

Church Administration

FACILITY POLICIES AND GUIDELINES
(Sample Policy Statements)

WEDDINGS
1.	The philosophy underlying policies for weddings is that a Christian emphasis be encouraged and that members relate the ceremony to Christian family commitment. 
2.	All weddings shall be scheduled on the master church calendar with first priority being given to church members. Non-church members shall be allowed to schedule a wedding no earlier than ninety days prior to the event to assure the church member’s priority.
3.	Counselling of the couple prior to the wedding is essential. The pastor or other ministers shall conduct the counselling or be advised as to the person doing so.
4.	Church members are encouraged to use the pastor and church organist for the ceremony.  The pastor shall approve guest ministers, and the minister of music shall approve guest organists.
5. 	In keeping with the wedding policy, church members shall use the facilities without charge. Non-members shall pay a fee for facilities a week in advance according to the following schedule:
		Sanctuary    $100.00		Fellowship Hall      $50.00
		Chapel        $50.00		Kitchen                   $25.00
6. 	All (church members and non-members) shall pay a minimum fee of $30.00 for the services of the janitor (including rehearsal) since the work will be extra.
7.	In keeping with safety regulations, protective measures shall be used with candles, and rice/confetti shall not be used inside or outside the buildings.
8.	The church wedding consultant shall work with the couple in the development of the wedding plans and the implementation of policies.

NOTE:	Items 5 and 6 relating to charges will need to be adjusted according to church philosophy (should church members be charged?) and the current charges being made by other churches in the area.
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Wedding Request Form

(Submit as early as possible. Non-church members no earlier than 90 days prior to date requested).


Date Requested _____________________________    Time_______________
Bride’s Name_______________________________    Church Member?  yes___  no___
Address_______________________________________________________________________
Work Phone________________________________    Home Phone_______________________
Groom’s Name______________________________    Church Member?  yes___ no___
Address______________________________________________________________________
Work Phone________________________________    Home Phone_______________________
Minister’s Name________________________________________________________________
If Guest Minister: Address________________________________	Phone__________________
Rehearsal Date_________________________________  Time___________________________
Room(s) Required_______________________________________________________________
Reception Time_________________________________________________________________
Room(s) Required for Reception:___________________________________________________
Organist’s Name________________________________________________________________
If Guest Organist: Address________________________________	Phone__________________
Florist________________________________________________	Phone__________________
Photographer__________________________________________	Phone__________________
Caterer_______________________________________________	Phone__________________


For office use only:
__Approved and scheduled 
__Not approved: Reason________________________________________________________
Authorized signature____________________________________________ Date___________
Church wedding consultant assigned_______________________________________________
Phone_______________________________________________________________________
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Sample Wedding Policy

Your wedding is a sacred occasion and a service of Christian worship. For these reasons, the following statements will govern your plans for your wedding at this church.

CALENDAR
Careful planning is necessary for all weddings. The date of the wedding is set in consultation with the pastor. Upon your initial contact with the pastor, you will be given a Wedding Request Form that must be filled out and returned to the church office before the dates are entered on the church calendar. Scheduling of the facilities for weddings is on a first-come, first-served basis.

THE PASTOR
The pastor as administrator of the policy will assist you in every way possible. The pastor will discuss arrangements for pre-marital counselling with you and any other matters relating to the ceremony.

THE MUSIC
Music selected for a wedding service is a very personal and significant part of the ceremony, and individual tastes vary. At the same time, it is important to keep in mind that a church wedding is a worship service, and the music should be in keeping with the reverence that is customarily observed in worship. You should make an appointment with the minister of music immediately after applying for use of the church building. The minister of music and the church organist will give assistance in the selection of appropriate music. When you wish to invite musicians other than those on church staff, you should consult with the minister of music regarding those you plan to invite and the selections of music to be included in this worship experience. You will be responsible for the payment of musicians.

THE RECEPTION
The fellowship hall and kitchen must be reserved through the church office. Provision is made on the Wedding Request Form for this arrangement. The chairperson of the Hostess Committee can share helpful information regarding this facility.

