necessary for stewardship of the facility.
1. [ church name ] building and property is not to be used for individual, personal profit making activities unless approved by Session.
Policy 1 prohibits use by individuals for profit making activities. Annually we submit to Salt Lake County a declaration of the use of our facilities in order to maintain our tax exempt status with respect to the County. Principal sections of the declaration concern the use of our property by for-profit entities and the benefits we receive from those entities for that use. We have no reliable guidance about how much such use and benefit is not too much, so we have chosen to prohibit any – with the inevitable caveat that Session can approve special cases.
2. The use of alcoholic beverages is forbidden on church property except for communion or as may be approved by the Session.
Policy 2, forbidding alcohol use continues a long standing position at [ church name ]. No compelling reasons have come to us to suggest a benefit in changing it.
3. Neither smoking nor use of smokeless tobacco is permitted anywhere in the buildings at [ church name ].

Policy 3 forbids tobacco use in our buildings. Independent of the probable applicability of local ‘Indoor Clean Air’ ordinances, tobacco use increases building maintenance and interferes with the health of users of the facility.
4. No tape is to be attached to any surface of the building except for temporary safety requirements.

Policy 4 is new to [ church name ]. Applying tape to building surfaces results in increased maintenance and degradation of the appearance of the facility. The policy does recognize that situation may arise when tape is required for safety reasons and a requirement to obtain Session approval is unreasonable.
5. All posters, announcements and information displays are restricted to assigned bulletin boards. Session will assign Bulletin Boards based on written requests as received. When there has been no discernable activity on an assigned Bulletin Board for six months the assignment of that Board will be revoked and all material on the board will be removed.

Policy 5 is a corollary to Policy 4 providing a place for notices, etc. which have been customarily taped to available surfaces. It also provides for restriction of the content of announcements and displays. Users tend to take better care of clean, neat, attractive space – contributing to the stewardship again.
6. Except for Sanctuary use for Sunday Worship and Christian Education use of classrooms on Sunday mornings, use of the church facilities will follow these [ church name ] Presbyterian Church Facility Use Procedures. Aside from exceptions named above, use of the church facilities requires the completion of a Facility Use Form by a Responsible Person unless the organization has a contract or agreement for use of the facilities.
Policy 6 simply establishes these policies, procedures and guidelines as the way things will be done here.
7. The setup and take-down of tables and chairs is the responsibility of the individual or organization using the church facilities.

Policy 7 regarding management of chairs and tables in space being used is intended to keep spaces ready for use without taking the time and effort of people not using the space to maintain order.
8. A building usage contract or agreement will be signed with groups who use multiple spaces in the Church facilities and meet at least weekly or monthly for more than 6 months consecutively. The contract or agreement shall set forth the requirements for the use of the Church facilities.

Policy 8 acknowledges that specific rules as to what usage in what spaces when needs to be spelled out for long term and multiple space users. Experience has taught us that users will expand at their convenience and will modify space, also for their convenience, unless formal agreements are established and monitored. Such agreements typically address exactly what space will be used and when, exactly what activities are permitted in said space, what equipment may be used in the space and what equipment and materials the users may bring into the space. Conduct of users is also addressed.
9. In accordance with State code 76-10-530 concealed weapons will not be permitted in the church buildings except as specifically permitted by Session. Police officers are exempt from this policy.

Policy 9 prohibits the presence (and use) of concealed weapons on the property in accordance with Pennsylvania State Laws – again with Session approval of exceptions (also permitted by those laws).
Facility Use Procedures
These procedures spell out how a requesting person has to go about getting permission to use our facilities. It defines what we mean by a Responsible Person and requires that even “in house” organizations have a Responsible Person in order to be granted schedule use of the facilities.
This section also instructs the Office Manager in part of his/her decision responsibilities.
In these Policies and Procedures a ‘Responsible Person’ is the person designated by the requesting entity to assume all responsibilities described in these Policies and Procedures and on the Facility Use Form
1. The Office Manager will schedule all Facility Uses and keep a calendar of the approved uses. The Office Manager shall report to Session monthly, providing the current calendar with new scheduled activities identified. If the Office Manager has questions about the appropriateness of the user making a request, he/she shall refer the request to the Head of Staff. If the Office Manager has questions about the appropriateness of the activity to be conducted in the building he/she may refer the request to the Buildings and Grounds Committee. Either the Head of Staff or the Buildings and Grounds Committee may refer the decision to Session.
2. A ‘Responsible Person’ for each requesting entity must complete a CPC Facility Use Form. The Responsible Person is responsible for setup, clean-up, and conduct of participants in the scheduled activity. If clean-up by the Responsible Person, in the judgment of the Office Manager or Custodian is not adequate, custodial services will be used and the Responsible Person will be billed the cost of clean-up.

3. The Responsible Person, in signing the Facility Use Form, assumes all responsibility for payment for all damages resulting from the activity for which the facility is used. The Responsible Person must inspect the space and equipment in the space prior to the activity. Failure to notify the office of damages may result in the repair charge being made to the Responsible Person
4. The approval process is:

a. The person making the request checks with the Office Manager to determine if the desired facility is available at the date and time requested.

b. If the desired facility is available, a Responsible Person will complete the CPC Facility Use form and submit it to the Office Manager.
c. If the Office Manager approves the usage, then the event will be entered into the church calendar and reported to Session in time for their next meeting.

d. Regardless of approval or disapproval, the Office Manager will notify the requesting person of the action. Usage may not take place before notice of approval to the requesting person.

Guidelines for Office Manager decisions regarding scheduling of facilities.
This section is for the use of the Office Manager. We really do expect that the Office Manager will not refer to these guidelines more than a few times before having them memorized, but these will be in place during the absence of the Office Manager and when a new Office Manager comes on board. It will be provided in the Administrative Manual as information for Session members as to what to expect from the Office Manager when requests for facility use are made.
The Office Manger will provide Facility Use Forms to any known church member who requests facility use for events related to the mission and ministry of [ church name ] Presbyterian Church. If the person making the request is not known to the Office Manger or is requesting facility use for activities or events not related to the mission and ministry of [ church name ] Presbyterian church  the following sequence is to be used:

Ascertain whether the person is a member of [ church name ]. This requires both declaration of membership by the person and verification by the Office Manager using the ACS. If yes, The Office Manger will provide a Facility Use Form.
Ascertain whether the request is for an individual or as representative of an organization or group.

Ascertain whether the organization or group is non-profit or for profit. If for profit, deny the request. If a non-profit makes the request, the Office Manger will provide a Facility Use Form.
If the Office Manager has questions about the appropriateness of the user making a request, he/she shall refer the request to the Head of Staff. If the Office Manager has questions about the appropriateness of the activity to be conducted in the building he/she may refer the request to the Buildings and Grounds Committee. Either the Head of Staff or the Buildings and Grounds Committee may in turn choose to refer the decision to Session.
When satisfied as to propriety of the request and the availability of the requested facility the Office Manager will have the Facility Use Form completed and schedule the use.

