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FOREWORD
This Manual is intended to be used by officers and members.

The Constitution and By-Laws are the guiding principles of Faith United Church.  This Manual is a supplement to the Constitution and By-Laws and cannot override those documents.

The sections included in this booklet state the policies, procedures and best practices as the church has established them.

They are to guide the officers of the church and provide insight into each board, commission and committee as to the duties and responsibilities of each.

Policies regarding the use of the church and church properties and access to the church building are also included.

These policies, procedures and best practices are guides and may be modified at any time.
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PRESIDENT OF THE CHURCH

The President is the lay leader of the Church.

The President, with the approval of the Board of Stewards appoints a chairman from the Board of Stewards for committees necessary to carry on the work.  These committees include but are not limited to Building and Grounds, Stewardship, Furnishings and Equipment, Finance and Budget, Scholarship Fund and Van Committee. Other committees for special activities are appointed as needed.

The President conducts the regular meetings of the Board of Stewards for specific business and any special meetings that may be called.

The President conducts the business part of the Fall Congregational Meeting and any business that comes before the Annual Meeting.  The Annual Report of the President is presented at this meeting. 

The President is responsible for seeing that the work of the Church is being done.  It is important for the President to attend committee meetings as ex-officio, as often as possible.

The President and the Board of Stewards should be aware of policies that have been established as guidance for church use and activities.  These should be discussed at intervals and revised as necessary.  

The President should assure that all Commission chairs understand the duties and responsibilities of their commissions.

THE VICE-PRESIDENT

The Vice-President serves as Vice Chairman of the Board of Stewards and as Chairman of the Church Cabinet.  

The Vice President prepares the agenda and serves as moderator of the October and January meetings of the congregation.

The Vice President works closely with the President and Pastor to coordinate the work of all commissions, organizations and committees.  In the absence of the President, the Vice President presides.  The monthly agenda for the General Assembly meeting and the Cabinet meeting on Leaders Night are the responsibility of the Vice President.

The Vice President calls the Nominating Committee together no later than August, prepares a list of offices to be filled and gives a copy to each member of the committee.

 THE TREASURER

The Treasurer is a member of the Board of Stewards.

According to the By Laws, the duties of the Treasurer are:

· Keep an accurate record of all monies received and of all disbursements. 

·  Have custody of all papers relating to the property of the church, under the direction of the Board of Stewards.  These should be kept in the church safety deposit box.

· Pay the bills of the church as ordered by the Board of Stewards.

· Make a report to the Board at each monthly meeting showing income, disbursements, and balance of all accounts. 

· Make a full written report quarterly to the members of the Church and to the Board. 

· Have all vouchers available for inspection at all times.

· Be bonded for an amount equal to the amount of money generally available for the operating account of the church.

OTHER DUTIES:

· Disburse special offerings as directed.

· Keep list of Mission collections as Christmas, Thanksgiving, Easter envelopes, Christmas card, 30 Pieces of Silver and any other special designated offerings.

· Pay from statements, NOT from invoices. Mark statement with the appropriate account name. A requisition slip should be submitted by anyone making purchases.

· Compare statement with invoice and avoid dual payment. 

· IRS number is kept in office and by the minister (44 0666527W)

· Sales tax letter is kept in office and by the Treasurer.

· Safety deposit box contents are to be listed in the office, in the President's files and by Treasurer.

· Safety deposit box key is kept by Treasurer and by President in President's file.

 Sort out each year and throw away all old bills; regular ones after 3 years exceptional ones after 

5 years, unless they are of historic or capital expense value. After 5 years, old checks are 

discarded.

· Bank Accounts:  Three names are to be on all accounts: President, Vice President and Treasurer.

· The Treasurer is a member of Budget and Finance Committee.

· See that the cost of special programs, people, or material is known and approved by Cabinet (and/or Board of Stewards) before contracting for it.

·  Pay employees of church monthly, by the last Sunday of the month. 

All employees of church are under Social Security except Pastor, who is self employed.

· Keep paid bills, cancelled checks and vouchers in proper order.

· Have records in order after books are balanced in January, for the Auditing Committee.

CLERK

According to the By Laws, the duties of the Clerk are

· Keep a faithful record of the Church

· Serve as Secretary of the Board of Stewards.

· Maintain a complete and current register of membership.

· Keep a record of baptisms, marriages, deaths and transfers.

· Issue letters of transfer when authorized 

· Preserve all communications and official reports.

· Notify all persons elected to church offices.

· Serve as a member of the Cabinet

OTHER DUTIES:

Note membership transfers by letter to the former member

Remove a person’s name from the membership role when notified by the Church and Ministry Commission.

Keep the book of member registration up to date and correct.  The alphabetical list must balance with the numerical list. 

A record of membership shall be kept at the church and a card-file record kept at another location.

Keep record of inactive members by years of inactivity.  This information comes from the Church & Ministry Commission

Write letters requested by the Board such as Thank you notes, regrets, appreciation, etc.

Keep the minutes of the Board of Stewards meetings.  Old minutes should be kept on file in the Church office.

Report membership activities and total membership for the year as of December 31 and give to office secretary for inclusion in the Annual Meeting report. The Clerk's annual report lists new members, confirmands, (who are then listed as new members in the count), baptisms, deaths, transfers, dropped for inactivity, and marriages.

Include in the Annual Report a copy of the minutes of all congregational meetings during the year.

Make a new list of members as of  January 1. Copy to office secretary, one for file, Minister, Church & Ministry, Stewardship Chairman, Treasurer, Financial Secretary and Clerk.

