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ADMINISTRATIVE OPERATIONS MANUAL

FOR THE SESSION

 FIRST PRESBYTERIAN CHURCH, HENDERSON, TEXAS

Part 1 (1/08/13)

Preamble:  This document and its parts are witness to the fact that God is actively involved in life and in the Church.  In its faith, this congregation will seek to capture God’s timeless truths, justice, and righteousness.  The foundation stone of that faith is Jesus Christ who alone is Head of the Church, and of this congregation.  All that this congregation seeks to do will be in the name of Jesus Christ and is subject to the authority of Jesus Christ and the Word of God.

This congregation affirms the concept of “The Church reformed, always reforming” as a testimony to the durability and stability of faith, and a declaration to the openness to heed God’s call to change and continue to reform.  

This congregation gives consent to differences of opinions.  We hold that the early historic principles still apply which states that church members “of good character and principles may differ,” and encourages those members “to exercise mutual forbearance toward each other.”  In this way we seek to affirm diversity, openness, inclusiveness, and full participation, and claim unity as God’s gift to us.  

In its life and work, this congregation will hold fast to the six great ends of the church that give life and expression to its mission:


Proclamation of the gospel for the salvation of humankind


Shelter, nurture, and spiritual fellowship of the children of God


Maintenance of divine worship


Preservation of truth


Promotion of social righteousness


Exhibition of the Kingdom of Heaven to the world
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I  Originating Documents

1. Articles of Incorporation are located in the fireproof safe in the church office.  The current date is July 16, 2012 and the State of Texas required Officers of the Corporation are currently Tom Weaver, Lynn Tieken, and Bertha Lowe.  The registered agent is John Hillin.  See G-4.0101, Incorporation and Power, of the Book of Order for a description of the powers of a corporation.

2. G-4.0102 states that the ruling elders in the session are the trustees of the corporation.

3.  In addition to this part, Part 2, Bylaws of the Congregation; Part 3, Personnel Policy Manual; and Part 4, Financial Policy and Financial Operating Manual are all parts of the Administrative Manual required by the Book of Order.

4. Mission Statement of 2009

“The First Presbyterian Church of Henderson is a community of believers called to use our spiritual gifts in sharing our faith in Jesus Christ for the salvation of all people.  We strive to be servants of God and each other.  We endeavor to offer opportunity for worship, Christian education, and service to the community in conformity with the Reformed tradition.  We are dedicated to becoming a church that nurtures faith, celebrates diversity and lifts up each other in thought, word and deed.  Faithfully and with integrity we witness to the love that God has for all creation.”

II  Session

1. The session has responsibility for governing and guiding the congregation in its witness to the sovereign activity of God in the world. Councils within our denomination are mutually interconnected, congregation-to-congregation and to the next higher council, Grace Presbytery.

2. The officers of the session shall be the moderator (teaching elder) and the Clerk of the Session.  The moderator will convene and preside at all meetings of the session and shall call meetings when necessary. For organization, order, conduct, elections and voting, the session will use Robert’s Rules of Order Newly Revised.  A less formal use of Robert’s rules is allowed under Chapter XVI, section 49, Boards, Conduct of Business in Boards.  (See Appendix 1)

3. The moderator shall confer with session members to serve and to lead the committees of the session.  The moderator shall report to the session any problems that relate to the health and welfare of the congregation.  

The moderator will serve as ex-officio member and resource of all committees of the session, task groups, and the Church Officer Nominating Committee.
4. The Clerk of the Session shall be a ruling elder elected by the session for such a term as it may determine.  The clerk shall keep minutes of all meetings and see that they are corrected and approved, serve as parliamentarian in all meetings, take charge of session correspondence, encourage and maintain open communications with Grace Presbytery and keep the session informed of presbytery events; keep an accurate role of active members, oversee the removal of names from the active membership role; serve as the reminder of the actions of the session, update policy and procedure manuals as session action dictate; issue Baptismal, ordination, and membership certificates, keep a record of Baptisms, births, deaths, and marriages. (See Appendix 6 for all duties)

5. A quorum of the session for all meetings will be four elders and the moderator.

6. Stated meetings of the session will be on the third Thursday of each month at 6:30 p.m.; or at such time that the session determines would be best for all.  The moderator may call special meetings and provide sufficient notice.   The business conducted will be only that for which the meeting is called. Vacancies on the session may be filled at a special meeting of the congregation, or at the annual meeting, as the session may determine.

7. Attendance and participation at meetings of the session are mandatory when circumstance allow.  Full attention should be given to the proceedings; cell phones should be silenced.  If a member is unable to be in attendance at any meeting, the clerk and the moderator shall be notified.

8.  Those serving on the session are leaders by word, example, and attitude, and are the first responders for all church activities, including funerals and ecumenical worship.  They should be faithful participants in all church events, unfailing in attendance and participation in worship and church school.  They should lead in their annual financial gift to the church through a committed and generous pledge.

9. Currently, elders are elected to a two-year term and are eligible for election to two or three consecutive two-year terms.  

10.  Chairs of session committees shall be appointed for a term of one year and shall not ordinarily serve more than two successive years, but may be appointed to serve as a session representative to that committee.  

III  Nominating, Electing, and Ordaining/Installing, Resignations

1.  In all nominations, care will be taken to select those that represent the diversity of the congregation, age, gender, ethnicity, and not a majority of those in active service as elder.

 2. In all nominations, willingness to serve must be ascertained before nominations are made from the floor.  In the case of floor nominations for church officers, rather than allowing a contest between candidates to occur, it is advisable to refer the nomination process to the Nominating Committee with the additional name (s).

3. Nominating (the Church Officer) the Nominating Committee.  

(As soon as it is feasible,)  In November the session shall elect two representatives from the current session to serve on the next year’s Nominating Committee, one of whom will chair the committee.  The current year’s Nominating Committee will nominate three candidates from the congregation to serve on the next years Nominating Committee.  (Early in the calendar year,) A congregational Meeting shall then be called to elect at least three members from the active role of the congregation.  
Selection of congregational candidates is of critical importance to the life of the church and should not to be entered into lightly.  Even though nominations are from the floor, the occasion should not invite a superficial tone.  The one making a nomination should have received prior consent of a prospective candidate only after that person has had opportunity to review the duties of ruling elders and has prayerfully reflected on the committee’s role.  This process requires thoughtful planning by the one making a nomination. (See Appendix III this part and Appendix II of Bylaws of the Congregation)   

Normally, individuals will serve only one term on the Nominating Committee.  The pastor shall be a member ex officio with voice but without vote. 

4. Nominating Church Officers.     

The (Church Officer) Nominating Committee is a committee of the congregation charged to nominate a class of elders to serve on the session for the coming two year term and as vacancies may occur during the coming year.  The committee is to establish that ruling elder candidates are persons of strong faith, dedicated disciples who demonstrate the love of Jesus Christ, and whose manner of life is a demonstration of the Christian gospel in the church and in the world. (See Bylaws of the Congregation, Appendix 2,)

The Nominating Committee will present a slate of nominees equal to the number required to replace the outgoing class of the session at the third Sunday in October congregational meeting.   Terms in office will coincide with the calendar year.

5.  Employee Service on the Session

The Church Officer Nominating Committee and the congregation must realize that to nominate and elect an employee or spouse of an employee to the session could possibly create conflicts of interest and a “super-elder.”

6. Elections.

The election of the next class of ruling elders will be conducted in a Special Congregational Meeting to be held in November.   Elections may be accomplished by majority voice vote, show of hands, or rising.  Ballots will be used when proceeding with an election where there are more candidates than offices.  The moderator will appoint an elder to assist the clerk in the counting of ballots.

7. Preparation of Officers.

Formal training of all newly elected elders will be accomplished following the process of nominating and electing.  The teaching elder may confer with those elected as to their gifts for the office of ruling elder.