The next two pages following this one are the face and back of our revised
[ CHURCH NAME ] PRESBYTERIAN CHURCH FACILITY USE FORM
The face of the form is pretty much self explanatory. The back of the form lists the general use policies.
On the face:
Notice of Responsibility 1. Keep it clean so it will be ready for others to use. We don’t always have a janitor on duty between scheduled uses of a given space, so users must leave spaces clean after use.
Notice of Responsibility 2. Payment for damages – We don’t collect fees for use (except for special cases) so someone has to pay to put the space in the same condition it was before use. An act of stewardship.
Notice of Responsibility 3 Policies governing use of the facilities as defined previously.
Notice of Responsibility 4 Doors and lights – we have a perpetual problem with doors being left unsecured and lights left on after building usage, this is an attempt to minimize the problem.
Don’t have a penalty for non-performance though!  Notice of Responsibility 5 Problem reporting – just do it!
Notice of Responsibility 6 Keys, keys, keys. A committee has been formed to develop policies and an action plan for keying the entire facility.
On the back:
Restatement of the General Facilities Usage Policies in the main body of the document as information for users.
Provides our definition for Responsible Person.
The church address, telephone number and e-mail address are provided.
A copy of this form (both sides) is to be given to the requesting person after the request is approved. The Office manager retains the original.
Please Print

[ CHURCH NAME ] PRESBYTERIAN CHURCH FACILITY USE FORM (face)
	Person or Organization
	

	Responsible Person’s Name
	

	Address
	

	City, State, Zip
	

	Phone and email
	

	Facilities Requested
	
	*Room #
	Fellowship Hall
	Gym
	

	
	
	Kitchenette
	Sanctuary
	Library
	

	
	
	
	
	Main Kitchen
	

	Type of Activity
	

	Date Requested
	

	**Time of Use
	Start time:
	
	End Time:

	Key Provided
	Yes:
	No:
	Key No.

	Key Returned
	Yes:  

	No:  


	Insurance Certificate Required
	Yes:  

	No:  



*Room requests must be for specific numbered rooms.

**Time of use includes setup time, activity time and takedown and cleanup time. Notice of Responsibility

1. The facilities used by this activity shall be left in a clean and orderly condition. The Responsible Person, in signing this form, assumes all responsibility for payment for all custodial services needed to clean the facility, if not left in a clean and orderly condition.
2. The Responsible Person, in signing this form, assumes all responsibility for payment for all damages resulting from the activity for which the facility is used.

3. The Responsible Person, in signing this form, agrees to Session Policies on the back of this Form. 4.The Responsible Person must check that all exterior doors are locked and all internal lights are turned

off before leaving. A building map indicating the location of pertinent light switches and doors will
be provided.

5. Report any problems immediately to the church office, either directly in person, by phone 278-4619, email cpchurch@xmission.com or by putting a note in the Office Manager’s box in the church office.

6. If a key is lost or is not returned to the church office within 5 work days of the event, a lost key charge of $5 will be assessed.

I have read the above Notice of Responsibility and agree to accept that responsibility.

Responsible Person
Date

Approved by Office Manager
Date:
[ CHURCH NAME ] PRESBYTERIAN CHURCH FACILITY USE FORM (back)
Policies governing use of the facilities
1. [ church name ] building and property is not to be used for individual, personal profit making activities unless approved by Session.
2. The use of alcoholic beverages is forbidden on church property except for communion or as may be approved by the Session.
3. Neither smoking nor use of smokeless tobacco is permitted anywhere in the buildings at [ church name ].

4. No tape is to be attached to any surface of the building except for temporary safety requirements.

5. All posters, announcements and information displays are restricted to assigned bulletin boards. Session will assign Bulletin Boards based on written requests as received. When there has been no discernable activity on an assigned Bulletin Board for six months the assignment of that Board will be revoked and all material on the board will be removed.
6.  Except for Sanctuary use for Sunday Worship and Christian Education use of classrooms on Sunday mornings, use of the church facilities will follow the [ church name ] Presbyterian Church Facility Use  Procedures. Aside from exceptions named above, use of the church facilities requires the completion of a Facility Use Form by a Responsible Person unless the organization has a contract or agreement for use of the facilities.
7. The setup and take-down of tables and chairs is the responsibility of the individual or organization using the church facilities.

8. A building usage contract or agreement will be signed with groups who use multiple spaces in the Church facilities and meet at least weekly or monthly for more than 6 months consecutively. The contract or agreement shall set forth the requirements for the use of the Church facilities.

9. In accordance with State code - 76-10-530 concealed weapons will not be permitted in the church buildings except as specifically permitted by Session. Police officers are exempt from this policy.

In these Policies and Procedures a ‘Responsible Person’ is the person designated by the requesting entity to assume all responsibilities described in these Policies and Procedures and on this Facility Use Form
[ church name ] Presbyterian Church, 1580 East Vine Street, [ town or city ], Pennsylvania 84121 Telephone – 801 278-4619
Fax – 801 278-8801
E-mail - cpchurch@xmission.com
We have also created a new form to deal with use of special equipment…
[ CHURCH NAME ] PRESBYTERIAN CHURCH SPECIAL EQUIPMENT USE APPROVAL FORM
This form (on the next page) is to be used to record approval of use of special equipment found in reserved spaces.
The form is relatively straightforward. The name of the individual who will actually operate the equipment is included in addition to that of the Responsible Person. The verification of competence is to be made for the using person, who may or may not be the Responsible Person.
Means for verification of competence for use of sound equipment was determined by Elder Jody Good.
Means for verification of competence for use of kitchen equipment was determined by the Session Kitchen Committee.
The church address, telephone and email are provided.
A copy of this form is to be given to the requesting person after the request is approved. The Office manager retains the original.
[ CHURCH NAME ] PRESBYTERIAN CHURCH SPECIAL EQUIPMENT USE APPROVAL FORM
Church equipment that is available for usage in approved spaces without separate approval includes tables and chairs. If a group requests use of a space that includes sound systems, a piano, a portable lectern, or kitchen equipment separate approval will be required for use of those items. Verification of competence to operate requested equipment will be required.

	Person or Organization
	

	Responsible Person’s Name
	

	Address
	

	City, State, Zip
	

	Phone and email
	

	Using Person’s Name
	

	Type of Activity
	

	Date Requested
	

	**Time of Use
	Start time:
End Time:

	Equipment requested
	Sound system Piano
Portable lectern

Kitchen equipment – specify:


Use of Sound equipment:

Presentation of
constitutes verification of competence to operate

Use of Kitchen Equipment:

Presentation of a certificate of successful training (and verification by the Office Manager) constitutes verification of competence to operate.

The Responsible Person, in signing this form, assumes all responsibility for payment for all damages resulting from the misuse of the equipment.

Responsible Person
Date

Approved by Office Manager
Date:  

[ church name ] Presbyterian Church, 1580 East Vine Street, [ town or city ], Pennsylvania 84121 Telephone – 801 278-4619
Fax – 801 278-8801
E-mail - cpchurch@xmission.com
The next page is AVAILABLE BUILDING SPACES
This page is provided for reference for both requesters and the Office Manager to assist in determining which space is most appropriate for the intended use. It is also useful for selecting alternative spaces when the desired space is already taken by a higher priority user. For new users it is to be accompanied by a map (annotated floor plan) of the building.
The face identifies and describes uses for the spaces. The back of the page describes the capacities of the spaces for different uses where permitted.
Special equipment normally located in the specified space is also identified on this page and users are directed to apply for approval of use of that equipment.
AVAILABLE BUILDING SPACES (face side)
Sanctuary
The Sanctuary is a place for worship, reflection and celebration.  It is set aside for these purposes in general.

The Sanctuary is used for worship services, weddings, funerals, and music concerts and recitals.

Fellowship Hall
The Fellowship Hall is a casual setting that is adjacent to the main kitchen.  It is an open space that has a sound system and piano, and is suited for luncheons, presentations and receptions.

The Gym
The Gym is located on the southeastern side of the building.  It is a ¾ size basketball court that is also lined for volleyball.  Non marking soles only.  The space is appropriate for larger meals, gatherings and physical activities.

Classrooms.  Refer to the building schematic for locations
Room 1 is located just inside the main entrance of the church.  There is a small kitchenette adjacent to Room 1. It is suitable for meetings, small meals, and study groups.  This is one of the most used rooms in the church but is not suitable for activities which must be confidential

Room 4 is located off the west hall near the north hall.  It is suitable for small meetings.

Room 5 (also known as the Youth room) is located off the west hall.  It is suitable for larger meetings and has an area suitable for serving food.