Clerk also takes care of Memorial Book by copying memorials to book from the office journal.

OTHER DUTIES AS SECRETARY OF BOARD OF STEWARDS:

At Christmas, remind Board of gifts or cards of appreciation to staff.

A copy of minutes are given to each Board member, filed in the Clerk’s notebook, filed in the church office and file in the Pastor’s file cabinet.

In Registration Book, each member, when admitted, is given a permanent number. Use this number whenever a change is made in status of membership.

In admitting a new member, place name and information in "Admitted" section and give a number.  List in alphabetical section and in numerical section. (This will help to find name easily if asked to supply information.)

All names are recorded in three places in the registration book. 

In case of marriage or divorce, change the woman's name in Alphabetical and Numerical sections. In the "Admitting" section the last name should be changed in small letters.

Never mark off a name from membership unless directed to by Church and Ministry Commission.

In case of reinstatement of an inactive member, erase the red pencil line marked at time of dismissal and enter name with the original number in Alphabetical and Numerical sections and make new card for card file.
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FINANCIAL SECRETARY

The Board of Stewards appoints a Financial Secretary.

The Financial Secretary receives all payments on annual pledges, takes charge of all offerings and special collections and pays all such monies to the Treasurer.  The Financial Secretary keeps an accurate account of payments on pledges and furnishes quarterly statement to each subscriber.  The position shall be bonded for an amount equal to the amount usually entrusted to their care.

After the service, the financial secretary shall collect the offering.

In addition to the regular offering, it is necessary to include the Church School offering and any monies that may have been mailed to the church office.

It is beneficial to sort the contents of the collection plates as follows:

1.        Regular 'offering envelopes'.

2.        Loose money

3.        Loose checks

4.        Pew envelops

5.        Special offering envelops

6.        Gifts to special funds

Loose money and checks which are not marked for a special fund and are not marked from members are listed as loose offerings.

Loose checks from members are considered to be envelope offerings - a list of these must be kept so credit can be given on the Giving Record.

Special offering envelopes, and Special Gifts - be sure amount is clearly listed so that the total of each can be shown on Recap Sheet.

Memorials require special handling.

Special care must be taken in opening these.  Some people identify their envelopes with their name and the amount enclosed.  Some identify the amount enclosed but use no name.  Others use their name but no amount.  Still others may jot down their weekly pledge amount and put in a check for a month.  It is therefore very important that the amount enclosed in the envelope be written on the front as it is taken out.  If it is not, keeping an accurate record of the individual’s giving becomes almost impossible.  Occasionally a memorial gift or other special gift will be included with no identification on the Outside.  A little extra time and care spent in opening the envelopes can pay big dividends later and save a lot of phoning and searching.

Memorial gifts should be listed on Recap Sheet.

The Recap Sheet is made in triplicate.  The original goes to the Church Treasurer.  A copy stays with the giving envelopes and a copy goes to the Church Secretary.  The Financial Secretary needs to work up the sheet and deposit the money as soon as possible.  (It does not have to be done on the same Sunday as given.)  The Recap Sheet shows the totals, envelope offerings, loose offering, Church School offering, Living Memorial and other funds, and any other special giving.

The deposit slip bearing the bank's stamp goes to the Church Treasurer to verify that the funds shown on the Recap Sheet have been placed in the bank for proper disposal.

The giving record is kept on a quarterly basis. Beginning the first of January, April, July, October, the Sundays (weeks) are numbered in each quarter. When boxes of giving envelopes are made available, the numbered list (from church office) is used to head up the sheets for the new year. The Financial Secretary will assign new numbers to new members.

Envelope offerings are entered into the computer as well as special giving. The computer tabulates each giving record. Each quarter, statements are printed out and distributed to members, whether they give or not, along with a copy of the Treasurer's report. The 4th quarter is the only quarter the Treasurer's report is not sent out with the statements.

A backup copy of all records should be kept in a separate location from the original.

It is important and necessary that the Financial Secretary have one or two substitutes who can pick up, tabulate and deposit monies in his absence. They should be acquainted with record keeping so that this could also he handled if necessary.

The Financial Secretary should, in the middle of June, give to the Board of Stewards a report of how the pledges are being paid.
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HISTORIAN

The cabinet appoints the Historian at the first of each year.  This person may be re-appointed.

The Historian keeps the Scrapbook, putting into it any pertinent articles, pictures or mementoes of the church.  Pictures of confirmands, group pictures of activities and projects should also be included.

The Historian writes the Book of History--a typed account of the activities, programs and important business that happens during each year.  The Annual Report is used as extra reference.

The Book of History is made in duplicate, with one copy kept in the church office and one copy in the church library.

OTHER SUGGESTIONS:

It is not necessary to put all Faith Reporters and bulletins in as the book gets too large too fast and because these are kept on file in the office.  A few copies as examples, that highlight special events, may be considered.

National articles should be put in only if they are pertinent to Faith Church.

CHURCH SCHOOL SUPERINTENDENT

The Superintendent is appointed by the Christian Education Commission annually.

The primary function of the Superintendent is to oversee the Church School Department.  Included in this are the following:

Order curriculum materials.

See that classroom supplies are available.

See that there is a teacher for every class on Sunday morning.

Help the Christian Education Commission find new teachers and also substitutes to replace teachers when needed.

Work closely with the Christian Education and Youth Commission.

Attend Christian Education and Youth Work Commission meetings as ex officio and report any needs of the Church School.

 Seek approval of the commission for all programming.

As a member of the Church Cabinet, report on activities of the Church School and coming events.