8. Examination by Session.

According to The Book of Order, G-2.0402, the examination of a candidate for the office of ruling elder may take place only after the session has provided time for study and availability of resources.   The examination may take the form of a conversation rather than an oral exam.  The conversation shall serve to examine candidates on their commitment, personal faith, knowledge of doctrine, government, and discipline contained in the Constitution, duties of the ministry of ruling elder, and the willingness to undertake the ministry as described in the Book of Order.

9. Ordination/Installation of Elders.

Ordination/Installation will take place in the context of worship as specified in 

G-2.0404 and W-4.4000 through 4004.

10. The session will encourage suitable ruling elders to participate in the work of presbytery, nominate them, or direct them to self-nomination to a presbytery committee.

11. Resignations from the Session.

a.  Withdrawal of a ruling elder from ordained service for any reason, concurrent with or without withdrawal from church life, is to be considered a significant occurrence and a disruption in the life of the church.  

b.  Before a resignation is accepted by the session, the elder shall have private counsel with the pastor and then shall comply with the provisions of G-2.0405 and 0406, “Release from Ministry as a Ruling Elder of Deacon.”

12. Dismissal from the Session

a. After due process, the session reserves the right to dismiss a ruling elder who by acts and manner exhibits resolve to be a disruptive element in the covenant community of this body of Christ, or who continuously and willfully neglects their duty in office, or whose absences preclude continuity and meaningful participation in the business of the church.  

    b. Before a ruling elder is dismissed, the elder shall have private

                   counsel with the pastor.

13.  Pastor Nominating Committee

See Book of Order, G-2.08 and Bylaws of the Congregation, First Presbyterian Church, Henderson.     
  

IV   Membership, Jurisdiction

1. This congregation welcomes all persons who trust in God’s grace in

Jesus Christ and desire to become part of the fellowship and ministry of his church.

2. Candidates for membership are encouraged to contact the pastor in

anticipation of counsel for membership preparation.  Individuals may enter into active church membership in three ways: public profession of faith, certificate of transfer, and reaffirmation of faith.

3. New members shall be recognized and commissioned to service at a

regularly scheduled service of worship.  The reception of members into a congregation is an opportunity for all baptized worshippers formally to reaffirm the commitments made at Baptism.

4. Membership in the Church is a joy and a privilege.  It is also a 

commitment to participate in Christ’s mission. The pastor, in counsel with the candidate(s), will affirm the principles of membership in the Presbyterian Church (U.S.A.).   

5. A New Member Class may be held annually.  Curriculum may include a 

survey of the Constitution, local and world history of the Presbyterian Church, stewardship of time, talent and financial support of the church, and the local mission and programs of the church.

6. Procedures for Removing Names from Active Role of Members

a. Membership in the church carries with it a commitment to participate in

         Christ’s mission by bearing witness to God’s love and grace through the

         common life and worship of the congregation.

b. When the member has ceased to participate actively in the work and

    worship of the congregation for a period of two years:

1. The session shall attempt to restore members to active participation through any practical means, including prayer, phone calls, visits, and letter.

2. Individuals will be given written notice before deleting names due to inactivity.

3. See also G-0102, G-1.0301, G-1.0304, G-1.0402, and G-3.0204a of the Book of Order.

7. Jurisdiction of the church.

a. Matthew 5:25 states that it is the biblical duty of church people to “come

to terms quickly with you accuser while you are on the way to court.”  

b. Jesus Christ has given the church the authority to exercise discipline through guidance, control, and constructive criticism of those who by intents and purposes offend their church, their pastor, the session, or individual members.  This power that Jesus Christ has vested in his Church is for building up the body of Christ, not destroying it, for redeeming and not punishing.  An administrative commission of the session may be called to exercise authority of the jurisdiction of the church.  

c. The purpose of jurisdiction is to honor God by making clear the significance of membership in the body of Christ; to preserve the purity of the church by nourishing all individuals within the life of the believing community; to achieve justice and compassion for all participants involved; to correct or restrain wrongdoing in order to bring members to repentance and restoration; to uphold the dignity of those who have been harmed by personal offenses; and on failing in these causes, to restore the unity of the church by removing the cause of discord and division.  See also G-2.0407. 

V   Committees, Organizations, Commissions, Task Group

1. The session, according to the design and plans of the church’s mission,

 should establish committees to carry out that mission.  Committees are

 means of proceeding forward with the church’s strategic plan. Committees

 that generate new ideas and fresh concepts can help lead the church to

 clearer objectives and healthy transformation.  A committee of the session

 that does not produce fruit may have outlived its usefulness and should be

 changed or eliminated.  Individuals serving on one committee six consecutive years may continue to serve in an advisory capacity only.  

 2. The committees of our session are now Worship, Christian Education,

 Mission & Outreach, Finance & Stewardship, Fellowship, Member Care,

 Personnel and Communications, and Building & Grounds.  Except for Personnel, all committee meetings are open to members of the congregation. The teaching elder will serve as ex-officio member and resource to all committees of the session, organizations, commissions, and task groups.

 In the following instructions, “committee” also means organizations,

 commissions, and task groups.  

3. Committees are a necessity for building social fabric in the organization. Scripture reading/interpretation appropriate to the work of the committee, joys and concerns, fellowship and prayer may all be included in the meeting of a group called to do God’s work.  A unilateral decision made by the moderator of a session committee or in collusion with select individuals does not substitute for a committee decision.  

4.  Committees will open and close their meetings with prayer and will pray as the Spirit directs during the meeting.  Committees will meet as often as needed to fulfill their purposes.  A quorum for a committee is a majority of members unless the committee has determined a higher number.  A written report of the meeting will be prepared for the session to review.

5.  Committees may also use the informalities and modifications of the regular rules of parliamentary procedure for meetings (see appendix 1).  In committees the chairman not only has the right to make and debate motions and vote, but also is usually the most active participant in the work of the committee.

6.  Service on a committee will encourage understanding of that committee’s duties and a review of this manual.  Finance and Personnel have separate policy and procedures manuals that should be thoroughly reviewed by each person serving on those committees.  Committee members are urged to commit to attend their committee’s meetings and participate in the activities. (See XIV “Duties of Session Committees).

7.  A budget for the committee’s coming year will be submitted to the Stewardship Finance Committee by mid-September.  This budget should be the result of committee discussion of the goals and projects of the coming year.  These goals and projects should be coordinated with the church’s strategic plan.  

8. Committee chairs are urged to pay strict attention to committee expenditures

and report to the Stewardship Finance Committee if expenses are projected to exceed the committee budget.

9. Presbyterian Women is a vital organization of service, study and fellowship with oversight from the Christian Education Committee.  PW meets at 11:30 a.m. on the second Monday of each month.  This organization should make an annual budget request, give an annual report to the session, and seek connections with PW organizations in the Eastern section of Grace Presbytery, with the presbytery’s PW structure, and at the General Assembly level. 

10. Administrative Commissions may be appointed and given authority to consider and conclude matters referred to it by the session.

11.  Task Groups are usually a specific, short-term, and sometimes intense project.

VI   Connections with Grace Presbytery and The General Assembly

1.  A delegation of the Committee on Ministry will visit with each pastor and

with each session periodically, discussing with them the ministry and mission of the congregation and encouraging the full participation of each session and congregation in the life and work of presbytery and of the larger church.  This visit is an exchange of ideas and an opportunity to strengthen our ties to presbytery through candid conversation and helpful suggestions.

2.  The presbytery will counsel with a session only if asked and will seek to correct difficulties if requested to do so by the session or if the session is unable or unwilling to do so.

3.  The presbytery offers the best resources for learning about the various

features of church operation through a large resource library, elder training events, fifteen committees encompassing the work of the church, efficient business meetings, speakers of national prominence, a trained staff, and connections to General Assembly programs and conferences, and many other opportunities.

4. Conferences sponsored by General Assembly attract the United States’

most prominent experts in their fields of knowledge to lead and teach evangelism, church development, mission, stewardship, youth ministry, church transformation, church leadership, church administration, Christian education, preaching and teaching, to mention a few.  These events are places of powerful worship and experiencing of the Holy Spirit.