Room 6 is located off the west hall.  It is suitable for small meetings.

Room 8, (also known as the Fireside Room) has a fireplace, couches and a piano.  It is suitable for casual gatherings and meetings.

Room 9 is located off the south hall just inside the southwest entrance to the building.  It is suitable only for use by children.

Room 10 is located off the south hall.  It is suitable only for use by children.

Room 11 is located off the south hall.  .  This room is equipped as a nursery and may not be used for other purposes.

Room 12 is located off the south hall almost to the East hall.  It is suitable for larger meetings and has a piano (of sorts).

Room 13 is located off the south hall almost to the east hall.  It is suitable for meetings.

The Library
The library is a small room just outside the church offices. It is suitable for small groups.

The Kitchens
There is a kitchenette adjacent to Room 1 and the church offices. This kitchen can only be scheduled in conjunction with Room 1 and must also be specifically scheduled if the Room 1 user intends to make use of that facility.

The main kitchen is between the Gym and Fellowship Hall. Usage of this kitchen requires separate approval and prior training in use of specific equipment. Scheduling of the Gym or Fellowship Hall does not include approval for use of the main kitchen.

Equipment
Tables and chairs are available in or for all locations. A portable lectern is available by special request.

AVAILABLE BUILDING SPACES (back of the page)
	SPACE
	CURRENT CAPACITY
	BANQUET CAPACITY*
	MAXIMUM CAPACITY**

	Sanctuary
	270 in pews
	NA
	335 with folding chairs

	Gym
	NA
	300
	400

	Fellowship Hall
	NA
	80
	110

	Library
	8
	NA
	8

	Room 1
	19
	NA
	32

	Room 4
	8
	NA
	8

	Room 5
	24 at tables,

9 on couches
	24***
	75 (couches removed)

	Room 6
	8
	NA
	8

	Room 8
	20
	NA
	NA

	Room 9
	20 children
	NA
	NA

	Room 10
	20 children
	NA
	NA

	Room 11
	Nursery
	NA
	NA

	Room 12
	20
	NA
	38

	Room 13
	15 at tables

6 on Sofas
	NA
	44 (sofas removed)


* 72” ROUND TABLES

** ROWS OF CHAIRS

*** ONLY HALF OF SPACE IS TILED

FACILITY USE PROCEDURES (handout form)
Facility Use Procedures
In these Policies and Procedures a ‘Responsible Person’ is the person designated by the requesting entity to assume all responsibilities described in these Policies and Procedures and on the Facility Use Form
1. The Office Manager will schedule all Facility Uses and keep a calendar of the approved uses.

2. A ‘Responsible Person’ for each requesting entity must complete a CPC Facility Use Form. The Responsible Person is responsible for setup, clean-up, and conduct of participants in the scheduled activity. If clean-up by the Responsible Person, in the judgment of the Office Manager or Custodian is not adequate, custodial services will be used and the Responsible Person will be billed the cost of clean-up.

3. The Responsible Person, in signing the Facility Use Form, assumes all responsibility for payment for all damages resulting from the activity for which the facility is used. The Responsible Person must inspect the space and equipment in the space prior to the activity. Failure to notify the office of damages may result in the repair charge being made to the Responsible Person
4. The approval process is:

a. The person making the request checks with the Office Manager to determine if the desired facility is available at the date and time requested.

b. If the desired facility is available, a Responsible Person will complete the CPC Facility Use form and submit it to the Office Manager.
c. If the Office Manager approves the usage, then the event will be entered into the church calendar and reported to Session in time for their next meeting.

d. Regardless of approval or disapproval, the Office Manager will notify the requesting person of the action. Usage may not take place before notice of approval to the requesting person.

Distribution and retention of portions of these Policies, Procedures and Guidelines
The entire package will be part of the CPC Administrative Manual.
A separate handout of Facility Use Procedures not including the explanations, comments or rationale will be provided to persons who request facility use.

Approved users will receive copies of completed use forms and the Office Manager will retain the originals on file in the church office. The Facility Use Form has usage policies printed on the back.

The Available Building Spaces page will be provided to applicants along with maps of the facility.

Guidelines for Office Manager decisions regarding scheduling of facilities will be retained by the Office Manager and not distributed other than in the Administrative Manual.
OTHER ORGANIZATIONS IN, OR FORMALLY RELATED TO [ CHURCH NAME ]
A. Board of Deacons
B. Presbyterian Women
C. Other Internal Organizations

D. The S.O.U.L. Garden
E. Boy Scouts
F. Neighborhood House
G. Pennsylvania Chinese College
Responsibilities [of Session]
The session is responsible for the mission and government of the particular church. …

Effectively the session is responsible for everything which takes place at the church or in the name of the church. None of the last four organizations are under the control of the session but session is responsible for assuring that the arrangements for use of the church properties by those organizations are appropriate and adhered to.

BOARD OF DEACONS
On Jan 29,2012 the Congregation of [ church name ] voted to continue the Deacons as a Ministry of  [ church name ] Presbyterian Church.
Motion: [ church name ] Presbyterian elects to use the structured ministry
known as the “Board of Deacons” in its mission to serve God and our members.  MSP
As the whole church is under the jurisdiction of the session, the board of deacons shall be under its supervision and authority. The records of the board of deacons shall be submitted to the session at least annually and at other times upon the request of the session. The session may void or amend any action of the board of deacons, or direct the board to reconsider such action.

The board shall meet regularly, or upon the call of its moderator, or when directed to meet by the session, but it shall meet at least quarterly. The board shall determine its own quorum. A joint meeting of the session and board of deacons shall be held at least annually (per [ church name ] Policy) to confer on matters of common interest, with the moderator of the session presiding. No binding decision may be reached in such joint meeting, but the session and the board may act separately on matters committed to their care.

PRESBYTERIAN WOMEN
Paraphrasing from the Book of Order, as the whole church is under the jurisdiction of the session, the Presbyterian Women shall be under its supervision and authority. The records of the Presbyterian Women shall be submitted to the session at least annually and at other times upon the request of the session. The session may void or amend any action of the board of deacons, or direct the board to reconsider such action.

[ church name ] PW has two sub groups which function semi-independently of the main PW organization; Circle 4 and Sarah Circle.

OTHER INTERNAL ORGANIZATIONS
Other organizations have been formed at [ church name ] with varying degrees of organizational formality. At this time these organizations do not have explicit ties to Session beyond the overarching connection that Session has authority over them as entities operating within the church. Such organizations include:

Choir

Bell Choir

Women’s Lunch Group Men’s Lunch Group Senior Adult Fellowship
The Choir and Bell Choir are treated as functions within the Worship Standing committee of Session.
THE S.O.U.L. GARDEN
The SOUL garden is an OUTREACH activity of [ church name ]. There is an agreement in place for the use of [ church name ]’s land and water.
The Administration Committee is the contact with [ church name ]. The latest agreement with the SOUL Garden is attached to this Manual.
BOY SCOUTS
We have been cosponsors of a Scout Troop and now provide meeting space on Monday nights.

NEIGHBORHOOD HOUSE
We have a formal agreement with Neighborhood House and receive rental income to offset the cost of their operations at [ church name ]. That use consists of an office (Room 7), Fireside Room (Room 8), the Youth room (Room 5) along with part time use of our kitchens between 7:30 a.m. and 5:30 p.m. Monday through Friday year round. From time to time they also reserve Fellowship Hall for periods during the day.