Plan special programs with Christian Education Commission and teachers for special days: Rally Day, Christmas and Easter, etc.

Call teacher's meetings at least quarterly and more frequently when needed. The Superintendent conducts any business and the Pastor will conduct training sessions when asked. Include Children’s Church leaders in teacher’s meetings.

Maintain a close relationship with teachers and Pastor, being able to discuss and help with any problems that might come along.

Prepare a proposed budget for Sunday School and submit it to the Christian Education Commission. This budget should include the following: curriculum materials, classroom supplies, and promotion material 

Keep a written record of all expenses.

Make a written report of year's work to be submitted to the church secretary for the Annual Report to be published in January.

The classes are to be determined by the Christian Education Commission
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THE CABINET

The Cabinet is the programming body of the church.  The Vice President chairs it.  The members of the Cabinet are the Chair of each Commission, the Music Chair, Officers of the Church, leaders of all organizations and groups within the Church, and an appointed secretary.  The President presides in the absence of the Vice President.

Duties of the Cabinet include

· Work closely with the President, the Pastor, and each other, to coordinate all the work and activities of the Church.

· Coordinate the Church calendar.

· Study the total program of the Church to keep it well balanced.  The Cabinet may also suggest needed programs and help carry them out.

· Fill vacancies in any Commission or the Board occurring during the year.  Those appointed will serve until the next election.

· Approve new organizations.

They appoint the following in January:

· Nominating Committee

· Auditing Committee

· Historian

· Publicity Committee
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NOMINATING COMMITTEE

The nominating committee consists of six members.

The Vice-president convenes the committee no later than August.  Each member of the committee shall be given a copy of the by-laws and the Policies, Procedures and Best Practices.  They should become familiar with the roles and responsibilities of each office prior to soliciting members to fill positions.  The nominating committee should become familiar with the general membership practices found in the Policies, Procedures and Best Practices manual.

The Vice-president prepares a list of offices to be filled and gives a copy to each member. It is suggested the previous year's slate be used, noting those who are filling unexpired terms and any changes made during the year.  It should be noted who will be completing three-year terms on Board of Stewards or Commissions.

General Guidelines:

· The committee selects a chairman and sets meeting dates. Ensure that there is enough time to have a complete slate of officers by the third week in September. 

· Attempt to fill all vacancies.  It is important that the Board of Stewards and all commissions have enough members to complete their work.

· When receiving a commitment from a member to participate in a commission or the Board of Stewards, stress the importance of regular attendance.

· Determine the needs of each commission and the Board of Stewards taking into consideration if there are too many of any age group, husband and wife teams on the same commission, enough people able to do the kind of work involved, etc.

· It is customary to re-elect the President and vice-president to a second term with the vice-president receiving the nomination for President after serving two years.  The outgoing President is customarily asked to serve a full three-year term on the Board of Stewards.

· The Clerk and Treasurer are elected for one-year terms, but may be reelected.

· No person may hold two elected positions in the church at the same time. Only members of the Congregation can hold elected positions.

· The proposed slate is presented by the chairman at the Membership Meeting in October. Election will follow as set forth in Robert’s Rules of Order.

AUDITING COMMITTEE

The Auditing Committee and its chairman are appointed by the Cabinet to audit the accounts of the Church each year.  It usually consists of 2 to 3 knowledgeable people.

The books should be audited the first part of January and the report submitted to the Board of Stewards no later than the February Board meeting.  The report shall be published in the newsletter immediately following this presentation.
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GENERAL MEMBERSHIP PRACTICES FOR

THE BOARD OF STEWARDS AND THE THREE COMMISSIONS
The Board of Stewards shall be composed of nine members.  Each of the three Commissions of the Church shall be composed of a minimum of seven, or maximum of nine members. They shall be elected at the Fall Membership Meeting.  These members shall be elected in such a manner that the terms of three members expire each year.  After serving a full term (3 years) a person cannot be re-elected to the same Commission or the Board for at least a full year.  However, a person filling an un-expired term can be elected to a full term.  

Newly elected members should be invited to the monthly meetings in November when a chairman and secretary shall be elected to begin their duties in January.  (This allows the new chairman to appoint committees in December.)  New members of a Commission should not be elected Chairman or Secretary of the Commission.   

Those agreeing to serve on the Board or a Commission carry the responsibility of that position.  Regular attendance is required.  If unable to attend for whatever reason the Chairman of the Commission or the Board should be notified.

Any member of the congregation who is also a paid employee, or the pastor’s spouse, shall be excluded from membership on the Board of Stewards, but may hold positions on any of the Commissions.

All commissions shall prepare a proposed budget to submit to the budget committee in August.  They shall also track expenditures to assure the commission stays within its approved budget.

All Officers and Commission chairs shall prepare an annual report for distribution at the January Membership meeting.
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BOARD OF STEWARDS

The Church President serves as the Chairman of the Board.  The Clerk serves as the Secretary.  The Treasurer is also a member of this board.

Corporate and legal business of the Church is conducted through the Board of Stewards who recommends to the membership any corporate business to be voted on by the membership at either a Fall Membership Meeting, at the Annual Meeting or at a special meeting called for that purpose.

Business must be announced two weeks before any meeting.  At the Fall Membership and special meetings, only the business previously announced for the meeting may be voted on.  Any business can be brought up at the Annual meeting in January.

Special meetings may be called by the Board of Stewards and must be called within two weeks of the receipt of a written request signed by 25 members of the church.  The nature of the business to be transacted shall be stated in the call which shall he sent by mail to each member.

The Financial Secretary is appointed each year by the Board of Stewards with no limit to term.