VII   Communication

1. The value of prompt, accurate, and inclusive communication is invaluable.  Appropriate methods should be employed to keep the congregation informed of life events of the congregation, the church’s services, programs, missions, ministries, successes and challenges.

2.  The primary means of communication between the pastor and the session and between session members is person-to-person, telephone, and email.  The Pipeline, web site content, Phone Tree messages, and congregational mailings are all under the pastor’s oversight.

4. The church secretary will place unopened correspondence addressed to

session members and mail designated for a particular committee in their church office folders.  Committee chairs are responsible for retrieving their mail.

VIII  Website            

IX  Personnel

1. The Church Secretary is employed by the session and is supervised and accountable to the pastor.  The secretary is the administrative assistant to the pastor, the church’s secretary, the financial clerk, and is not a manpower resource for session committees or clerk of the session.  In some circumstances, on request to the pastor, assistance of the secretary may be permitted.  

2. Refer to the Personnel Policy and Procedures Manual.

X   Church Office

The church office is a business office that deals with finances, correspondences, records, research, and copying.  All of these duties involve intense concentration and deadlines.

XI   Finances and Treasurer

Refer to the Financial Policy and Procedures Manual

XII  Annual Meeting

1. There shall be an annual meeting of the congregation early in the calendar

year at which the following business shall be presented:  

· Annual reports from session committees and organizations, 

· Financial report from the preceding year 

· Budget for the current year 

· Changes in terms of call for the pastor  

· (Election of members to serve on the nominating committee)
· Any other business of sufficient relevance to the congregation.
2. This meeting may be convened in the sanctuary following worship or in

the Fellowship Hall.
XIII   Worship and Sacraments

         Ruling elders of this congregation will not be compensated for pulpit

 
supply.  Refer to Worship Committee, Duties and Responsibilities

XIV   Gifting to the Church

 Gifts of artistic, utilitarian, or printed matter require approval of the

 session before the church receives the gift.

XV    Amending


The contents of this manual shall be amended by the session through

           motion and majority vote.

XVI    Duties of the Session Committees:
Worship Committee 

The Worship Committee will find its basic resource in the Book of Order Directory for Worship.  This directory expresses the conviction that worship, witness, and service are inseparable and describes the theology that underlies Reformed worship.  This directory also encourages continuing development and reform, sets standards, and presents norms for the conduct of worship.  The directory is written in an intentional effort to encourage listening to the Spirit in Scriptures and to be guided by the Book of Confessions.

The session is to provide for worship and shall encourage the whole church to participate fully and regularly in it.  As a committee of the session, the Worship Committee is to oversee and approve all public worship in the life of the church with the exception of those responsibilities delegated to the pastor alone.

The Worship Committee will be responsible for:

· A meeting of the committee each month,

· The Lord’s Supper.  Preparing the elements, procuring and directing session members in serving the elements at worship every first Sunday and whenever the Lord’s Supper is served, and to clean and to put away the service items.  (See Preparing the Elements of the Lord’s Supper)

· Procuring ushers at each worship service to greet and assist worshippers, respond to distractions, and to collect the offering,

· Providing a liturgist for each Sunday morning service,

· Working with the pastor regarding the order of worship, sanctuary appointments and arrangements, worship bulletin, and special services.

· Providing assistance to the Music Director in all forms of musical expressions for worship and for programs of worship.

· Securing pulpit supply for pastor absences, special occasions, and renewal services.

· Observing the programmatic emphases of the church, significant occasions in congregational life, and events of national and civic calendars,

· Supplying the sanctuary with liturgical colors, symbols of faith and tradition during the church seasons and special days,  

· Initiating, by all appropriate means, whatever is necessary to develop a sense of reverence and worship in the gathered congregation.

Preparing the Elements for the Lord’s Supper

The sacrament of the Lord’s Supper shall be celebrated regularly and frequently as determined by the session (W.2.500)

A member of the Worship Committee shall prepare the elements before the congregation gathers.  Two communion trays are to be used; the outer rims of each tray shall contain grape juice and the inner cups are filled with wine.

The round loaf of bread should be scored so the teaching elder can easily break it into two equal parts.  

The wine and bread are placed on the communion table.  The bread should have a second tray under the tray containing the bread, all covered by two cloth napkins.

The silver pouring pitcher should contain enough wine or grape juice to partially fill the chalice.  The empty chalice should be placed on the table.

Following the service, the serving pieces should be removed and the leftover wine and bread should be returned to the earth.

The utensils should be carefully cleaned and stored until the next communion service. 

Procedure for Serving the Lord’s Supper

The Lord’s Supper is the sign and seal of eating and drinking in communion with the crucified and risen Lord (W-2.400).  

Three elders and the pastor are needed to serve communion.  All should be trained to carry out any of the duties assigned to ruling elders.

The serving elders should meet in the Seekers Classroom for last minute instructions and prayer.

During worship, when indicated by the pastor, the serving elders will take their places around the communion table to receive the trays and then alongside the communion table leaving adequate space between servers.

When the elders are in place the serving will begin.

When all who have come forward have been served, two elders will take the bread and cup to those who have remained seated.

When all elders have returned around the communion table, the pastor will serve each elder.   One elder will serve the pastor.  The pastor will indicate when the elders will return to their seats. 

The Sacrament of Baptism and the Ruling Elder

The Sacrament of Baptism is the sign and seal of God’s grace and our response to it, and is the foundational recognition of Christian commitment.  In Baptism, we die to what separates us from God and are raised to newness in life in Christ. (See Book of Order W-2.300 – 3014 and W-3.3600 – 3608)  

Baptism is authorized by the session and administered by the teaching elder.  A ruling elder may be chosen by the family to take part in the ceremony.  If the family has no specific choice, the Clerk of Session will assist.

The ruling elder:

· Prepares the baptismal font, making certain that there is warm water in the font or pitcher before the service begins.

· May sit with the family or person to be baptized before they come forward for baptism.

· Will position the person to be baptized and family members around the pastor.

· Reads baptism Scripture during the ceremony.

· May ask the person to be baptized or an infant’s parents if they are seeking the vows and commitments of Baptism.

· May lead the congregation in a profession of faith using the Apostles’ Creed, in voicing its support of those baptized, and in expressing its willingness to take responsibility for the nurture of those baptized.

The opportunity for photographs is after completion of the worship service, leaving the ceremony free from distractions.     

Liturgist

The reading of Scripture is a public ministry and an important function to be performed only after careful preparation.  This responsibility is not for everyone.  

Reading Scripture requires certain skills, suitable training, some particular spiritual gifts, and a sense of call.

In order to be effective in worship a liturgist needs to be extremely comfortable with the material to be used as well as its reason for use in the service.  

Scriptures assigned to the liturgist are usually available from the pastor or church secretary early in the week.  The worship bulletin and the liturgist’s script are available by Friday.

Preparation for Scripture reading should consist of the following elements:

1. Prayer for guidance and understanding

2. A study of the text.

3. Know who is speaking in the passage and to whom it is spoken.

4. Practice the reading of the text aloud.  Work out difficult words and phrasing.  Mark the script for dynamics in voice, word and phrase emphasis, and facial and body expression.

Scriptures are nothing less than God’s word.  Our reading is an interpretation of that work and deserves our finest efforts.  The most effective performance is when the Word is and the liturgist is “transparent.”

The liturgist should meet with the pastor prior to the service, process together into the sanctuary with a lighted taper and light the Christ candle, stand with the pastor during the benediction, extinguish the candle, and exit together with a lighted taper.

The liturgist will usually extend the welcome and make announcements, proclaims the Call to Worship, pray the Prayer for Illumination, initiate the Ministry of Tithes and Offerings, and pray the Prayer of Thanksgiving.  All these duties require planning and forethought.