The latest agreement with Neighborhood House is attached to this Manual.
PENNSYLVANIA CHINESE COLLEGE
The Pennsylvania Chinese Center is a non-profit organization which operates what they call the Pennsylvania Chinese College in our facility most Saturday mornings during regular school years between 10

a.m. and noon. They occupy Rooms 4, 5, 6, 8, 10, 12, and 13. In principle we should have a long term agreement in writing; the Clerk does not have that agreement. The participants are of Taiwanese origin conducting classes in language and culture so that those are not lost by the people living in the United States.
AGREEMENT FOR

BUILDING USAGE
ARTICLE 1 - AGREEMENT DOCUMENT
This is an agreement (the "Agreement") entered into this 1st day of January, 2012, (the "Effective Date") by and between the [ church name ] Presbyterian Church of [ town or city ], Pennsylvania, a Pennsylvania  non-profit corporation, 1580 East Vine Street, Murray, UT 84121, “[ church name ] Presbyterian Church” or "Church", and Neighborhood House Association, a non-profit Pennsylvania corporation, 1050 West 500 South, [ town or city ], UT 84104, "Neighborhood House";
A. Whereas Neighborhood House has established and operated a satellite adult day service program at [ church name ] Presbyterian Church since 1993;

B. Whereas [ church name ] Presbyterian Church is located at 1580 East Vine Street, Murray, UT 84121 (the "Church Property");
C. Whereas Neighborhood House desires to continue use of the facilities at the Church Property (for purposes hereof, the term "Building" shall mean the building located on the Church Property);
D. Whereas the Church and Neighborhood House enter into this Agreement for the use of the facilities as an Adult Day Center for its programs described below, pursuant to the terms and conditions stipulated in this Agreement.
ARTICLE 2 - ENTIRE AGREEMENT
This Agreement states the entire agreement between the Church and Neighborhood House with respect to the Church Property. Neither party is or shall be bound by any stipulation, representations, agreements, or promises, oral or otherwise, not inserted in this Agreement or attached by amendment.

ARTICLE 3 - AREAS OF USAGE
A. Neighborhood House may use and occupy the following rooms in the Building (collectively, the "Facilities"):
Fireside Room

Rooms 5 & 6, Men's and Ladies’ Large Rest Rooms and Handicap Restrooms No use of the Church Staff Restrooms is permitted by Neighborhood House. Kitchen, including the use of the ice machine, gas oven, microwave, automatic dishwasher, and designated refrigerator.

AGREEMENT FOR BUILDING USAGE
Neighborhood House
B. In addition to the Facilities, Neighborhood House from time to time may use the Fellowship Hall, Library, Rooms 1 & 12, the patio, outdoor areas, and the gym when such spaces are not being used by other groups (collectively, the "Additional Facilities"). Neighborhood House will coordinate with the Church Office Manager (or other authorized Church official) to determine the availability of  the Additional Facilities and are required to fill out a Facility Use Form to reserve a room(s).

C. Notwithstanding anything to the foregoing in this Agreement, (i) the Church acknowledges that Neighborhood House will use Room 7 as its administrative offices, and (ii) the Church agrees that Neighborhood House shall have the sole right to use and occupy Room 7 during the term of this Agreement, and the Church shall not use or permit the use of Room 7 during the term of this Agreement, except for the purpose of performing the Church's obligations under this Agreement. If the Church requires access to Room 7, the Church shall use reasonable efforts to notify Neighborhood House prior to said entry, or, in the event of an emergency, reasonably promptly following such entry.

D. Neighborhood House and its employees, agents, clients and invitees, at their own risk, shall have the non-exclusive right to park cars and other vehicles in the parking lot located on the Church Property (the "Parking Lot"), Monday-Friday from 7:00

a.m. to 6:00 p.m. In addition, Neighborhood House shall have the right to park no more than one (1) bus or van during the day and overnight seven (7) days a week at the west end of the Parking Lot (along the south side of the Building adjacent to the playground), unless other arrangements are made. The Church will not be responsible for any damage to any such vehicles.

ARTICLE 4 - TIMES OF USAGE
Neighborhood House may use and occupy the Facilities from 7:00 A.M. to 6:00 P.M., Monday through Friday. In addition, Neighborhood House may use the Additional Facilities pursuant to the terms of Article 3 (B) hereof and the Parking Lot pursuant to the terms of Article 3 (D) hereof.

ARTICLE 5 - CONDITIONS OF USAGE
A. Subject to emergency exits, fire code, and other similar requirements, Neighborhood House personnel will secure all doors and windows in the areas of the Building used by Neighborhood House that day. Keys to the Building will be provided by the Church, but no duplication of said keys will be made. Additional keys shall be requested through the Church office.

B. Neighborhood House personnel will turn off all lights at the end of each day in the areas of the Building used by Neighborhood House that day.

AGREEMENT FOR BUILDING USAGE
Neighborhood House
C. Neighborhood House personnel will rearrange any room except Room 7 at the end of the day's use  by Neighborhood House that  may be  requested by  the Church  to accommodate its use of the same for evening and/or week-end programs, activities or Church services. The rooms will be cleaned and readied for such Church use as needed.

D. Neighborhood House will be solely responsible for all operations in connection with its senior day service program, including, without limitation, (i) providing all personnel to supervise its program, and (ii) providing its own secretarial and office services.
E. Neighborhood House will be solely responsible for providing the following janitorial services (Monday-Friday) for those rooms used by its programs, to the extent that such janitorial service relates to the use of such rooms by Neighborhood House:
· Empty trash cans daily. Provide trash can liners and place in cans daily.

· Sweep floors daily and mop vinyl floors if soiled during program use

· Move furniture as needed and replace after mopping.

· Vacuum carpeting daily. Clean spots as they occur.

· Clean glass of Neighborhood House main entrance door daily.

· Clean cigarette ash tray and trash can outside Neighborhood House main entrance door daily.

· Check bathroom facilities at the end of each day. Clean toilets, sinks, and floors if soiled during program use.

· Clean kitchen counters and sinks after each use.

Sweep kitchen floor each day after lunch use. Mop and clean kitchen floor if soiled during program use.

· Provide their own dish towels and cloths and be responsible for laundering them. Provide own coffee pots for their use exclusively.

F. Neighborhood House will provide its own telephone service for its use.

G. Neighborhood House will not permit smoking by any of Neighborhood House's employees, agents, clients or invitees in the Building or within 25 feet of any entrance into the Building.

AGREEMENT FOR BUILDING USAGE
Neighborhood House
H. Neighborhood House will not permit pets to be brought on the Church Property by any of its employees, agents, clients or invitees, except (i) in the event of special supervised programs presented, for example, by Tracy Aviary, Hogle Zoo, or the Humane Society, or (ii) for "seeing eye" dogs and other similar service type animals used for medical or handicap purposes.

1.
Neighborhood House may provide and place in the Building all such furniture and equipment as is needed or desired for operation of its senior day service program, and same will at all times remain the property of Neighborhood  House. Neighborhood House shall have the right to remove such furniture and equipment at any time during the term of this Agreement and at the expiration of the term of this Agreement (or the earlier termination thereof). Such furniture and equipment (other than any computers located in Room 7) may be used by other groups using the rooms at times other than when they are being used by Neighborhood House. The Church will be responsible for any damage to such furniture and equipment that results from use of same by the Church or any of its employees, agents, congregants or invitees. Notwithstanding the foregoing to the contrary, Neighborhood House shall have the sole right to use its computers located in Room 7, and under no circumstances shall the Church, or any other group or persons (other than Neighborhood House), have the right to use same.
J. Neighborhood House will be responsible for repairing any damage to Church property that results from use of same for the senior day service program by Neighborhood House or any of its employees, agents, clients or invitees.

K. Neighborhood House will be responsible for maintenance of its equipment.

L. Neighborhood House will be responsible for cleaning and maintaining carpeting in the Fireside Room and Room 7. The Church is responsible for maintaining the carpeting in other areas of the Church Building.