The Board of Stewards appoints the following:

· Nominating Committee Member

· Music Committee

· Stewardship Committee

· Financial secretary

· Pastoral Relations Committee (with the Pastor)

· Pastor selection Committee (when necessary)

· Scholarship Committee

· Other Special Committees as needs arise

Approves the appointment (by the President) of the following chairmen from the Board:

· Building & Grounds

· Stewardship

· Furnishings and Equipment

· Budget and Finance

· Scholarship Fund

· Van Committee Chairman

Employs and oversees the paid staff except the Pastor, therefore any member of an employee’s immediate family who is also a member of the Board should excuse themselves from any discussions of employee performance or salary.

Reviews and updates the Manual of Policies, Procedures, and Best Practices 
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FURNISHINGS AND EQUIPMENT COMMITTEE

This committee is a member of the Board of Stewards, appointed by the President for a term of one year but not limited to one term.  If the need arises, they will select five others to help them, subject to approval of the Board.

They coordinate furnishing plans and the physical properties of the Church building at the request of the Board.  This does not include the building structure or structural repair and maintenance, but it includes most items.  The committee looks at the total picture of the life of the Church in respect to requests and suggestions, new furnishings, talks with donors about gifts, and provides a list of future needs and ideas to the Board.

Things the committee needs to consider are

· Function of the Church and equipment needed to provide those functions.

· Suggestions to the Board for approval of products, including availability and pricing.

· Upkeep, cleaning, maintenance and durability of new items.

· Color suggestions for decorating anywhere in the building for Board approval.

· On large selections, three bids must be obtained and taken to the Board who will make the decision or recommend for congregational approval.

· Turn in all bills to the Treasurer.
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FINANCE AND BUDGET COMMITTEE

This committee is appointed by the Board of Stewards to work with the finances of the church. It consists of one appointed Board Member, who serves as chairman, the Treasurer and one other knowledgeable person who serves a term of one year.

The duties of the committee are

· Assist the Treasurer in any way needed, to check on the financial reports and make suggestions as to methods of keeping the books and reporting procedures.

· Prepare a budget each year.  Review each line item from the previous year, the budgeted amount for the current year, the expenses, and program changes. Consider budget requests received from Commissions and Committees, as well as salaries and allowances paid to all employees of the church, in formulating a goals budget.

· The completed goals budget shall be presented to the Board of Stewards at their August meeting.  At the September meeting the Board shall approve a goals budget.  Following this approval, the goals budget shall be presented to the congregation.  During the Fall Membership meeting, the goals budget shall be accepted pending the completion of the Stewardship drive.  

· Study possible investments for funds and surplus monies and discuss with the Board of Stewards.

· The final budget shall be prepared after the Stewardship drive.  Expenses should balance with the anticipated income.  It shall be submitted to the Congregation for approval at the January Membership meeting.

· See that all unneeded bills, checks and other items are discarded and current papers are stored properly.  This should be done each year so outdated things are not allowed to accumulate.  Papers with historical value should be kept. Important items should be put in the lock box and listed on a contents list kept in the office file and President's files.

STEWARDSHIP COMMITTEE

This is a standing committee appointed by the Board of Stewards with at least one member from the Lay Life and Work Commission and others representing all phases of Church Life.  The committee is appointed at the first of the year for a term of one year, but not limited to one year.

The purpose is to carry on a program of education and encouragement to giving all year long in the area of Time, Talent and Treasure.

This committee plans the Christian Enlistment - a method of gathering pledges and clears dates with the Board of Stewards and Cabinet. (The kick off for the Stewardship drive is in the fall.)
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PASTORAL RELATIONS COMMITTEE

The purpose of this committee is to support and maintain an open and healthy relationship between the pastor and the members of the congregation. It will serve as an advisory group and as support for the Pastor's leadership.

Although primarily concerned with the Pastor's relationship with the congregation, this committee is also concerned with the entire staff's relationship with the congregation and each other.

This committee shall be composed of three members selected jointly by the Pastor and Board of Stewards in such a manner that the term of only one member expires each year.  Each member will serve a term of three years.

The committee should meet at least six times a year to provide the Pastor an opportunity to reflect in confidence about personal concerns, hopes, ambitions and frustrations.  The committee will be free to express its views and concerns to the Pastor.  A mutual relationship should be built between the committee and the Pastor.

The following skills and attributes are generally looked for in members of pastoral relations committees:

Christian character that commands the respect and admiration of the congregation and the pastor

Maturity

Patience and flexibility

Vital interest in the life of the church

Ability to maintain confidentiality

Ability to appreciate different points of view

Ability to negotiate and reconcile differences

Availability for listening to church members

Trustworthiness

Willingness to learn how to be effective in this ministry

This will be a separate standing committee accountable only to the congregation.
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VAN COMMITTEE 

This committee is composed of four members: a member of the Board of Stewards, two at-large members not serving on any other committee and the pastor (ex officio).  The chairman is appointed by the Board of Stewards.  Members shall serve a term of one year but are not limited to one term.

The purpose of this committee is to oversee the care and use of the church van. They will be responsible for seeing that those using the van take care of it as outlined below.

Groups using the van will schedule its use through the church office or the Cabinet to avoid conflicts.

Regularly scheduled groups have first priority on van for transportation.

If any group or individual is not taking proper care of the van, the committee will talk to them to correct the problem.  If they cannot resolve the issue, it will be referred to the Board of Stewards.

Van is to be used by church groups on sponsored activities.

Van will not be loaned or rented out.