THE FLORIST
Moving of furniture will be done only by the custodian. The piano may not be moved. Dripless candles should be used. You will be responsible for repairing any damage to the property. Nails, tacks, or screw may not be put in walls, furniture, or pews. All decorations must be removed immediately after the wedding.

THE DIRECTOR
A director is needed for the wedding. The church, however, does not have a wedding director on staff. The pastor will make suggestions of qualified directors at the time the Request Form is given to the bride.
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THE PHOTOGRAPHER
Because the wedding is a sacred service of worship, flash photographs will not be taken during the processional, the ceremony, or the recessional. Videocassette recording done without high intensity lighting, however, is allowed.

THE FEES
No fee or charge shall be made for the use of the church buildings. However, a fee will be charged for the church custodian to:
	1. Open and close the church for rehearsal, wedding, and reception.
	2. Clean before and after wedding.
	3. Move furniture, if necessary.
	4. Meet florist at desired times (for opening church).
	5. Arrange for heating/cooling.
	6. Prepare fellowship hall for reception (if used).
	7. Other reasonable requests.
Fees for custodial services:
Use of Sanctuary for wedding and rehearsal  $_______
Use of Fellowship Hall for reception  $________*
*This does not include washing of dishes, etc., used at reception.
Fees for musicians: responsibility of the bride
Honorarium for minister: responsibility of the groom.

GENERAL CHURCH REGULATIONS
1. 	No alcoholic beverages may be served on church premises.
2. 	No wedding or rehearsal will be conducted when any member of the wedding party is under the influence of alcoholic beverages.
3. 	No rice or confetti may be thrown when any member of the wedding party is in (or outside of) church buildings.
4. 	Designated rooms for the various members of the wedding party to dress will be provided.
5. 	The dress of the wedding party shall be in good taste for a religious ceremony.
6. 	Custodial fees should be paid when the Wedding Reservation Form is filed with the church office.
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FUNERALS

Funeral Policy

The Christian gospel of peace, hope, and triumph is nowhere brought into sharper focus than at the death of Christians. Although we who believe in Christ sorrow at the death of persons we love, we don’t “grieve as other do who have no hope. For since we believe that Jesus died and rose again, even so, through Jesus, God will bring with him those who have fallen asleep”           (1 Thess. 4:13-14, RSV). The plans Christians make to face death are a testimony of faith.

Christians ought to assemble, not to mourn the dead, but to confess our faith in a living Lord. Generally, since the funeral is a service of worship, it should be held in the church building or a chapel and should itself be a witness to hope and fellowship.

On the basis of this affirmation, the statements below are offered for the guidance of our own members in the matter of funerals:
1. 	When a death occurs in the church family, the pastor should be called immediately. This call will give you the benefit of the pastor’s solace and experience in making funeral arrangements.
2. 	Since a Christian funeral is a worship service, it is recommended that the funeral service be held in the church, that the congregation join in the singing of hymns of victory, thanksgiving, and fellowship, and that the pastor lead the service, drawing heavily on the comfort of the Scriptures.
3. 	The pastor will help the family select the hymns, Scriptures, and other elements of the funeral service to ensure the centrality of the theme of our victory over death through faith in our Saviour.
4. 	When the funeral service is held in the church, with the physical remains present, it is recommended that public viewing of the body may be arranged prior to the funeral services.
5. 	In order that worshippers may centre their thoughts on the comfort and strength God provides, a memorial service may be held without the physical remains of the deceased (which may be committed to the earth prior to the service).
6. 	A simple casket is as appropriate as an elaborate one since the deceased’s worth isn’t determined by the cost of the funeral arrangements. Therefore, the church will provide a suitable cloth with which to drape the coffin for service for those that prefer this courtesy.
7. 	Families are encouraged to recommend to concerned friends the opportunity of making memorial gifts to the church or designated charities. Members of the church are reminded of the importance of acts of thoughtfulness and practical concern to the living during the grief process.
8. 	Because the funeral service is regarded as one appropriate function of the body of Christ, no fees of any kind are charged for the use of the church’s facilities or its personnel.
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FACILITIES/GROUNDS USE