M. Neighborhood House staff shall not bring any unsupervised children onto the Church Property. Neighborhood House is responsible for supervision of all children that it brings onto the Church Property, and will keep them within the Church Property designated for Neighborhood House use. Neighborhood House is responsible for any damage to Church Property caused by any such children and is responsible for any injuries to children.

ARTICLE 6 - MODIFICATIONS TO FACILITIES
Except as expressly set forth herein, no structural, design or decorative changes will be made by Neighborhood House in any part of the Building without specific prior written approval of the Church. The Church is under no obligation to make any changes to its facilities to accommodate use for Neighborhood House. Notwithstanding the foregoing to the contrary, Neighborhood House may perform certain interior decorating, non- structural alterations to the Facilities, such as carpeting, painting, hanging artwork or wall
AGREEMENT FOR BUILDING USAGE
Neighborhood House
coverings, or other similar interior decorating improvements, with the prior approval of the Elder for Administration of the Church. Nothing in this Article 6 shall be construed as preventing Neighborhood House from performing any of its obligations under this Agreement.
ARTICLE 7 - INDEMNIFICATION

A. Neighborhood House will hold the Church harmless and fully indemnify and defend it against all claims or demands of any kind or nature and any costs incurred by the Church, including reasonable attorneys' fees, which may be made upon the Church or against the Church Property, for or on account of (i) any debt or expense contracted or incurred by Neighborhood House, and (ii) any and all acts, transactions, omissions of Neighborhood House, its agents, or servants; and (iii), Neighborhood House will defend and save the Church harmless and fully indemnify it as to any liability or asserted liability, for or on account of (a) injury to or death of any person or damage to any property sustained during the period this Agreement remains in effect resulting from any act or omission of Neighborhood House, its agents, or servants, or (b) the unsafe condition of the Church Premises.
B. During the term of this Agreement, Neighborhood House shall carry liability insurance protecting the Church against damages arising out of its operations on Church Premises  and  will  furnish  the  Church  with  copies  of current Insurance Certificates reflecting such coverage.

ARTICLE 8 - TERM

The term of this Agreement shall be for a period of one (1) year from and after the Effective Date, and may be renewed on an annual basis thereafter by mutual written agreement. Either party may terminate this Agreement at any time by a notice of termination given to the other party at least sixty (60) days prior to the date of termination.

ARTICLE 9 - COST REIMBURSEMENT

Neighborhood House agrees to pay Church in advance on or before the 1st day of each month during the term of this Agreement, as cost reimbursement for utilities and other costs allocable to Neighborhood House’s use of Church Property and services provided by the Church hereunder, the sum of Seven Hundred Dollars ($700.00). In the event the first day of the term of this Agreement commences upon any day other than the first day of the month, or ends upon any day other than the last day of the month, rent for such partial month shall be prorated on a per diem basis upon the number of days in such partial month. In addition, once a year, the Neighborhood House will pay a sum of Three Hundred Fifty Dollars ($350.00) for paper and cleaning supplies bought by the church for their use of such supplies, including dishwasher soap and the rinsing agent used in the automatic kitchen dishwasher.

AGREEMENT FOR BUILDING USAGE
Neighborhood House
ARTICLE l0 - ADDITIONAL CHURCH OBLIGATIONS
A. During the term of this Agreement, the Church agrees to repair and maintain (in compliance with all applicable laws, rules, regulations and ordinances), all structural components of the Building, including, without limitation, the roof and foundation, all electrical, plumbing,  heating, ventilating  and air conditioning systems in  the Building and the fire alarm system.
B. During the term of this Agreement, the Church shall provide the following services to the Building: (i) heat and air conditioning Monday through Friday from 7:00 a.m. to 6:00 p.m., as is reasonably necessary for the comfortable occupancy and use of the Building by Neighborhood House; (ii) hot and cold water from the regular Building outlets for drinking, lavatory, kitchen and toilet purposes; (iii) electricity supplied through the Building's electric distribution system by the local electric utility company; (iv) customary snow removal for the Parking Lot and other portions of the exterior Church Property, such as sidewalks and the exterior entry way of the Building; and (v) customary janitorial services for all portions of the Building (other than Room 7) for the hours and days that Neighborhood House does not occupy the Building.

ARTICLE 11 - NOTICES
All notices required or permitted to be given under this Agreement shall be in writing and shall be delivered by personal service, or by reputable overnight delivery service, or sent by certified mail, postage prepaid, return receipt requested, at the following addresses: (a) to the Church: at 1580 East Vine Street, Murray, UT 84121, Attention: Office Manager or such other address as the Church shall designate by written notice to Neighborhood House, and (b) to Neighborhood House: at 1050 West 500 South, [ town or city ], UT 84104, Attention: Executive Director, or such other address as Neighborhood House shall designate by written notice to the Church. Any such notice shall be deemed given and effective upon receipt or refusal to accept receipt thereof by the primary party to whom it is sent.
ARTICLE 12 - QUIET ENJOYMENT

So long as Neighborhood House is not in default under this Agreement, Neighborhood House shall be entitled to peaceful and quiet enjoyment of the portions of the Church Property that Neighborhood House has been granted the right to use and occupy, subject to the terms and conditions of, this Agreement.
ARTICLE 13 - SIGNAGE
The parties hereby acknowledge that Neighborhood  House  currently has placed the following two signs on the Church Property: (i) a sign on the window of the entry way to the Building, and (ii) a sign on the northwest side of the Church Property on the grass

AGREEMENT FOR BUILDING USAGE
Neighborhood House
strip near the Parking Lot (collectively, the "Existing Signs"). The Church agrees that Neighborhood House has the right to keep the Existing Signs on the Church Property in their existing locations during the term of this Agreement subject to local laws, rules, regulations and ordinances. In addition, Neighborhood House shall have the right to install, at its sole cost and expense and in accordance with all applicable laws, rules, regulations and ordinances, an additional sign on the side of the Building above the entryway door (the "New Sign"). The style, character, design and location of the New Sign shall be subject to the Church's prior written approval. Neighborhood House will be responsible for the repair and maintenance of the Existing Signs and the New Sign during the term of this Agreement, and will remove same from the Church Property upon the expiration or earlier termination of this Agreement.
IN  WITNESS  WHEREOF,  the  Church  and  Neighborhood  House  have  caused  this Agreement to be duly executed as of the Effective Date.
CHURCH:
NEIGHBORHOOD HOUSE:
The [ church name ] Presbyterian Church of
Neighborhood House Association,
[ town or city ], Pennsylvania,
a non-profit Pennsylvania corporation a non-profit corporation
By: 


By: 

Typed Name: Richard Urbom
Typed Name: Jacob Brace

Its: Elder for Administration
Its: Executive Director
BYLAWS
FOR
[ church name ] Presbyterian Church (CPC) Stewardship on Urban Land (SOUL) Community Garden
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ARTICLE I NAME & PURPOSE
Section 1.
Name.  Shall be known as The CPC SOUL Community Garden

Section 2.
Mission Statement
To foster and preserve for future generations, the beneficial and productive use of a shared open space through sustainable gardening, outreach, and education, by a community of diverse gardeners working for the benefit of all.
Section 3.
Purpose. The SOUL Community Garden is organized to be a ministry of [ church name ] Presbyterian Church:
1. To Provide an opportunity for local residents to garden
2. To Beautify the neighborhood through the development of a community garden
3. To Create a tranquil space

4. To Provide therapeutic and educational gardening opportunities
5. To Generate donations from the sharing of its produce for the discretionary disbursement by the CPC Mission Committee
ARTICLE II MEMBERS
Section 1.
Admission to Membership.
Membership is open to all persons in the community who have been assigned a plot in the SOUL Community Garden and continue to abide by its agreed governance.
Section 2.
Voting Rights.
For the purposes of voting, one plot equals one vote. At any general membership meeting, each designated plot member present shall be entitled to one vote. Upon request by any member, voting on any question shall be by secret ballot.  An up-to-date list or record of members entitled to vote shall be kept by the Secretary and available at all membership meetings.