Insurance, registration, AAA card, etc. are to be in the glove box.

Drivers are to:

Be members or employees of the church.

Be registered with our insurance company.

Be 23 years old or older.

Complete the driving log in van.

Be responsible to clean van of all trash after driving-

Clear up all spills from trip.

Clean up windows and mirrors, if needed, after trip.

If used for an out-of town trip, van is to be refueled at end of trip.

Report mechanical problems to Van Committee or Pastor.

HILDA RUMPF SCHOLARSHIP COMMITTEE

This is a standing committee.  The president shall annually appoint a five-member committee to administer the funds in behalf of the congregation. Included in the committee shall be the church treasurer, a member from each commission and one member at large.

In keeping with the spirit and interest of Miss Hilda Rumpf, the Board of Stewards makes the following recommendation to the congregation for the use of her legacy to faith Church:

1. The majority portion of the moneys' from the Hilda Rumpf Estate ($13,500) be set in a trust fund for the purpose of providing scholarship, loans and grants in aid money from the interest, for young persons 'In Care' who are intending to enter full time Christian Service.  If at any time there are no students 'In Care', the funds may he made available to help other young people (members of Faith Church) to further their education.  It shall be known as The Hilda Rumpf Memorial Scholarship Fund.

2. A portion of the funds (approximately ($4,500) needed to provide for three to five summers of an intern program be set aside.  This would provide for a seminary student to be student pastor of Faith Church during the summer months.  He would work with the pastor as a student assistant.  This would provide for the needs of Faith Church as well as help some students receive practical experience in a local congregation that has the love and spirit to share as we do.

DUTIES:

· Administers the endowment scholarship fund.

· With the help of the Finance Committee of the Board of Stewards, the committee determines the proper investment of the fund.

· Only the interest from the fund may he used.

· The committee notifies student of the amount available to them and sends the check to the student.

· Committee meets when necessary to administer the fund or grant loans or scholarships.

· A yearly status report on Scholarship status shall he given for the annual meeting.

GUIDELINES FOR HILDA RUMPF SCHOLARSHIP FUND: (revised August 16, 1984)

1. Priority will be given to in care students.

2. Applicants must be a member of Faith Church.

3. Attendance at any accredited seminary is required.

4. Student should manifest good intention to enter Ministry or Christian Education field.

5. Loans will be limited to tuition, books, and curriculum fees.

6. Catalog of the institution should be furnished the committee.

7. Money will be dispensed as interest free loans.

8. Condition of repayment to be fixed by committee in each individual case.  Promissory note will be drawn for each case.

9. The amount of money loaned in each individual case will be dependent upon the amount of money available and the needs of each individual borrower.

10. Applications for loans are to be submitted to the Scholarship Fund Committee before May 1 of each calendar year.

11. When there are no in care students, loans may be extended to other students who are members of Faith Church.

12. Repayment will be waived if student, upon completion of his education, goes into Christian Service or Ministry on a full time basis for a period of at least 5 years.

13. Interest free loans are to he repaid upon attaining full time employment following graduation. This money must be identified as Scholarship Fund.  (This will insure a continuing supply of money for future students.)

14. For any student to be eligible for continuing scholarships, loans, or grants, the student must carry on a continuous study program to completion and graduation. Exceptions to this, such as illness, etc., may be discussed with the Scholarship Committee and will be handled on an individual basis.

15. Students must maintain a 2.5 grade average in order to be eligible for future scholarship consideration.

These guidelines are set by the Scholarship Fund Committee and approved by the Board of Stewards.

CHURCH & MINISTRY COMMISSION

The Commission on Church and Ministry shall cooperate with the Pastor in ministering to the spiritual interests of the church and the community.  They shall be responsible for the worship program of the church, the preparation and administrating of the sacraments, evangelism and membership cultivation, the care and comfort of the sick, the poor, the sorrowing, the indifferent and the stranger.  In the absence of the Pastor, they shall be responsible for the supply of the pulpit and the conduct of the worship service.

The duties of the Commission include:


Review of Membership – review in November.  Particular attention should be paid to inactive members (those members who have not attended worship, taken communion, or financially supported the church).  Members who have been inactive for two years are to be sent a letter encouraging them to take an active part in their church.  Three year inactive members are to be sent a letter advising that they are to be dropped from the membership roll unless they request to remain on the roll.  Three year inactive members who do not respond to the letter shall have their names removed from the membership roll.


Selection of student pastor – If funds are available and a student is available, the pastor and the Commission work together in securing the student for the summer months.  The student pastor will assist the pastor and supply pastoral services to the congregation when the pastor is on vacation.  The pastor shall assign other duties.


Spiritual Needs – Be aware of the spiritual needs of members and initiate programs to meet those needs.  This may include confirmation class, bible study, Communion as well as others.


Assist the Pastor – Assist the Pastor in planning special worship services such as Christmas Eve, etc.


Pulpit Supply – It is the responsibility of the Commission to arrange for pulpit supply when the pastor is on vacation, absent for other reasons, or the Church is without a pastor.


Promote Special Offerings – Promote special offerings such as “30 Pieces of Silver”, or others for specific worthy causes.


Promote a program of evangelism - within the congregation and in the community.


Notes of appreciation - should be sent to donors of Memorial and other special gifts to the church.  The family should receive notification of the gift and the giver.


Devotional booklets - for member families shall be made available during Lent, Advent as well as “The Upper Room.”  Special pamphlets or leaflets to assist the Pastor in making calls on the bereaved, those in hospitals, etc. are the responsibility of the Commission.