Usher/Greeter

This task is underrated in its importance to the life of the church.  It requires energy and a balance of social awareness and assertiveness to extend the hospitality of the congregation and the love of Jesus Christ in a consistent and helpful manner.  Approach the morning’s duties in a spirit of anticipation; attitude is contagious.  All worshippers should be greeted by name.  Such a greeting is grounded in the knowledge of God’s pleasure when God’s people are gathered for worship.

· Arrive 15 to 20 minutes before the service

· Greet and distribute service bulletins

· Welcome visitors but do not spotlight them with undue attention.  Most first-time visitors are self-conscious when they visit a church; usually they are somewhat anxious and guarded

· Offer assistance when the need is apparent

· Ring the bell at 10:55

· Urge those visiting in the narthex to be seated before 11:00

· As worship begins close the door; help facilitate a mood of reverence

· One usher should remain in the narthex to greet latecomers.  The other usher should be seated on the designated back row.  Movement in the narthex is distracting to those leading worship

· Offering plates are located on the designated back row.  As the liturgist announces the Ministry of Tithes and Offering, unobtrusively assemble at the back of the sanctuary with plates in hand.

· Process to the front of the sanctuary as the Offertory begins and start passing the plates.  Smile and make eye contact.

· After the offering is received, all ushers remain standing at the back of the sanctuary during the complete Offertory.

· As the congregation begins singing the Doxology, two ushers process toward the chancel and remain standing at the communion table for the Prayer of Thanksgiving. On  Communion Sundays, the Doxology will not be sung and the ushers will be seated with the plates)

· During the Benediction, open the sanctuary doors and hallway doors.  Proceed outside and ring the bell.

· The Duty Elder will collect the offering plates

· Pick up bulletins and reorganize items in the pews

· Record the attendance, including choir, nursery children, and anyone required to remain in the kitchen

Weddings

Marriage is part of God’s will for humankind.  The creation of a marriage is not simply an act of state not an act of state and church together.  Marriage is at its best an act of God.  

When a man and a woman express their desire for the marriage to be solemnized by a church wedding, the church immediately becomes party to the wedding and a participant in the formulation of plans affecting the wedding.

Since the session is responsible for establishing the policy under which the life, work, and worship of the congregation is carried forth, the session of the First Presbyterian Church has established criteria for the use of the sanctuary during weddings.  These criteria are not arbitrary requirements, but principles which seek to preserve for the church wedding an atmosphere of worship.

1. The teaching elder shall be contacted at least two months prior to the wedding in order to spend a minimum of several hours in conference with the prospective bride and groom before the wedding.  Ordinarily, the teaching elder of First Presbyterian Church shall perform all weddings that take place in this church.  Teaching elders of the PC (U.S. A.), at the discretion of the session may be invited to assist in the ceremony.  Ministers of non-Presbyterian denominations may be invited to assist, but under ordinary circumstances shall not conduct a wedding or decide on the style, content, and procedure of a wedding held in First Presbyterian Church of Henderson.

2. Simplicity in a Presbyterian church wedding is always in good taste and decorations need not be elaborate to be lovely.  Decorations and flowers should never hide or obscure the Christian symbols that are part of the place of worship.  

3. Since the church wedding is an act of worship, the music shall be planned in consultation with the teaching elder and church organist.  All music shall be appropriate to the worship of God.

4. Opportunity for photographs is provided before or after the service, leaving the ceremony free from distractions.

5. The schedule of fees for weddings is as follows:

        a.  When one or both parties are members of the church:

1. Church and Fellowship Hall – no charge

2. Custodian - $100

3. Organist - $125 for consultation, rehearsal and the service.

4. Honorarium for the counseling and other services of the pastor is at the discretion of the bride and groom and their parents.

         b. When neither bride nor groom are members of the church:

1. Building deposit of $100 is refundable if no damage is done.

2. Church and/or Fellowship Hall - $150

3. Custodian - $100

4. Organist - $125 for consultation, rehearsal, and the service.

5. Pastor - $250 for counseling, rehearsal, and service.

c. Fees for services of soloists and instrumentalist are the responsibility of

     the persons arranging for the wedding.

     6.  All music and arrangements must have the prior approval of the

 teaching elder and the music director.

The Funeral Service (See Book of Order W.4.10000)

The objective of a funeral is to focus the attention of a grieving family, friends, and the congregation on the greatness, goodness and everlasting nature of God; therefore, a funeral is a worship service.  Resurrection, a central doctrine of the Christian faith, shapes the Christians’ attitudes and responses to the event of death.  Congregation and mourners alike are to be caught up in a great worship experience that surpasses the burdens of life and which will strengthen and under gird faith.  Christians should not bear bereavement in isolation but are to be sustained by the power of the Spirit within the community of faith. 
The session should encourage members to discuss and plan in advance the arrangements that will be necessary at the time of death.  These plans should provide for arrangements that are simple and bear witness to the resurrection hope in which the Christian community resides.  

The session, in order to maintain order and dignity in the service and to give a reliable witness to the teachings of the New Testament and to the Christian faith, has set forth some guidelines.  All funerals conducted in the First Presbyterian Church of Henderson shall be conducted in accordance with these guidelines:

1. The session urges family to contact the pastor immediately upon the death of a loved one.  The family should plan the funeral service with the assistance of the pastor who can help in selecting Scriptures, arranging the order of worship, and with other necessary decisions.  Others may be invited to participate in the service at the discretion of the pastor.

2. The service should be held in the usual place of worship on any day of the week.   When there are important reasons not to hold the service in the usual place of worship, it may be held in another suitable place such as the home, graveside, or a funeral home. The service shall be under the direction of the pastor.

3. The service may include actions common to the community of faith and its cultures when these actions do not detract or diminish from the Christian understanding of death and resurrection.  

4. The appropriate place for an open casket is at the funeral home.  The session strongly recommends that the casket remain closed at the church so that the emphasis is on the worship of God and the benefits of the worship service are not annulled by the emotional strain of a final viewing.

5. It is appropriate for the worshippers to sing hymns, spirituals, or spiritual songs that affirm God’s power over death, belief in the life everlasting, and the assurance of the communion of saints.  The pastor and music director have the final word in the selection of music.

6. Flowers will at no time obscure the Christian symbols that are a part of the place of worship.  Ideally, flowers in the sanctuary should be kept to a minimum.

7. The church will provide a casket pall if the family desires.  The pall is a large cloth upon which is affixed a cross.  The pall covers the casket to symbolize the all-encompassing love of God in whose sight we are all equal.  For U.S. military service veterans, the American flag may be substituted for the pall.

8. Fraternal rites and military honors should be conducted at the funeral home or at Christian committal.

9. Christian committal can be conducted before the funeral service or following the service.  This service of farewell should be done in simplicity, 

dignity, and with brevity.

10. The church has established Memorial Funds to receive gifts in memory of the deceased.  The family may designate the receiving fund. The church secretary will promptly acknowledge memorial gifts by mail.

11. The pastor does not charge for services and the church is available without cost.  The family may wish to make an offering to the church and/or pastor.  However, fees for services of soloists and instrumentalist are the responsibility of the family.

12. The session encourages attendance at funerals.  The presence of the session and church family provides strength to the family of the deceased and bears witness to our faith in the resurrection.

13. Whereas a funeral director and staff may need to direct some of the elements of the funeral, the local church does not abdicate its responsibilities to the funeral service provider.  The church will instruct the funeral director about the wishes of the family and of the church.  The church will appoint individual members to see to the usual services of hospitality, shepherding those unfamiliar with our building, giving directions, providing seating, assisting in parking, and helping frail individuals on stairways.

14. For reception or dinner instructions, see Fellowship Committee Duties.    
Duties of the Mission Committee

The Mission Committee meets as needed to achieve the tasks listed below.  

It is responsible for overseeing benevolent expenditures and for making recommendations to support ministries and mission of the congregation.  Typically, contributions approved by this committee are made to chartered charitable agencies and organizations.  The committee may also choose with care to support or originate a local mission that would improve lives of individuals, families, or groups. 