Section 3.
Annual Membership Meetings.
Beginning in the year 2010, the annual meeting shall be held during February of each year at such date, time and place as the SOUL Oversight Committee (SOC) communicates via e-mail or verbally to each member. Meeting notification must be at least two weeks before each meeting.
SOUL Oversight Committee vacancies will be filled at this meeting.

Section 4.
Membership Meetings.
Meetings of the members may be scheduled by the SOUL Oversight Committee as needed. Notice of the time, date, and place of such meetings shall be given to every member by e-mail or verbally, at least two weeks before each meeting.

Section 5.
Quorum, Adjournments of Meetings.
At all meetings of the members, 51% of the members entitled to vote shall constitute a quorum for the transaction of business. In the absence of a quorum, the members so present or represented shall adjourn the meeting.

Section 6.
Action by Vote.
Except as indicated elsewhere in these bylaws, a majority of the votes cast at any membership meeting, where a quorum is present, shall be sufficient to authorize any action of the members, including the election of SOUL Oversight Committee members.

Section 7.
Organization.
The chairperson of the SOUL Oversight Committee shall preside at all meetings of the members; the Secretary shall take minutes at all meetings of the members. The Treasurer will provide a financial report at all meetings.

ARTICLE III
SOUL OVERSIGHT COMMITTEE(SOC)
Section 1.
Number, Qualifications, Election and Term of Office.
The SOUL Oversight Committee (SOC) shall consist of nine members, made up of Chairperson, Secretary, Treasurer, and six (6) Members-at-large, which shall serve as the governing body for any action involving the SOUL gardens. SOC members shall be elected for a three-year term where one-third of the Oversight Committee term shall end each year in order to arrive at a staggered election process and an overlap of members;

e. g., with one-third of the SOC up for election each year. Any officer and/or member of the SOC may resign at any time by giving written notice to the SOC. Any SOC member may be removed, with cause, at a general membership meeting specially called for that purpose, by a vote of two-thirds of all responding general membership. All members of the SOC must be at least 21 years of age. Each SOC member shall make every effort to attend all the SOC meetings.

Section 2.
Vacancies.
In the case of any vacancy in the SOC from any cause, including the death, resignation, or removal of any member or the authorization of an increase in the number of committee members, a new member must be elected to temporarily fill such a vacancy by the SOC. This new member must run for office at the next February Annual Meeting/Election to make him/her a permanent SOC member.

Section 3.
Duties/Responsibilities/Expectations.
The SOUL Oversight Committee (SOC) shall have authority to manage and control the affairs and property of the Garden as set forth by the rules and regulations adopted by the membership, and under the guidance of the CPC Buildings and Grounds Committee, and shall have full and complete authority with respect to the distribution and payment of the moneys received by the Garden as necessary to further the goals of the SOUL garden and members.

Section 4.
SOC Meetings.
Regular meetings of the SOC may be held at such place and time as the Chairperson may determine. Minutes of every SOC meeting can be available to all the SOUL members. Notice of the time, place and purpose of every meeting of the SOC shall be given to each SOC member in person, by e-mail, or by telephone, at least three (3) days before the meeting.

Section 5.
Quorum.
Five voting SOC members shall constitute a quorum for the transaction of business.
Section 6.
Action of the SOC.
Except as indicated elsewhere in these bylaws, a majority of the votes cast at any SOC meeting, where a quorum is present, shall be sufficient to authorize any action of the SOC. The SOC shall act only as a body and the individual members shall have no power as such nor shall they be held responsible individually for the SOC’s actions.
Section 7.
Organization.
The Chairperson shall preside at all meetings of the SOC or, in the absence of the Chairperson, a SOC member shall be designated by the SOC to preside for that meeting.

Section 8.
Annual Report of SOC.
At the Annual Membership Meeting, the SOC shall present a report showing in appropriate detail the following:

1. A Financial Report detailing opening position, all income and associated sources,

i.e. garden plot fees, flower donation, etc., all “receipted” expenditures, i.e. garden hoses, nozzles, CPC water shares, etc., and closing balance of the SOUL Community Garden as of the end of a twelve-month fiscal period, coinciding with the calendar year.

2. A Membership Report listing the current Garden members, together with a statement of increase or decrease in such number during said fiscal period.
3. Highlights of significant changes and/or actions that have taken place during the fiscal year.

The annual reports shall be filed with the minutes of the Annual Membership Meeting.

ARTICLE IV OFFICERS
Section 1.
Number and Qualifications.
The officers of the SOC shall be three: Chairperson, Secretary, and Treasurer.

Section 2.
Chairperson: Duties/Responsibilities/Expectations
The Chairperson shall preside at all SOC and general membership meetings; shall keep the SOC members fully informed and freely consult with them; shall be kept informed concerning the activities of all members of the SOC; shall be responsible for

the monthly meeting agenda; shall be responsible for acting as a facilitator and mediator in any discussion, disagreement, or problem; shall serve as a signatory for bank accounts and depositories; shall serve as a figurehead and representative for the Garden.

Section 3.
Secretary: Duties/Responsibilities/Expectations
The Secretary shall maintain a central file of all of the records of the Garden (letters, membership lists, minutes, etc.) for his/her term of office; shall take minutes for all meetings during his/her designated term; shall be responsible for the minutes and correspondence of any type for the committee. The Secretary shall e-mail the minutes of all SOC meetings to SOC members within 5 days of the meeting.

Section 4.
Treasurer: Duties/Responsibilities/Expectations
The Treasurer shall have the custody of all funds and securities of the SOUL Garden that may come into his/her hands; shall serve as a signatory for bank accounts and depositories; shall keep full and accurate accounts of receipts and disbursements of the Garden; shall deposit all money of the Garden in such banks or depositories as the SOC may designate. The Treasurer will control the distribution and collection of all funds for the garden and will submit the records to an annual review before each annual meeting. Whenever required by the SOC, the Treasurer shall exhibit books and accounts to any members of the Garden and shall render statements of the condition of the finances of the Garden at meetings.
ARTICLE V
OTHER DESIGNATED SOC ROLES
Section 1.
Number and Qualifications.
Other designated roles of the SOC shall be three: Liaisons to CPC, Common Areas Maintenance Coordinator, Sunday Morning Produce Sales Coordinator
Section 2.
Liaisons to CPC: Duties/Responsibilities/Expectations
There will be a designated liaison from the SOUL Oversight Committee for each CPC committee associated with the SOUL gardens.
These persons must be members of CPC.
The liaison will be the link for all communications between the SOUL garden and CPC. Reference “CPC / SOUL Community Garden Relationship / Links” diagram for designated liaisons.
Section 3.
Common Areas Maintenance Coordinator:
Duties/Responsibilities/Expectations
A member of the SOUL Oversight Committee will serve as the SOUL Community Garden Common Areas Maintenance Coordinator.
This role will manage a listing of garden common areas and specified timeframes, i.e. weekly, biweekly, with maintenance tasks to be completed by all SOUL gardeners.
ALL gardeners are expected to share in the maintenance of the common areas by working with the Common Areas Maintenance Coordinator for organizing their times and tasks.