The following are standing committees:

ALTAR

Take care of flowers, candles and paraments (Rules or guidelines for these committees are in printed form, kept in drawer in Sacristy.).

HEAD USHER

 Appointed by the last of November or early in December. The head usher should contact all persons who have been serving as ushers, thank them for having served, and then invite them to continue serving in the coming year. New members and those who have been confirmed should also be invited to serve. A list of all new ushers, team assignments and schedule for the year should be in the hands of the church secretary by mid-December.    An orientation meeting may be scheduled with the Pastor and head usher directing, if needed.

HOSPITALITY

Welcoming  - Secure greeters for the front door for each church worship service. Individuals, families, old and young, should be asked to serve.  Everyone who is a member of the church should be offered the opportunity.

.

Church Nurseries (Infant and Preschool).  It is the Commission’s responsibility to secure paid attendants for the preschool and infant nurseries. Salaries for both attendants are included in the Church & Ministry Budget

 Preschool Nursery - There is a paid attendant for the pre school nursery (includes children two years up to kindergarten age.) Attendant should be asked to continue serving for the coming year if relationship has been satisfactory. The attendant needs to be advised ahead of time of special services (evening, dinners, etc.)  If the paid attendant is unavailable, the commission shall make other arrangements.

 If there is no paid attendant, a schedule for nursery attendants should be set up for the year.  It is necessary to call persons and ask them to serve or have a sign up sheet prepared in the Narthex.  A schedule for each worship service (including evening services) should be made up.

Infant Nursery - This is for children under the age of two.  There is a paid attendant for the infant nursery. The infant attendant assists the pre-school when there are no infants in the nursery. Attendant should be asked to continue serving for the coming year if relationship has been satisfactory. The attendant needs to be advised ahead of time of special services (evening, dinners, etc.)  If the paid attendant is unavailable, the commission shall make other arrangements.

 If there is no paid attendant, a schedule for nursery attendants should be set up for the year.  It is necessary to call persons and ask them to serve or have a sign up sheet prepared in the Narthex.  A schedule for each worship service (including evening services) should be made up.

Cradle Roll  - Appoint a person who is responsible for the Cradle roll (which includes babies up to three years of age.) This person keeps up a file record, sends birthday cards, recognitions of baptism, etc.

New Member Sponsor - Secure sponsors for all new members as they come into the fellowship of Faith Church.  Sponsors should be introduced to the new member ahead of time and are asked to sit with them on the Sunday they become members.  Prepared fliers for new members and sponsors are available in the church office, which gives information as to what is expected of each. 

Acolytes - Acolytes are to be scheduled for the year.  When there is a Confirmation Class, the members of the class are to serve as Acolytes.  Work with the teacher of the Junior Class in the appointments of children when there is no Confirmation Class.  An Usher may do this job if needed.

MUSIC COMMITTEE

 The Church and Ministry Commission appoint the Music Committee. There shall be one person from each of the three commissions, one from the Board of Stewards and two persons at-large from the congregation to form the committee.  They meet early in January to elect their own chairman and secretary.  The pastor and the chairman of Church & Ministry Commission serve ex officio on this committee. 

Music Committee

The Music Committee consists of six voting members whom shall have an interest in music and an understanding of its purpose in the worship service. Ex-officio members are the Minister, Chairman of Church and Ministry and Music Director. The committee serves for the calendar year and the Chairman continues his/her duties in the new year until a new Chairman and Secretary are elected.

Duties of Music Committee

Review all needs of the church relative to music.

Develop special music programs and activities, referring to the Cabinet for their approval of the program and date. 

Work with Church & Ministry Commission on music matters that relate to their commission work, especially relative to worship services.

Arrange for repairing and tuning of pianos and organ. 

Arrange for choices, purchase and care of music and equipment. 

Arrange for assignment and care of robes and accessories. 

Arrange for substitute to play organ or piano when organist is absent. Notify Minister and Choir Director of date and substitute.

Work with the Board of Stewards to hire paid music staff persons and to set salaries. 

Develop an annual Music Committee Budget and submit to the Board of Stewards Finance Committee in August of each year. Following approval of a salary increase, give notification to the individual. 

Keep record of the music budget in the Music Chairman’s notebook.

The Chairman keeps, adds to and passes on to next Chairman a Music Committee Chairman’s Notebook. The Notebook should include any guidelines, budget information, salary information and any other information that would be of help or interest in the future.

The Committee writes an Annual Report to be included with the all Church Annual Reports Booklet which goes to the membership at the January 

LAY LIFE AND WORK COMMISSION

This commission has charge of programs for family life events.  It involves an in depth study of the needs for fellowship of the members of the church.

It is responsible for developing and coordinating the activities and participation of laity in the church as well as family activities.

It is responsible for the mission activities of the church.

It is responsible for “Hanging of the Greens”.

HANGING OF THE GREENS:

1. On or before the first Sunday in Advent

2. Works with Church and Ministry Commission to coordinate the event if Hanging of the Greens is a part of a worship service. 

3. A meal may be planned as a part of this event

4. Assigns groups to decorate certain areas of the building.  This commission should ask these groups in advance and a list of assignments published,

5.  A committee may be appointed to make and repair Chrismons
THE CHRISTIAN EDUCATION AND YOUTH WORK COMMISSION

The Church School Superintendent, all youth advisors and the youth pastor are ex officio members of this commission.

The commission has charge of the Christian Education programs of the church, including youth and adult education.  They have charge of the Church School and appoint the Superintendent.  They discuss, inaugurate and maintain activities for Christian Education:  Bible studies, youth groups, camping, Church School activities such as Rally Day, Easter and Christmas programs, vacation Bible School and other activities.