This committee educates the congregation about the special offerings of the Presbyterian Church, which are The One Great Hour of Sharing, The Pentecost Offering, the Peace and Global Witness Offering, and the Christmas Joy Offering.

The Mission Committee maintains an open agenda on investigating new ways and forms of mission.  It seeks ways to organize opportunities for the church family to extend into the local community and the world.  Our current mission recipients are:  The PC (U.S.A.) Unified Giving, Henderson Interchurch Ministry,  Children’s Advocacy Center, and Presbyterian Children’s Homes and Services.  The pastor has a Discretionary fund and the committee maintains a reserve for undesignated benevolences. 

Christian Education Committee
The purpose of the Christian Education Committee is to nurture all members of the congregation in expanding their faith to discipleship in Jesus Christ through Christian education, and by providing growth opportunities fostered by teachers and up-to-date resources.  This committee of at least four members, including the committee chair and pastor, shall guide the congregation in its programs of developing effective Christian witnesses through Bible study, use of Bible commentaries, faith based, and church leadership studies.  The committee will approve all educational materials.

Committee members should have the gifts of knowledge, teaching, shepherding, and wisdom.  The committee will meet at least quarterly, but more often as needed.  Specific duties include, but are not limited to:~

`Carrying forward the goals and objectives of the previous Christian Education or proposing a new set of goals and objectives.

`Determining the educational goals of the congregation.

`Selecting teachers who have a heart for God, who will transmit the faith, who will mentor their students, and who will take every opportunity to expand their teaching and knowledge skills through training.

`Determining the overall policies of the church school and other programs under their supervision, such as:


Vacation Bible School – rotates locations and shares responsibilities with St.


Matthews Episcopal and First Christian Church.

Confirmation classes – determine when this series of classes, which is membership preparation for early teens, will be held, insuring they are provided for well in advance of need.  This curriculum will be developed in concert with the pastor.  Other special purpose classes and curriculum will be addressed as needed.

Presbyterian Women – monthly study, fellowship, and service group for all women of the congregation.
Library – to encourage the congregation in reading and learning.  The committee will purchase books and videos, review all resources before acceptance, and verify effectiveness though record of use.

Nursery – primarily Sunday morning for children through age six with a paid attendant providing Christian influence.  Children over age six will need special approval of the Christian Education Team leader and the attendant.

Needs of special purpose classes such as New Member classes, VBS, etc., will be addressed and resourced.

`Submitting an annual budget for approval of the session.

`Providing daily devotional material.

`Determining age appropriate curriculum for each class.

`Overseeing the physical environment, comfort, and cleanliness of rooms used for classes.  Alert Personnel of any needed attention to rooms.

`Knowing and adhering to the Child Protection Policy, Appendix I of the manual.

`Recognizing God as the source of all authority, love, and power and Jesus Christ as head of the Church.

`Being accountable to the session as representatives of the congregation.

Outreach Committee

The primary objective and function of the Outreach Committee is to reach out to people and to be a reflection of God’s love.  Outreach programs are tangible programs that may have very intangible results.  While reaching out to others

may feel uncomfortable for some, the benefits of doing so are great.  We may never know the full impact of our actions but we are confident God sees the big picture.

This committee consists of four or more members whose goal is to meet quarterly.  The time and day of the meeting varies from year to year.  Committee members are asked to help with duties that involve: 

· Organizing our congregation to help host our annual Neighborhood Event on a Saturday in October.  Our goal is to show our neighbors the love of Christ through our hospitality.  The planning of this event begins in August.

· Walking our church’s neighborhood often to reach out to our neighbors and listening to any needs they share through our Adopt-a-Block program.  A token gift item is distributed to each household.
· Overseeing our church’s involvement in delivering meals weekly for Meals on Wheels.  All church members are encouraged to participate.

· Bringing awareness to the congregation of special giving opportunities locally and away through monthly newsletter (Pipeline) articles, and “minutes for outreach” during morning worship on various Sundays.

· Supporting the worship committee in the January joint Martin Luther King worship service with our brothers and sisters at Mt. Hebron Church.

· Being diligent in our tasks of delivering food collected for Henderson Interchurch Ministry, updating uplifting messages and announcing events on our outside lighted sign., 
· Planning and executing various gifting drives during the year.  This includes but is not limited to:  a back to school supplies drive in July, a Thanksgiving food drive, and a Christmas Angel Tree gifting project.

Stewardship Finance Committee 

See Financial Policy and Procedures Manual

Member Care Ministry Committee

The Member Care Committee is concerned about each person in the congregation whether they are in a care facility, shut-ins at home, hospitalized, recovering, bereaved, or absent for an extended time.  This committee should meet as necessary to organize plans for this specialized ministry and as the conditions in the congregation warrant.  Currently, this ministry accomplishes the following:

· Card Ministry – Get Well, Sympathy, Thinking-of-You, Congratulations cards in the narthex each Sunday for the congregation to sign.  Birthday cards to the elderly.

· Sermon CD Ministry – Copies of sermons are mailed or taken to our members in care facilities.

· Food Ministry – The congregation is enlisted to provide food for members during illness and recovery from surgery and for families who experience a death.  In the case of a death, the family has the option of using the Fellowship Hall for a meal or reception or the food may be taken to a home.  A primary contact to the family will ask for details such as number of people and type of food.

· Visiting Ministry – Members of this committee will coordinate with the pastor and arrange times for home communion.  This committee will also be active in visiting members whose attendance at worship has significantly diminished or stopped, those who are ill or recovering at home, those who have experienced a loss, or those who may be permanently impaired.  Information about the condition of the person or family should be promptly conveyed to the pastor.  

Discernment should be used with hospital visits.  Immediate family is usually present in emergencies and may or may not need the stress of entertaining a visitor.  Patients are usually sedated or in discomfort.

· Prayer Companions – a volunteer group of members who have been trained in confidentiality and agree to pray regularly for our members and for those who specifically request prayers for themselves or their loved ones.  Companions are usually contacted by email for prayer requests.

Fellowship Committee

The primary purpose of the Fellowship Committee is to cultivate community in the congregation in a variety of ways. The committee should carry forward the goals and objectives of the previous committee or propose new goals and objectives. 
 This Committee includes people with various talent and the individual gifts of hospitality.  It should not be taken for granted that this committee is all about food and food service.  It is not.  It is about hospitality and warm welcome to all who pass through the doors of our church – congregation and visitor.
Duties and Responsibilities
· Organize/Plan/Facilitate fellowship type breakfasts/luncheons/dinners
· Coordinate and assist other Committees on events sponsored by another FPC committee always working together to make each fellowship event a success
· Maintain adequate and efficient supplies for use with events at/for church; (NOTE:  Church secretary maintains access to the following)
· Use tax exempt form for purposes;
· Utilize Sam’s Club card when applicable;
· Use Wal-Mart Card when applicable ($100 limit);
· For special use purposes, use Visa Credit Card
· Receipts for purchases out the realm of these purchasing entities should be presented on a reimbursement form to the Chair of the Committee for approval prior to reimbursement;
· Only authorized purchases will be reimbursed.
Committee Meetings

Committee Chair is chosen from the Session.  Congregation members/friends with special interest or special skills may volunteer or be invited to participate.  Committee meetings may be scheduled monthly but will be scheduled as needed.  If not monthly, then not less than once a quarter.  Reports to the Session will be presented at the monthly Session meetings outlining events and activities of the month or any upcoming events.  In addition, the Committee will develop yearly Goals for the coming year and provide an end of year report on 
the success of goals for the year.  The pastor is an ex-officio member of the committee.