Reference “CPC SOUL Community Garden” diagram for identifying “common areas.”
Section 4.
CPC Sunday Morning Produce Sales Coordinator: Duties/Responsibilities/Expectations
A member of the SOUL Oversight Committee will serve as the CPC Sunday Morning Produce Sales Coordinator. This person must be a member of CPC. This role will collect and coordinate the garden produce picked by the gardeners and placed by the SOUL garden board.
This person has “implicit” permission to pick approximately 20% of the produce from gardens that have not provided produce for the CPC sales.
This role is responsible for counting the produce sales monies and submitting them to the appropriate channels within the CPC.
ARTICLE VI
RULES, PROCEDURES, and FEES for GARDENERS
Section 1.
SOUL “Good Gardener” Rules
· Usage: The garden plot must be reasonably utilized for growing food or flowers

· Weed /Trash Control: Gardeners are responsible for clearing weeds in their respective garden plot and in the pathways bordering their garden plot. In accordance with Murray City Ordinance on weed control, weeds should not get above six inches (6”) in height or twelve inches (12”) in width. In addition, all gardeners need to pick up trash in and around their plot, as well as in the entire garden area, hauling it to the dumpster on the east side of the church building.
· Harvest: Gardeners are responsible for harvesting the produce that is grown in their garden in a timely manner.  Gardeners will pick only their crops unless given permission by another gardener.
NOTE: There is an implicit permission for the CPC Sunday Morning Produce Sales Coordinator to pick up to 20% of the produce from gardens that have not provided produce for  the CPC sales.

· Low Borders: Gardeners are responsible for maintaining low borders. They are in violation if their border blocks sunlight from a neighbor’s plot. In general, plants should be less than four feet (4’) tall if they are on a border.
· Respecting Boundaries: Gardeners are responsible for making sure plants stay within the boundaries of their plot.
· Illness/vacation: If a Gardener is unable to care for his/her plot for a period of two weeks, he/she is responsible for finding someone to care for the plot.

Section 2.
Procedures for Obtaining/Retaining Garden Plot
Each member will be assigned a plot by March 1 of each year. Normally, returning gardeners will be assigned their old plot if desired. New members will be assigned plots as plots become available. Each member must complete and sign the Application Form and pay the annual garden fee before being assigned a plot. If there are more applications than plots, CPC members will be given priority on the waiting list.
NOTE: A “garden plot” is defined as the area within the wooden borders AND extending to the middle of each pathway surrounding same.

Section 3.
Fees
The annual garden fees must be paid with the signed SOUL Application Form by March

1. Failure to pay on or before this date will result in immediate reassignment of the plot. Garden fees are $15 + $0.02 per square foot. If necessary, additional money to support unexpected needs will be prorated among the gardeners as deemed necessary by the SOUL Oversight Committee (SOC).
NOTE:
If a check is returned for insufficient funds, the owner is responsible for reimbursement of check amount PLUS fees; if not reimbursed, owner forgoes garden plot.
Section 4.
Requirements
Each gardener is required to meet the following requirements; compliance is mandatory:

1. Sustainable Gardens. The SOUL garden is a sustainable garden. SOC approved (See Addendum 1) fertilizers, insecticides, and/or weed killers are preferred in all garden areas. Additions will be reviewed by the SOC for Addendum 1 update on a periodic basis.
2. Portion to Church. All gardeners are expected to furnish a portion (20% or more) of their produce to [ church name ] Presbyterian Church (CPC) to be sold after Church services each Sunday. This way, gardeners are contributing to the community outreach and this is a way to repay CPC for the use of its land. As determined by the Mission Committee of CPC, the proceeds from these sales will be used to support food banks and/ or other mission projects in the community.

3. Work Days. Each gardener is expected to help during each of a minimum of two (2) Annual Work Days to clean up and support the SOUL garden. If a

gardener is not available during the Annual Work Day, he/she is expected to complete an assigned task.

4. “Common Areas” Shared Maintenance. Each gardener is required to share in the ongoing maintenance of the common areas by working with the Common Areas Maintenance Coordinator to complete chosen and/or assigned tasks for a specified period of time.

5. Adjacent Pathways. Gardeners are expected to weed and maintain the pathways adjacent to their plots. By no later than May 1, each gardener should have spread wood chips in the pathways adjacent to their garden plot. Wood chips will be available throughout the year near the compost pile.
6.  Winterizing Garden Plots. Each gardener is expected to dispose of his/her tomato vines, corn stalks, and sunflower stalks by November 1. These items should be taken to the designated disposal site next to the canal. Other remaining plants can be disposed into the compost pile or can be tilled under. Note: It is very important to dispose of tomatoes properly due to the harm these items do to the soil if left in the garden plots.
ARTICLE VII INSPECTION and COMPLIANCE
All plots will be inspected on a regular basis by SOC members. Gardeners who do not follow the above “Good Gardener” rules and/or requirements will be notified in writing by the SOUL Oversight Committee (SOC) and given two weeks to come into compliance or will forfeit their plot.
ARTICLE VIII
Amendments
These Bylaws of the SOUL Community Gardens may be amended at any membership meeting, when approved by two thirds of the members present. Prior to the vote, notice of the proposed changes, along with a written copy of the proposed changes, shall be given to all the members a minimum of two weeks before the meeting.
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November 17, 2009

[ CHURCH NAME ] PRESBYTERIAN CHURCH CONGREGATIONAL BYLAWS
ARTICLE I NAME AND RELATIONSHIPS
Section 1.
The name of this church shall be [ church name ] Presbyterian Church of [ town or city ], Pennsylvania. It was organized by the Presbytery of Pennsylvania on October 6, 1957.

Section 2.
This church is a congregation of the Presbyterian Church (U.S.A.) and is subject to its Constitution (consisting of the Book of Confessions and the Book of Order). In conformity with said Constitution, these by-laws set forth the ecclesiastical structure and method of operation of this particular congregation.

Section 3.
The principle office for the transaction of the business of this church, including its corporate affairs, shall be at 1580 East Vine Street, [ town or city ], Pennsylvania 84121-1945.

ARTICLE II MEETINGS OF THE CONGREGATION
Section 1. Business and Officer Year
The business year of the congregation shall be the calendar year. The officer year shall begin on June 1 and run through May 31.

Section 2. Members
All congregational meetings may deal with both “ecclesiastical” and “corporate” affairs. Only active members may participate and vote in congregational meetings. Active members are those on the active membership roll as determined by the session. Active members of whatever age shall be eligible to vote upon all matters that come before the congregation, except that only members of majority age may vote on business of the congregation as corporation.

Section 3. Stated Meetings
There shall be two stated meetings of the congregation each year. One shall be held in the last quarter of the officer year (March-May) at a time and place determined by the session. The purpose of this  meeting shall be to receive the report of the congregational nominating committee and elect church officers (elders and deacons). The other stated meeting, known as the annual meeting, shall be held between January 15 and February 28 at a time and place determined by session. The purpose of this meeting shall be to review and receive annual reports from the session, board of deacons and all other church organizations, including financial reports. The congregation will review the annual budget at this meeting, but approval of the budget is the responsibility of the session except for the terms of call for the pastor or pastors, which must be approved by the congregation. It may transact any and all business that may properly come before it.
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Section 4. Special Meetings
Special meetings of the congregation may be called by the session or by the direction of the presbytery. Such calls shall state clearly the purpose of the meeting and no other matter may be considered.

Section 5. Notice of Meetings
Notice of all congregational meetings shall be given at worship on two successive Sundays preceding the meeting. Meetings called for the election of a pastor shall be given at least ten days in advance and shall include two Sundays. Meetings may be convened following the notice on the second Sunday.
Section 6. Quorum
A quorum for the transaction of business at a congregational meeting shall be a minimum of 10% of the active members of the congregation.

Section 7. Moderator and Clerk
The moderator of the session shall be the moderator of the congregational meetings. If it is impractical for the moderator to preside, he or she shall invite, with the concurrence of the session, another minister of the presbytery to preside. When this is not expedient or the subject to be discussed requires it, a member of the session may be invited to preside with the concurrence of the moderator and the session.
The clerk of session shall be the secretary at congregational meetings, or if necessary, a temporary clerk may be appointed for a particular meeting by the moderator.