Building Use
1. 	The philosophy underlying policies for building use is that church facilities shall be used to carry out the basic purpose and mission of the church. Policies should be kept in the spirit of bringing people to Christ.
2. 	Use of any facility shall be done in conformity with city fire and safety ordinances. These provide for the prohibiting of smoking and overcrowding in church facilities.
3. 	Janitors or other building personnel shall be responsible for moving all equipment and furniture when it is necessary and for replacing it for regular meetings.
4. 	Regularly scheduled church meetings shall have first priority in building use. Other church-related meetings shall have the second priority. Outside non-profit organizations shall be eligible for building use when church groups are not using facilities and when the pastor and the Property Committee approve their purpose. Profit-making enterprises shall not use church facilities for any purpose.
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Room Scheduling Request Form

(Submit to the office at least two weeks in advance.  Form will be returned with confirmation).


MEETING REQUEST
Date submitted_____________________________ Requested By _______________________
Person Responsible____________________________  Phone___________________________
Date of Meeting___________________________________
Time of Meeting: From ________________________ to _______________________________
Organization___________________________________________________________________
Type/Purpose of Meeting_________________________________________________________
Room(s) needed________________________________________________________________
Number expected ____________________ Diagram Room Arrangement on Back
Standing Request: Every________________________ Until_____________________________


OTHER SERVICES
Equipment needs_______________________________________________________________
Media needs___________________________________________________________________
Food service needs______________________________________________________________
Type of service (consult with hostess after approval)


FOR OFFICE USE:
___ Approved and Scheduled
___ Not approved: Reason________________________________________________________
Authorized Signature_______________________________________  Date_________________
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Record of Equipment Loaned

ITEM BORROWED
Description ___________________________________________________________________
Inventory Number _____________________________  Number of items__________________
Description ___________________________________________________________________
Inventory Number _____________________________  Number of items__________________
Date borrowed ________________________________________________________________
	
I agree to be responsible for these items away from the church property. If they are lost or damaged, I will replace them or provide funds to do so.

Signature______________________________________


OFFICE USE ONLY
___ Check out approved; Signature______________________________________
___ Items returned; date____________________________________
Receiver’s signature_______________________________________
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Facilities/Grounds User Agreement Between 
______________________________________ and __________________________________

Official in Charge______________________________ Position__________________________
Address______________________________________________________________________
Home Phone _________________________		Business Phone _____________________

DAYS REQUIRED		Mon.   Tues.   Wed.   Thurs.   Fri.   Sat.   Sun.   	Circle Day(s) Time_________________ to_________________________
_________________________________through____________________________________
Month             Day               Year			Month                   Day                  Year

SPECIFIED REQUIRED ACCOMODATION
(Kitchen, Gym, Library, or Small Room(s) and Equipment)

Facility______________________________________________________________________
Equipment ___________________________________________________________________
Purpose of Use ________________________________________________________________
Number of People Participating ___________________________________________________
Age Groups __________________________________________________________________

COST CONTRIBUTION (facilities including equipment)		$______________________
25% Heating Surcharge (heating season only)			$______________________
Staff Services (opening, closing, cleaning)				$______________________
_______hours at $_____ per hour X number of persons required = 	$______________________
						Estimated Total	$______________________