Inventory and Kitchen Maintenance

The Fellowship Committee will maintain oversight on supplies inventory needed for regular and special events that occur at the church.  The following is a list of usual items to be kept current and in supply:
· Ground Coffee (Regular and Decaf)

· Tea bags
· Sugar Packets/Sweet-n-Low Packets/Equal Packets/Splenda Packets

· Powdered coffee creamer and individual liquid coffee creamer containers

· Salt and Pepper

· Table Coverings (Plastic – roll and rounds)

· Aluminum Foil/Plastic Film Wrap

· Quart/Gallon and Sandwich size baggies

· Paper Towels for use in kitchen

· Plastic/sturdy paper plates, Dinner/dessert size

· Dinner paper napkins; small beverage napkins
· Beverage cups (hot and cold) – NO STYROFOAM
· Sturdy Paper bowls

· Dishwashing Soap

· Dishwasher pods

Kitchen Maintenance

The kitchen should be kept clean by all members of the church using the kitchen; however, the Fellowship Committee will have responsibility for periodically checking for:

· Overall cleanliness of kitchen and equipment

· Check expiration of food in refrigerator and freezer

· Clean ice machine no less than every four months

· Ensure dishwasher is clean and functional

· Ensure that stove/oven is clean and functional

· Maintain clean dishcloths/dishtowels

Miscellaneous Duties and Responsibilities
Keep Congregation and friends advised of events coming up by submitting article to Pipeline for coming month.

Use phone tree to remind congregation /friends of event the day before.

Include message in Liturgist message at Sunday services.

Keep a Fellowship Calendar in the Kitchen for updating and informing,

Keep a Supplies Needed List in the Kitchen for updating and informing.

Reoccurring Fellowship/Hosted Events
· Family Receptions/Dinners following funeral

· Easter Sunrise After Service Breakfast

· Groundhog Day Supper OR Shrove Tuesday Pancake Supper

· Congregational Holiday Luncheon

· Assist with Outreach Annual Neighborhood Party

· Special Event Receptions(s) / Meal (s)

Personnel Committee

        See Personnel Procedures Manual

Building and Ground Committee

The congregation shall cause a corporation to be formed and maintained for the purpose of receiving, holding, encumbering, managing, or transferring the property for the congregation.  The ruling elders on the session are empowered to act as trustees of this corporation.  For the record and for permanence, the Clerk designates a person as primary contact for the State of Texas, a president, a recorder, and a member.  These persons are listed in the “Incorporation” file in the church Office.

Property is held by a congregation in trust for the use and benefit of the Presbyterian Church (U. S. A.) and may not be sold or encumbered or, in some cases, leased without permission of the presbytery. (See G-4.0201-208)  Other restrictions are listed in the Manual of Operations for the Administrative Commission on Property, Grace Presbytery.

First Presbyterian Church strives to provide clean, up to date, and well-maintained facilities for its congregation and other building users approved by the session.  The Building and Grounds Committee oversees or performs these duties:

· Continually access the appearance of the property’s entire exterior and make the changes that will positively suggest the congregation’s stewardship, care of its house of worship, and its status in the neighborhood.

· Meet as often as necessary so that decisions are made as a Committee of the Session.  Make suggestion for renovations, innovations, and changes.  

· Arrange for outside lawn care to mow grass, clean flowerbeds, trim shrubbery, and clean out overgrow areas.

· Maintaining the parking lots, sidewalks,  easements, and stairs.

· Upgrade and maintain the building’s interior to reflect the highest and best use of the space.

· See that the floors are clean and free of debris.  Protect high traffic areas.

· See that storage items are neatly organized and kept to a minimum; discard obsolete and unused items.

· Respond as able to requests from the staff or users for changes and upgrades.

· Coordinate the replacement or purchase of large or expensive equipment with the Committee and the Stewardship Finance Committee.

· Ensure sanitary conditions in the kitchen, of food service, the nursery, and the bathrooms. 

The church employs a cleaning service. Contact Personnel if there are areas needing attention.

  Lightweight plastic tables and fabric chairs are for church activities only.
Groups wishing to use church facilities should contact the Church Secretary to ensure that the calendar is open for the requested time and that the request be presented  to  Building and Grounds to present to the session for approval at a regular session meeting. (See Appendix VII, this manual).  Worship space shall not be leased to any outside group without the knowledge and approval of the Administrative Commission on Property, Grace Presbytery.

The Book of Order defines a wedding as a worship service and the congregations of Grace Presbytery are given permission to lease worship space for the celebration of a wedding or a service celebrating the renewal of marriage vows as approved by the session of the congregation.

Once a request for use of any part of the building is approved, the requesting organization/group shall sign a “Church Facility Usage and Hold Harmless Agreement” (Appendix VII) and make deposit of $50 to the Church Secretary covering damages or extra cleaning.  The deposit will be refunded providing the facilities are left clean, undamaged, and the policies listed below are followed.

· The Duty Elder or designee will provide access.

· Users have use of the bathrooms. 

· Restore the Fellowship Hall to its original configuration.

· Turn off all lights. In mild conditions turn thermostats to “Off.”  

· In hot weather leave the thermostat on “Cool” and temperature setting on 80 degrees. In cold weather leave the thermostat on “Heat” and temperature setting on 60 degrees.

· Sweep or mop the floors as needed. Cleaning equipment will be available on prior request.  Remove items and tape from the walls.

· Clean or wash tabletops.  Brush chairs crumbs off chairs.

· Wash dishes, glasses, cups, silverware, and serving equipment.

· No alcoholic beverages, tobacco products or controlled substances are allowed on church property (except for prescribed medication).

· User will supply their own coffee, creamer and cups; tea and soda.

· The church is not responsible for injuries or loss of personal articles.

· The rate of rental for the Fellowship Hall is $50 for two hours minimum and $25 thereafter.

· The sanctuary should be considered a place of holiness.  Exceptional attention should be assumed in its care.

· No items will be attached to the walls of the sanctuary.

· Furniture and fixtures in the sanctuary will not be moved without the consent of the Building and Grounds Committee as advised by the Worship Committee.

· Except for bottled water, no food or drink is allowed in the sanctuary.
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Appendix 1

CHILD PROTECTION POLICY

First Presbyterian Church, Henderson, Texas

STATEMENT OF PURPOSE AND PROCEDURE 

SAFEGUARDING THE WELL-BEING OF 

CHILDREN AND YOUTH


The members of First Presbyterian Church of Henderson Texas (FPC-Henderson), believe we are called by God to create a safe haven for all of the children and youth in our care, protect those who are powerless and empower them through faith and trust.  During each baptism of an infant, child or adult into this covenant community of faith, the members of this church pledge to uphold that person in Jesus Christ and to teach, strengthen and support the individual’s relationship with the household of God.  Therefore, the members of FPC-Henderson are committed to the safety, welfare, and protection of all children and youth participating in the activities and programs of this church. 


This policy addresses the preventable risk of any form of abuse or harassment of children or youth, whether physical, metal or sexual, by any of the employees, teachers or volunteers of this church while on church property or while engaged in church activities or programs.  This policy recognizes that we are all forgiven sinners who have pledged to live and conduct ourselves according to the teachings of Jesus Christ, regardless of our past conduct or condition and, because of that commitment, we are entitled to protection from preventable risk of false, erroneous accusations of misconduct and the resulting damage to our individual and collective reputations. 

SUPERVISION AND CARE OF CHILDREN DURING CHURCH ACTIVITIES


During any activity or program conducted at FPC-Henderson at which children and/or youth are present and participating, at least two adults shall be present unless the activity involves two or more children and is being conducted in the public parts of the building.  


Internal doors may not be locked; however, doors may have the ability to be locked for safety in emergency situations.  If an internal door must be shut because of noise, the door must have a window large enough to permit observation of the activities in the room.  


An individual child shall not be left alone with an individual adult to whom the child is not related by blood or marriage unless the parent or guardian have given prior written permission to the Pastor or Personnel Committee or a designated representative.


During activities away from the church property, the policy above for activities at the church property shall be observed as closely as possible.  And as stated above,  an individual child shall not be left alone with an individual adult to whom the child is not related by blood or marriage unless the parent or guardian have given prior written permission to the Pastor or Personnel Committee or a designated representative.