BAPTISM

Baptism is one of two sacraments recognized by Faith United Church and, as such, is a solemn and holy rite.

Traditionally our church has used “sprinkling” as the preferred form of Baptism; however, we recognize “immersion” and “pouring” also.  The choice is left to the one being baptized.  We also accept Baptism by other churches and do not require another Baptism when someone transfers their membership to our church.

Our church recognizes adult baptism; that is, those Baptized at or after the age of confirmation.  We also recognize and practice infant Baptism, where the child is accepted into the church and the parents and congregation accept the role of teaching and nurturing in the faith.  Infant Baptism may be “sprinkling” or “pouring”.  We also recognize “dedication” as a legitimate method of accepting a child into the church.

CONFIRMATION

It is expected that any child given infant baptism or dedicated to the church will actively participate in the church and will attend a confirmation class before acceptance into adult membership.

No child shall be confirmed until they are at least 12 years old.

The minister shall teach confirmation class.  The Church and Ministry Commission shall approve the content and structure of the class.

COMMUNION

Communion is the second sacrament recognized and practiced by Faith United Church.

Communion should be observed at least once a month and at other special times such as World Wide Communion, Maundy Thursday, and others as selected by the Church and Ministry Commission in consultation with the pastor.

We hold open communion, where anyone who confesses to believe in Jesus the Christ may participate.  

Traditionally, in Faith United Church, only those past the age of confirmation take communion, that is 12 years old or older.

Usually we pass the bread and hold it to partake together.  The same is done with the wine (grape juice). 

The pastor should offer communion to shut-ins on a regular basis.
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BUILDING AND GROUNDS COMMITTEE

This is a standing committee with the chairman appointed by the President each year.  The chairman is a member of the Board of Stewards and appoints up to three members to serve on the committee.

It should meet and discuss buildings and grounds needs as needed.

Schedule mowing of the lawn.

Schedule removal of snow.

Obtain bids and supervise work of any kind on building or grounds projects.

The Board of Stewards approves all expenditures.  Bills should be turned into the Treasurer.

YOUTH ADVISORS

EXPECTATIONS:

1. Work directly with youth in the group.

2. Assist the group in program and event planning.

3. Maintain and develop a working understanding theology of youth ministry, i.e. Church youth group should focus on Christian purpose and mission.

4. Be concerned with the personal growth and development of youth.

5. Be an example (model) of the church in action, a model that can be respected by youth.

6. Be responsible, with the youth, to the Commission on Christian Education and Youth Work and the Cabinet, for youth ministry program.

7. Be a mature adult; open and flexible to new ideas and yet clear about his/her role in the group as an adult.

8. Attend Workshops for Youth Advisors.

9. Share leadership role with the group leaders help in setting direction for the group.  See that program is balanced between study events, social events, and service events.

10. Be a stabilizing force, bringing consistency and continuity to group, seeing that new youth are received, welcomed and assimilated. (Discourage cliques and snobbishness.)

EFFECTIVE APPROACH TO YOUTH

1. BUILD RELATIONSHIPS

Know them, show them concern, show them courtesy, participate with them as equal, show appreciation for jobs well done, and share thoughts and feelings of your own.

2. BE GENUINE

Be adult, be honest, and be open.  State own convictions while giving youth freedom for theirs.  Admit you don't know everything.  Speak boldly for right.

3. BE AVAILABLE

Spend time with youth, before Sunday School and Church, at Fellowship events, etc.  Invite them into your home occasionally.  Initiate conversations one-to-one.

4. SHOW INTEREST

Remember their names, speak their language, and listen to their thoughts.  Make phone calls and send notes about their accomplishments.

5. COMMUNICATION

Talk to them at every opportunity and listen with 3rd ear to emotions one-to one.

6. LEAD

Discover and use their talents.  Involve them in planning and creative activities.  Get them to camp and retreats.

7. TEACHING

Know Scripture and be able to interject message of Christ.  Confront each youth with Christian Faith.

8. CREATING COMMUNITY

Build community at every chance.

9. ENCOURAGE INVOLVEMENT

At church, school, community service.

10. DEVELOPING GROWTH

Help keep the group open to friends of youth group members.

Suggested guidelines for Youth Advisors are not intended to be rules which must be followed to the letter, but help in working with youth.
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CHURCH LIBRARY POLICY

1. Checking out books:

a. Any person who is a member of Faith Church, the Sunday School or other church organization may have the privilege of checking out material from the library.

b. Non-members of the church may check out books if they leave their name, address, and phone number.

c. Books are not checked out for a specific length of time.  Three months or less should be sufficient time to complete a book.

d. If you keep a book past 6 months, the librarian will give you a reminder.  At that point the book must be returned or purchased.

e. There are no fines for overdue books.  Books lost should be replaced (paid for) by the borrower

.

f. The borrower should not lend the book to another person.  Each person should check out books for themselves.  Special arrangements can be made through the librarian in attendance for those who may be housebound.

g. If someone is in attendance when you wish to check out a book, he or she will help you. If not:

i. Sign the book card

ii. Put today's date (the date you check out the book) beside your name.

iii. Put the card in the flowered can on the table or desk

h. When you return books:

i. Do not return them to the shelves

ii. Place the book or books in the designated drop box

2. Memorial books and/or other book donations:

a. Persons wishing to give new books may do so in one of the following ways:

i. You may personally select a book after first checking to see that we do not already have that title.  Please notify the librarian whom the book is to honor or what occasion is being honored.

ii. You may ask the librarian to select a book for you.

b. The library committee accepts and reviews used books from personal libraries.  Those that cannot be used in the church library will be returned to you if you wish, or may be disposed of or given to another organization.
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KITCHEN POLICY

All groups using the kitchen must respect the rights of the next group using the kitchen and leave everything CLEAN and PUT away in good order.  This includes but is not limited to the following:

· DO NOT leave dishes in the sink or the sink drainer.  Dry and put them away.