CONDITIONS OF USER AGREEMENT
1. 	The applicant agrees to use only the facilities or equipment requested and to adhere strictly to all local regulations (e.g. clean up and security provisions) as determined by the Executive Board.
2. 	If kitchen facilities are required supervisory and/or operational personnel may be provided at the discretion of the Executive Board at the applicable cost contribution.
3. 	When a room is to be used, there will be a further cost contribution requested if church personnel are responsible for clean up of facilities. If church personnel is not on regular duty (e.g. after hours, weekends) an additional contribution will be requested as determined by the Executive Board, payable to the church.
4. 	If security personnel are required, charges will be the responsibility of the user.
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5. 	The applicant is fully responsible for all facilities requested and will be billed for any damages, loss of church property, or other costs incurred by the church resulting from the user. Applicant agrees to pay for damage or loss incurred.
6. 	Church is not responsible for damage or theft of vehicles while on church property.
7. 	Facilities may have to be pre-empted during the school year when required for a church function. In such case, all efforts will be made to provide user with a minimum of seven days notice.
8. 	Emergency cancellations must be reported as soon as known by the official in charge (user) to __________________________________________________.
9. 	Cost contribution including equipment:
	Room					Hourly Rate				Daily Rate
Sanctuary									$200

Gym					$20					$100
Library Only				$15					$50
Small Room Off Gym			$10					$30
Kitchen				$15					$35
Personnel $15 per hour per person. Number of people required_______________


NOTE:	ANY ABUSE OF PRIVILEGES WILL MEAN CANCELLATION OF THIS AGREEMENT.
NO SMOKING ALLOWED IN BUILDING.

	

Applicant’s Signature___________________________________

Approved by: Executive Board Member or Secretary___________________________________	

Date___________________________________
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	Non-Harassment Policy


NON-HARASSMENT POLICY as approved by members of (insert name of Board and Date).

POLICY
(Insert name of church), the “church” is committed to providing employment free from harassment. The church will take appropriate disciplinary action against any employee including volunteer staff who subjects another employee or volunteer to any form of harassment. The name of a reporter or circumstances related to the report will only be disclosed to the extent that it is necessary for the purpose of investigating the report or taking disciplinary measures.

DEFINITION
Harassment includes – 
·	The engagement in a course of vexatious comment or conduct that is known or ought reasonably to be known to be unwelcome.
·	Suggestive or unwelcome remarks of a racial, ethnic, personal or similar nature; sexual advances.
·	Solicitation or physical contact made by one person to another whether or not he or she is in a position to grant or deny a benefit to another, such as advances from a supervisor to an employee, such as termination or demotion because the employee refused such an advance.
·	An act or course of conduct that would reasonably be regarded as harassment.

PROCEDURES
If an employee believes that he or she is the subject of harassment of any nature, he or she should ask the harasser to stop the behaviour immediately and document the place, date and time the incident happened. An employee or volunteer staff may also report the incident to the Pastor.

Where a report of sexual harassment is made, the Pastor or his or her designate (or the “lead
elder”) shall attempt to meet with the reporter. If the reporter does not wish the matter to go further and the matter does not warrant further action, the investigation shall end. If the reporter does wish the matter to go further or if the matter warrants further action, the Pastor or “lead elder” shall fully investigate the matter including attempting to meet with the person against whom the allegation has been made. If the allegation is proven, the Board shall take appropriate disciplinary action. 

SUMMARY
It is very important that all employees feel comfortable about the environment at the church. All employees and volunteer staff share in the responsibility of keeping the workplace free from 
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harassment. To that end every employee and volunteer staff can be confident that matters relating to proven harassment in any form will be handled in confidence and without fear of reprisal.


I have read and understand the above policy statement.
___________________________________________	___________________________
Employee or Volunteer Staff Signature         			Date
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Sexual Harassment Policy

Sexual harassment is a violation of federal and provincial discrimination laws and is prohibited whether directed toward women or men. We will not tolerate such misconduct.

This policy applies to all employees and volunteer staff on church premises or while acting on behalf of the church at any other location. While at other locations, this policy also applies to protect our employees from actions of third parties. In addition it applies to volunteers, job applicants, guests and other persons visiting the premises.

Sexual harassment is unwelcome sexual advances, requests for sexual favours, or verbal or physical conduct of a sexual nature when:

1.	Such comments, advances, or other conduct are made a condition of employment, or are used as the basis for employment decisions affecting the individual.
2.	The conduct unreasonably interferes with the person’s work performance or creates an intimidating, hostile or offensive environment.