Section 8. Rules of Procedure
Meetings shall be conducted in accordance with the latest edition of Robert’s Rules of Order.
Section 9. Minutes of Meetings
The minutes of the congregational meetings shall be read, corrected, and approved by the session at its next scheduled meeting and entered into the permanent record, which is the minute book of the session. The minutes of each meeting shall be attested by the moderator and secretary.
ARTICLE III  ELDERS/SESSION
Section 1. Composition, Duties, and Responsibilities of the Session
The governing body of the congregation shall be a session (board of elders) of nine (9) people elected by the congregation, and the pastor or pastors. The elders shall serve three year terms in three (3) classes of three (3) members each according to years of service. No elder on the board shall serve for consecutive terms, either full or partial, aggregating more than six years. An elder having served a total of six years shall be ineligible for reelection to the same board for a period of at least one year. The pastor shall be the moderator of the session. The session shall have authority over all of the affairs and activities of the church, both spiritual and corporate, except such matters as may, by the Constitution of the Presbytery Church (U.S.A.) or these by-laws, be reserved to the pastor or the congregation. The session shall conduct its life and business according to the provision of the Constitution of the Presbyterian Church (U.S.A.) and any Standing rules it may chose to adopt.

Section 2. Clerk of Session
Each officer year, the session shall elect a clerk from among the active or inactive elders who are members of the congregation.
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Section 3. Meetings
The session shall meet regularly as often as necessary to effectively carry out its duties and responsibilities, but at least quarterly. In addition, it shall meet upon the call of moderator or at the request of two members of the session, conveyed in writing to the moderator, or at the request or the presbytery. Reasonable notice of all special meetings must be given to all member of the session.
ARTICLE IV CORPORATION AND BOARD OF DIRECTORS
See Articles of Incorporation and Accompanying Bylaws. ARTICLE V. BOARD OF DEACONS
Section 1. Membership
There shall be a Board of Deacons consisting of fourteen (14) members elected by the congregation. The deacons shall serve two year terms in two (2) classes of seven (7) members each according to years of service. No deacon on the board shall serve for consecutive terms, either full or partial, aggregation more than six years. A deacon having served a total six years shall be ineligible for reelection to the same board for a period of at least one year. The pastor or pastors shall be advisory members of the board.

Section 2. Leadership
Each year the board shall elect from among its members a moderator and a secretary. The secretary shall keep a record of the proceedings of the board.

Section 3. Duties and Responsibilities
The Book of Order (G-6.0401) sets for the duties of deacons as follows: “to minister to those who are in need, to the sick, to the friendless, and to any who may be in distress both within and beyond the community of faith.” The board shall also carry out duties and responsibilities as assigned by the session. The board is under the supervision and authority of the session and is accountable to it for carrying out these duties and responsibilities. The board shall keep a record of its proceedings and all funds at its disposal, and shall submit its record to the session for approval at least once a year and at other times upon request from the session.
Section 4. Meetings of the Board
The board shall meet regularly as often as necessary to effectively carry out its duties and responsibilities, but a least quarterly. In addition, it shall meet upon the call of its moderator or at the request of two members of the board or at the request of the session. Reasonable notice of all special meetings must be given to all members of the board.

ARTICLE VI NOMINATION AND ELECTION OF CHURCH OFFICERS
Section 1. Church Nominating Committee
Following the provisions for G-14.0223 in the Book of Order, there shall be a nominating committee of seven (7) members. This committee shall be representative of the membership of the congregation.

Two members of the committee shall be elders, one of whom shall be currently serving on the session and serve as moderator of the committee. One member of the committee shall be designated by and
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from the board of deacons. The other four (4) members of the committee shall be members of the congregation who are not in active service on the session or the board of deacons. The nominating committee shall be chosen each year at the stated congregational meeting for the election of church officers and shall serve until the next stated congregational meeting for the election of church officers. No member of the committee shall serve more than three years consecutively. The pastor shall be an additional member, but shall not have a vote.

Section 2. Nominees
The nominating committee shall present one nominee for each office to be filled. Public notice of the names of nominees shall be given at least one week prior to the date of the election. Additional nominations may be made from the flow, providing that persons nominated have given consent to be nominated.

Section 3. Time of Election
Church officers shall normally be elected at the stated meeting of the congregation held in the last quarter of the officer year (March – May). Church officers may be elected at special meetings of the congregation to fill vacancies in terms of service due to death or resignation.

Section 4. Election Procedures
Election maybe by acclamation if there is only one nominee for office. If there is more than one nominee, election shall be by ballot. A majority vote elects.

Section 5. When Terms of Service Begin
Officers-elect shall be ordained and/or installed during Sunday worship on the first Sunday practicable in the month of June following the election as determined by the session. Terms of service begin upon installation. Officers continue to service until their successors are installed. Officers elected at special congregational meetings shall be ordained and/or installed during Sunday worship on the first Sunday practicable following the election as determined by the session.
ARTICLE VII  ENFORCEABILITY
Section 1. Superseding previous actions and documents
These bylaws supersede any previously approved rules, policies, manuals, and/or documents.

Section 2. Severability
If any requirement or section herein is found in conflict with Presbyterian Church (U.S.A.) regulations or any section of the Book of Order, only the affected section shall be removed. All other sections shall remain.

ARTICLE VIII  AMENDMENTS
Amendments to these bylaws may be proposed by the session or by a petition signed by at least ten (10) members of the congregation. Amendments shall be processed through the session and submitted for approval or disapproval by the congregation at any stated or special meeting of the congregation.

Written notice containing proposed amendments shall be mailed and/or emailed the last seven (7) days before the meeting at which they will be considered. A two-thirds (2/3) vote of members present is required for approval. Amendments become effective immediately upon approval.

Adopted by the congregation on 6/6/2010
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CALENDAR OF ANNUAL SESSION BUSINESS:
This is not part of the Policies of [ church name ], but it is provided for Session planning purposes.

January:
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   Clerk prepares Annual Statistical Report, Session approval is required [image: image4.png]


   Clerk then prepares and Submits Annual Statistical Report to GA
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   Clerk may have other annual reports to submit that do not require Session action, other than to be aware of them
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   Annual Congregational Meeting, including vote on Pastoral Call Terms. [image: image7.png]


   Session meets as Corporate Board for Annual Statutory Meeting
February:
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   Session formally receives Annual Report and it is entered into the church’s minutes.
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   Presbytery Meets-­‐ may require representation
March:


Presbytery receives Minutes and other reports from Clerk
Clerk (as Corp Secretary) renews Pennsylvania State Business Registration
April:


Nominations Committee presents candidates to Session for Review and Examination.
Session calls Congregational Meeting in May for Elections
May:


Nominations presents Candidates at Called Congregational Meeting (Summer worship begins)
Presbytery Meets-­‐ may require representation
June:


Elders and Deacons are Trained, Ordained and Installed
New Elders are seated in Session (Old officers retire when replaced)
Clerk of Session is Re-­‐Elected for next year (Special election may be required if Clerk changes during the year)
Session elects Corporate Officers, President, Vice President, Clerk is elected Secretary, Chair of Stewardship and Finance is elected Treasurer. The entire Session are Corporate Directors / Trustees
July: August:

September:
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   Winter Worship schedule begins
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   Budget and Planning solicits requests for next year’s funding

October:
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   Presbytery Meets-­‐ may require representation
November:
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   Budget and Planning presents accumulated funding requests to Stewardship and Session. Budget direction is determined by Session
December:
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   Session Adopts Budget (except Pastoral Call terms) [image: image15.png]


   Session approves Dates for Communion for next year
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   Church committees and organizations prepares annual report
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   Session calls Annual Meeting for January 15 to February 28, following year.
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   Administration Committee, Budget and Planning Committee and Session prepare recommendation for Pastor’s Call terms for next year, for vote by Congregation at Annual Meeting
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