Specifically, the following acts will be considered violations of this policy and will not be tolerated.  Violations of this policy will be reported and actions taken as provided below: 

· Any direct observation, display or demonstration of sexual activity, abuse, insinuation of abuse, or evidence of abusive conduct towards a child or youth; 

· Sexual advances or sexual activity of any kind between any adult and a child or youth; 

· Sexual advances or sexual activity of any kind between a youth and a child; or between children; 

· Infliction of physically abusive behavior or bodily injury to a child or youth; 

· Physical neglect of a child or youth, including failure to provide adequate supervision in relation to the activities of FPC-Henderson; 

· Mental or emotional injury to a child, children or youth; 

· Allowing the presence or possession of obscene, pornographic materials at any function of FPC-Henderson; 

· Being under the influence of or having possession of drugs and/or alcohol while leading or participating in a children’s or youth function sponsored by FPC-Henderson; 

· Any conduct defined by state or federal statues, civil or criminal, as a crime against a child or youth or as child abuse or neglect;

· Any of the above described conduct will result in immediate suspension from any duties relating to teaching, supervising or caring for children or youth, and the allegations will be reported forthwith to the parents and the appropriate law enforcement, child welfare and prosecuting authorities. 

QUALIFICATIONS OF STAFF AND VOLUNTEERS


Without the approval of the Session, no person will be allowed to teach, supervise or care for children and youth on the church property, nor in the course of church sponsored activities, for compensation or as a volunteer, in a full- or part-time capacity. 


All persons hired, recruited or have volunteered for duties that will require the teaching, supervision or care of children or youth will be required to fill out and submit a confidential Applicant Information Form and consent to reference checking and a criminal and child abuse and neglect background investigation.  Should the information revealed in the Volunteer Information Form or generated by the criminal and child abuse and neglect background checks be unfavorable, the information will be presented to the applicant in the presence of the Personnel Committee.  The applicant may choose either to withdraw from consideration of sessional approval of the duties or to pursue approval, with or without the support from the Personnel Committee.  If the applicant withdraws, the file and all information revealed or generated will be sealed and destroyed after five years.  If the applicant wishes to pursue approval, he or she will be afforded up to three months to acquire a correction or other information to the present to the Personnel Committee.  If the applicant wishes, the application will be presented to the session with or without a recommendation for approval, at the option of the Personnel Committee. 


All records and deliberations submitted by an applicant or considered by the Personnel Committee or the session shall be secured and safeguarded by the Personnel Committee Chair until instructed by the session to destroy them.

INCIDENT REPORTING

In order to maintain an environment free of destructive acts toward all children and youth, the staff, employees, teacher, parents and volunteers of FPC-Henderson must be aware of their individual responsibility to report any questionable circumstance, observation, act omission, or situation thought to be in violation of this Policy.  All 
questions or concerns of any suspected activity of abuse or harassment shall be directed to pastor, the Clerk of Session, or a member of the Personnel Committee, or in extenuating circumstances, Grace Presbytery’s Executive Presbyter. 


In the event anyone personally witnesses an occurrence in violation of this Policy, that person will be asked to complete an Incident Report.  Anyone who should witness such an occurrence should consider the following recommendations as to how such a situation should be handled to insure the security of the child or youth involved and to protect against physical, emotional or psychological injury, to all persons involved. 


The following are steps to take in case of any occurrence of a violation of the Policy: 

· Report the incident immediately to the Pastor, to a parent, and to the Henderson Policy Department and/or Child Protective Services; 

· Do not leave the child, children or youth alone while reporting the incident; 

· Do not personally confront the alleged or accused violator of the policy; 

· Report the incident in writing; 

· The pastor or the chair of the Personnel Committee will be solely responsible for all communications on behalf of the church.  

Appendix II 
Conduct of Business in Boards

Robert’s Rules of Order, Newly Revised, 11th Edition

   Chapter XVI, section 49, Boards

Most parliamentary rules apply in committee meetings.  Certain modifications that permit greater flexibility and informality are allowed:

Members are not required to obtain the floor before making motions or speaking.

Motions need not be seconded.

There is no limit to the number of times a member can speak to a motion.  Before speaking a second time on an issue, everyone else should have had an opportunity to speak.

Motions to limit or close debate are not usually made.

Informal discussion of a subject is permitted while no motion is pending.

If a motion has been made, discussion should only concern the motion.

When a proposal is perfectly clear to all, a vote can be taken without the formal introduction of a motion.

Unanimous consent may be used in order to save time when the question concerns routine business of little importance.  Unanimous consent does not imply that everyone is in favor of the action; it only means that any opposition simply acquiesces.  The moderator should state, “Without objection . . . .” or “Is there any objection . . . . .”

Unless unanimous consent is used, all proposed actions must be approved by vote.

The moderator can speak in discussions and can usually make motions and vote on all questions.

Session proceedings are recorded in the minutes just as they would be if the considerations were formal.

Appendix III

LIFE TOGETHER IN THE COMMUNITY OF FAITH:

STANDARDS OF ETHICAL CONDUCT FOR ORDAINED OFFICERS IN THE PRESBYTERIAN CHURCH (U.S.A.)

As an ordained officer in the Presbyterian Church (U.S.A.), in obedience to Jesus Christ, under the authority of Scripture and guided by our Confessions, I affirm the vows made at my ordination, confirm that Jesus Christ is the pattern for my life and ministry and, relying on God’s grace, commit myself to the following standards of ethical conduct.

A

I will conduct my life in a manner that is faithful to the gospel and consistent with my public ministry. Therefore I will:

1. Practice the disciplines of study, prayer, reflection, worship, stewardship, and

    service;

2. Be honest and truthful in my relationships with others;

3. Be faithful, keeping the covenants I make and honoring marriage vows;

4. Treat all persons with equal respect and concern as beloved children of God;

5. Maintain a healthy balance among the responsibilities of my office of ministry,

    my commitments to family and other primary relationships, and my need for

    spiritual, physical, emotional, and intellectual renewal;

6. Refrain from abusive, addictive, or exploitative behavior and seek help to

    overcome such behavior if it occurs;

7. Refrain from gossip and abusive speech; and

8.Maintain an attitude of repentance, humility, and forgiveness, responsive to

   God’s reconciling will.

B

I will conduct my ministry so that nothing need be hidden from a governing body or colleagues in ministry. Therefore I will:

1. Preach, teach, and bear witness to the gospel of Jesus Christ with courage,

    speaking the truth in love;

2. Honor the sacred trust of relationships within the covenant community and

    observe appropriate boundaries;

3. Be judicious in the exercise of the power and privileges of my office and

    positions of responsibility I hold;

4. Avoid conflicts of interest that might compromise the effectiveness of my

    ministry;

5. Refrain from exploiting relationships within the community of faith for

    personal gain or gratification, including sexual harassment and misconduct as

    defined by Presbyterian Church (U.S.A.) policy;

6. Respect the privacy of individuals and not divulge information obtained in

    confidence without express permission, unless an individual is a danger to self

    or others;

7. Recognize the limits of my own gifts and training, and refer persons and tasks

    to others as appropriate;

8. Claim only those qualifications actually attained, give appropriate credit for

    all sources used and observe copyrights;

9. Refrain from incurring indebtedness that might compromise my ministry;

10. Be a faithful steward of and fully account for funds and property entrusted to

     me;

12. Accept the discipline of the church and the appropriate guidance of those to

     whom I am accountable for my ministry.

C

I will participate as a partner with others in the ministry and mission of the Church

universal. Therefore I will:

1. Participate in the mission and governance of the Presbyterian Church (U.S.A.)

    and work for the unity of the holy catholic church;

2. Show respect and provide encouragement for colleagues in ministry;

3. Recruit church members responsibly, respect existing congregational

    relationships, and refrain from exploiting persons in vulnerable situations; and

4. Cooperate with those working in the world for justice, compassion, and peace,

    including partners in ministry of other faith traditions.