· CLEAN STOVE after each use; make sure the burners and oven are turned off.

· CLEAN COUNTERTOPS after each use.

· ALL tea towels, dish clothes, etc. that are used, shall be washed and returned.

· ALL kitchen utensils, and anything used shall be washed and returned to their proper place in the kitchen.

· COFFEE POTS AND PITCHERS used shall be emptied, cleaned, and returned to their proper place.

· BE SURE to put everything away in the proper cabinet as labeled.

· TABLECLOTHES shall be washed, ironed, up and returned to the Church following their use.  Wedding tablecloths are to be used only for wedding receptions.

FOOD LEFT IN THE REFRIGERATOR

· If saving for a special use, label and date.

· Any group may use food not labeled.

· Food not labeled or used within two weeks will be thrown out!
OTHER ITEMS OF CONCERN

· DO NOT sit on the counter tops.

· DO NOT use abrasive cleaners on steel sinks.

· DO NOT store unnecessary items or items not belonging in the kitchen on the countertops, such as papers, books, etc.  This is NOT a desk.

· ALL GROUPS should store their things in a box, label it with the group’s name and store it in cabinets.

2-25-06
WEDDING POLICY

An active member of the Church who wishes to be married in the Church may do so free of charge.  Immediate family members (child or parent) of active members shall be considered upon approval of the Board of Stewards.

The Church may be made available to anyone else provided they pay the prescribed fee and both persons participate in the counseling sessions established by the pastor.

Any couple to be married in the Church shall participate in counseling sessions established and conducted by the pastor.

The pastor shall approve all aspects of the wedding ceremony.

The pastor shall approve the order of marriage, including the music.

The pastor shall be in SOLE charge of the wedding rehearsal.

The pastor and the cabinet shall approve the date and time of the wedding.

The pastor of Faith United Church shall participate in any wedding ceremony held in the Church.

The cost for the use of the facilities for a wedding to anyone other than an active member shall be $600 for the use of the sanctuary.  There will be a $75.00 fee for the Church janitor to set up and clean for the rehearsal and wedding ceremony with an additional $25 for the reception to be paid directly to the janitor.  The cost to use the facilities for the rehearsal dinner or the reception following the wedding shall be an additional $250. No alcoholic beverages are allowed on Church property.

If the facilities of the Church are used for the rehearsal dinner or the reception, they shall be under the direction of the Women’s Fellowship.

The Church organist shall receive $100, paid directly to the organist.

The pastor shall be remunerated for his or her participation.

The marriage license MUST be in the pastor’s possession before the ceremony can be performed.

The prices as shown were established in 2005.  They are subject to change by the Board of Stewards and should be reviewed yearly.

 CHURCH BUILDING KEY POLICY

The persons holding the following offices, positions, or responsibilities should have keys to the building as designated.  The secretary shall distribute additional keys as directed by the President or Pastor.  The secretary shall maintain a current list of all keys, both assigned and unassigned.  When someone’s term in a position listed comes to an end, his or her key needs to be returned to the secretary.  When the persons in the positions of Pastor, Secretary, and President leave their positions, one of those remaining needs to notify the key company of the change--as these positions shall be the only ones allowed to request new keys be made.  An Annual key inventory shall be conducted each February and keys shall be reassigned at the February Leader’s Meeting.  

OUTDOOR KEY - ADMINISTRATIVE KEY - ROOMS
Pastor

Youth Minister

Secretary

Custodian

President

Vice-President

Clerk

Treasurer

Pastor's Spouse

Building and Grounds Chairman

Financial Secretary

Head Usher

OUTDOOR KEYS: To lower and Sanctuary entrances

Commission Chairmen

Organist

Organization Leaders  

Youth Advisors 

Church School Superintendent

Food Kitchen Chairman

Librarian

Choir Director

Church School Teachers

Van Drivers

ROOMS: Lower Church School Rooms

Church School Teachers

Church School Superintendent

Choir Director

VAN  

One set kept in office

One set kept in lockbox in the Garage
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FAITH UNITED CHURCH








BOARD OF STEWARDS


Corporate and Legal


Property (Building & Uses)


Finances (Appoint Secretary) 


Stewardship


Employ (All but Pastor)


Guidance and Council of Program





PASTOR


(Elected By Congregation)








CABINET


Coordinate Programming


All Organizations Represented Appoint -


	Nominating Committee


	Auditing Committee


	Historian


	Publicity


Appoint Delegates to Association, 


      Conference, etc.


Fill Vacancies by Appointment





MUSIC


Worship Music





COMMISSION ON CHURCH & MINISTRY 





Spiritual Life


Sacraments


Worship


Evangelism


Membership


Ushers


Altar


Hospitality


Nursery


Confirmation





COMMISSION ON CHRISTIAN EDUCATION


& YOUTH WORK





Church School (Appoint


    Superintendent,


    Secretary/Treasurer)


Youth Fellowship


Adult Education





COMMISSION ON LAY LIFE & WORK





Missionary Education Fellowship Program


Stewardship Education


Social Service


Women's Fellowship


	Dorcas


	Lydia


Brotherhood
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