Sexual harassment includes, but is not limited to:

1.	Verbal harassment, such as: sexual innuendo; demands or request of sexual favours; comments or jokes of a sexual nature; threats or slurs; remarks about an individual’s physical anatomy; derogatory comments about gender; or sexually explicit communications, including in-person, telephone, written or electronic mail.
2.	Physical harassment, such as sexual advances, touching (or the threat to touch) in a sexual manner, physical interference with normal work or movement, or otherwise invading the personal privacy of another person.
3.	Unwelcome social advances, such as repeated requests for social dates or any other non-business related activity where the invitee has already indicated that she/he is not willing to accept such invitations.
4.	Distribution or display of written or graphically sexual material, such as sexually oriented magazines or posters, nude pictures or sexually explicit writings.


PROCEDURE
The procedure to be followed in regards to sexual harassment will be consistent with standard harassment policy procedures as outlined in the NON-HARASSMENT Policy.





                                                                                                                                                                                   Revised 10/01

B-13

Child Abuse Policy

DEFINITION
A state or condition of being physically or emotionally harmed, sexually molested or sexually exploited.

DISCIPLINE
Staff persons (employees and volunteers) are to avoid any and all physical discipline when working with children. No staff person is to physically discipline a child. If there is a discipline problem, the appointed individual will need to deal with it.

EXAMPLES
Physical:	Slap, shake, grab, spank, strike, punch, pull off bunk, neglect.

Emotional:	Discrimination, verbal abuse (“stupid”), condemnation of appearance, inappropriate jokes about the person, inappropriate teasing, condemning of parent or home, gossip.

Sexual:	Touching private body parts, wedgies, hugging with suggestive language or sound, not being careful of body boundaries. Being alone with a child needs to be guarded against. NOTE:  Be careful where you place your hands in spotting sports. Be careful as well where you place your hands in providing medical and emergency care.

COUNSELLING SETTING
One-on-one counseling is best done with the door open to the room or with two adults, or out in the open lawn in sight of others.  The political and social climate, combined with the mandate of the courts to pursue with vigour sexual abuse allegations, indicates that we must think prevention.

HUGS
A safe hug does still exist, but use it guardedly. It should be available to all, not long or suggestive, and with great care where any part of the body is set like the hands, the head, the lips or the pelvis.
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PREVENTATIVE MEASURES AT THE CHURCH LEVEL
1.	The church will seek to help eliminate known contributing factors to sexual abuse.  These include stress, unbalanced lifestyles and lack of support. 

2.	The Church provides training of volunteers and/or employees as needed.

3.	Employees and volunteers will role model proper touching, privacy, communication, affection and boundaries and advise children, young people and women in these areas as required.
	
RESPONDING TO ALLEGATIONS OF SEXUAL ABUSE
1.	Churches will incorporate a fair and effective disciplinary procedure.

2.   All allegations of sexual abuse will be taken seriously.  Allegations will be investigated and
       never dismissed out of hand.  A person making an allegation should never be discouraged
       from raising the allegation because the process may cause a disruption to the church or the.
       Alleged abuser.

3.	The Church will assign a support person to anyone making allegations of sexual abuse. The support person’s role is to attend with and assist the complainant throughout the entire process. The support person should not assist in the investigation and prosecution so as 
to avoid conflicting duties. The support person should not make decisions on behalf of the complainant, but should assist the complainant to make his or her own decisions.

4.	Churches must ensure that where the allegations of sexual abuse appear to involve criminal acts (e.g. sexual assault) or sexual abuse of children that the civil authorities are contacted immediately.  The only exception is where the alleged conduct ceased more than 5 years previously, all of the persons who were alleged to have been abused are now adults and all of the persons who were alleged to have been abused are aware of their rights to report the matter to the civil authorities.

5.	When any person has knowledge of an allegation of sexual abuse, he/she shall present the allegation in writing to the Pastor or “lead elder” in the church where the abuse is alleged to have occurred and, if known to be different, the Pastor and/or elder may contact the church that the abuser now attends.