Appendix IV

Duty Elder 

(Revised February 1, 2014)

Volunteers from the session will fulfill the task of Duty Elder.  The assignment will be for a calendar month and will include all services and congregation events during the month.  The current Duty Elder will secure a replacement if unable to attend and notify the upcoming Duty Elder that their month is about to begin.

Each Sunday of the assigned month, please arrive by 8:30 a.m. or in the case of a congregational event, at least 30 minutes before start time.  Modify the list below to be practical in the case of a congregational event.
· Turn on sound on surge protector in balcony
· Unlock front doors only
· Turn on four air conditioning systems.  Set thermostats at 70 degrees for heat and 70 degrees for cool.

· Turn on lights/lamps in rooms/areas to be used.

· Check for phone messages and flowers for the sanctuary.

· Make coffee using approximately 1/3-cup scoop coffee for 10 – 12 cups water.  Set out paper cups and real cups tidy up the area around the coffee pot.

· Invite everyone to a church school class; give visitors directions to the sanctuary.

· Check on the nursery attendant.

· Between church school and worship, be alert for visitors.  Be the host; introduce them to others, if possible, to the pastor.

· In order to respond to the needs of individuals during the service, sit near the back of the sanctuary.  Respond to phone calls, anyone leaving the sanctuary, or anyone entering the building.  (A choir member will ask an usher to perform these tasks)

· After worship, gather the offering and follow the procedures in “Counting Team Guidelines.”

· After worship, adjust the thermostats to 60 degrees for heat and 75 for cool in sanctuary and 60 for heat and 80 for cool in class rooms.
· Unplug and clean the coffee maker.

· Turn off all lights when areas are clear of people.

· Lock all entry doors when everyone has left the building.

· Check all Fellowship Hall and kitchen doors to be sure they are locked.
· Turn off sound.

Appendix V

OFFERING COUNTING TEAM GUIDELINES

This set of instructions is to assure consistency and accuracy in the counting of cash, the numbers of checks and the number envelopes.

1. A counting sheet summary is provided and used to keep a record.  Entries will be made in ink and signed by two elders.  These are kept in a manila folder on a counter in the office.     
2. Two (2) elders will serve as a Counting Team to count each offering received.  

3. The Duty Elder or a Duty Elder’s Sunday replacement will be responsible for gathering the offering. 

4. The Duty Elder will be responsible for enlisting an elder for the Counting Team for each Sunday or for the month.

5. The Duty Elder is responsible for securing their replacement if unable to serve.

6. All offerings taken during the week shall be the responsibility of the Counting Team designated for the respective Sunday of the week in which the worship service falls.  

7. Elders who are from the same family shall not normally serve on the same counting team at the same time.

8. Absolute confidentiality in handling members’ gifts and contributions shall be respected.

9. The Financial Secretary and Treasurer shall be eligible to serve as a counter if needed.

10. After counting of cash, number of checks, and envelopes, the funds will

be placed in a bank deposit bag along with a copy of the counting sheet.  The duty elder may retain a copy of the counting sheet.  The original counting sheet will be placed back in its folder    

11. The Sunday offering may be temporarily stored at the church.  A count of the offering shall be made and deposited at the beginning of the workweek.

12.  The Sunday offering may not be taken to a counter’s home for any reason.

13.  On the next business day, the secretary will fill in the bank deposit slip and notify the Stewardship Finance Team volunteer when the deposit is ready.  The committee member will check the Counting Team’s form against the deposit slip as to total cash offering and number of checks, and go immediately to make the deposit. The counters may be called to assist in resolving any discrepancy between the amounts shown on the counting sheet and the actual count made by the secretary.
Appendix VI
Duties of the Clerk of Session, FPC Henderson

January 8, 2013

~Have a basic working knowledge of Robert’s Rules of Order and serve as

  parliamentarian at congregational and session meetings.

~Record the transactions of the session and congregational meetings, preserve

  the records, and furnish an extracts from them when required by another

  council of the church.

~Only the Clerk of Session will compose, write, and reproduce the session

   minutes and Congregational Meetings minutes.  Only record the actions, not 

   discussions; do not add personal comments.

~Report the actions of the session to the Presbyterian Pipeline after each

   session meeting.

~Prepare a Book of Minutes for each calendar year.  A team under the auspices

   of the Stated Clerk of Grace Presbytery will review these minutes.

~Complete and submit the Annual Statistical Report to the presbytery.

~Complete and submit the Clerk’s Annual Questionnaire.

~Keep a membership list up to date.   

~Keep a record of attendance.

~Keep records on ruling elder ordinations, installations, church affiliation

   changes, Baptisms, and death of members.

~Prepare Certificates of Ordinations, Confirmation, and Certificates of

  Membership.

~Enter amendments into the Bylaws of the Congregation, Administrative

   Procedures of the Session, The Personnel Manual, and The Financial Policy

   and Procedures Manual.  Keep these manuals up to date.  Affirm the annual

   reading of all manuals by the session.     

~Prepare all official session correspondence.

~Along with the pastor, prepare the agenda for session meetings

~Keep lines of communication open with Grace Presbytery and Offices of 

  General Assembly.  This entails initiative in opening communications and in

  replying appropriately to higher councils of the church.

~Keep the session informed of presbytery events, PC (U.S.A) events, and

   ecumenical events in order that our leaders might benefit through new learning.

~Maintain a yearly calendar of church events after the session and committees

   have set their annual plan.

Clerk’s Duties (Cont’d)

~Keep the session informed with a three-month rolling calendar of all church and

   related events.

~Keep the church’s Articles of Incorporation up to date.

~With the moderator’s concurrence, be prepared to proceed with the opening

   of a meeting of the session in the unexpected absence of the moderator.

~ When requested by presbytery, affirm the church’s use of Child Abuse           
   Prevention and Leadership Screening.

~Keep the Duty Elder checklist current and available as changes are made by

   the session.

~Deposit and keep a record of the items of legal or historical value in the safety

  deposit box at Citizens National Bank. (Stewardship Finance Committee

  expressed a need for a safe deposit box at their June 25 meeting specifying

  session approval.  This approval was not recorded in the minutes but was

  referred to in the June 12 Session Minutes) 

Appendix VII

Church Facility Usage and Hold Harmless Agreement

The undersigned authorized representative(s) of _________________________

of the city of ____________________, state of __________, shall be using the

building and/or grounds of First Presbyterian Church, Henderson, Texas on 

________________ (date)  from ________ to _________ (times) for the purpose 

of _____________________________________________________________,

herein referred to as “the activity.”

I/We understand and agree that neither First Presbyterian Church, not its trustees, representatives, employees, or agents may be liable in any way for an occurrence in connection with the activity, which may result in injury, harm or other damages to the undersigned or members of our organization as guests, invited or not.

As part of the consideration for being allowed to use your facility, building, and grounds, as well as all appliances and fixtures in the activity, I/we hereby assume all risks in connection with the participation in the activity.  I/We further release First Presbyterian Church, its trustees, employees, agents, or representatives for any damage that may occur while participating in the activity.  I/We further agree to save and hold harmless First Presbyterian Church, its trustees, employees, agents and representatives from any claim by the undersigned members of the organization, their estates, heirs, or assigns arising our of or participation in any form or fashion in the activity.  I/We also authorize First Presbyterian Church, its employees or agents to render or obtain such emergency medical care or treatment as may be necessary should any injury, harm, or accident occur while participating in the activity.

I/We further state that we are authorized to sign this agreement; that I/we understand that the terms herein are contractual and not mere recital; and that I/we have signed this document of my/our own free act and volition.  I/We further state and acknowledge that I/we have fully informed my/ourselves of the content of the affirmation and release by reading it before signing it.

As Representatives of this Organization, we have executed this affirmation and release on the _______ day of ______, 20___.

Signature___________________________ Title _________________________

Signature ___________________________Title _________________________ 
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