IF PERSONNEL IS ALLEGED TO HAVE ABUSED A CHILD
If there is a verbal or written report made, alleging that any volunteer personnel has abused or threatened to abuse a child or if the senior minister received information about any volunteer personnel that might indicate that a child may be at risk, such volunteer personnel shall immediately be suspended from any duties or responsibilities in the children’s ministry pending the outcome of the investigation and subject to any discipline policy in the church constitution or bylaw.                                                                                                                                                                                            
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If there is a verbal or written report made by a person who is prepared to identify themselves alleging that any employee or volunteer has abused or threatened to abuse a child, such volunteer or employee shall be suspended from any duties or responsibilities in all children’s ministries 
and possibly other ministries, pending the outcome of such investigation, until otherwise notified by the board of the church and subject to any written employment discipline policy process.  An employee shall be suspended with pay.

Any notice of suspension shall be given in such a way that investigations by the appropriate authority or police will not be put in jeopardy and shall be done in consultation with the civil authorities. The suspension from duties and responsibilities is not and shall not be seen or accepted as the “guilt” of the individual, but only as an indication of the priority given to the need to protect the children.

Any personnel, volunteer or employee, who has been suspended pending the completion of the investigation shall be subject to the discipline process of the church in accordance with the church constitution or bylaw, or such other policies implemented from time to time to deal with the investigation of abuse allegations.

Any personnel, volunteer or employee, found to have abused a child or knowingly placed a child at risk of abuse shall, apart from any other discipline process, be prohibited from participation in any children’s ministry or possibly other ministries in the church unless specifically authorized by the board of the church and then only in accordance with any and all terms and conditions determined by the board of the church.
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RESTORATION
1.	Churches are encouraged to restore to membership sexual abusers who can demonstrate that he or she has repented of the sin. Restoration can be attained at either the church that disciplined the member or at another church.

2.	Churches are encouraged to establish a restoration committee that shall oversee the process of restoration of the sexual abuser. The sexual abuser should be granted the right to exercise the full privileges of membership over a period of time.

3.	No person found or admitting to have engaged in sexual abuse should be permitted to assume a position of authority until he or she is not a risk to those who would be under his or her influence. Ordinarily, a person found or admitting to have engaged in sexual abuse involving sexual relations or sexual touching shall require a period of years to provide this persuasive evidence.

COMPENSATION
Compensation for sexual abuse is the responsibility of the abuser, not the church. However, churches may try to assist any person injured by sexual abuse.
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Child and Staff Protection Policy

1.	It is our desire that the children in our care experience the precious love of God as they learn about Christ. It is our aim to provide a suitable and safe environment for both children and staff.

2.	Recognize that as a teacher or leader, we do not have the authority to administer physical punishment. We cannot use forceful apprehension except to restrain a child for their own safety, the protection of property, or if the safety of another person is at risk.

3.	While some children may be seeking attention and a hug may be good therapy, do so only when other adults are present. No child shall be inappropriately touched if they do not desire to be touched.  

4.	No child shall be spoken to in a derogatory manner.

5.	To avoid misunderstandings, no child shall be left alone in the company of only one adult in a closed room, unless the adult is the parent or legal guardian.

6.	Children under our care shall be supervised at all times. Children’s workers shall be members of the church or directly accountable to a member.

7.	Any person who obtains information that a child in his/her care is or may be suffering or may have suffered abuse or receives a disclosure from a child shall immediately report the information to the authorities (the local R.C.M.P.  This information MUST REMAIN CONFIDENTIAL and ABSOLUTELY NO OTHER STAFF PERSON(S) OR CHILDREN SHOULD BE TOLD.)

8.	Being entrusted with responsibility for children brings the responsibility to report any violations of these guidelines to the director or senior staff, who may feel it is necessary to suspend a worker while an investigation is conducted.* It is our aim to deal quickly and thoroughly with such matters so that children and staff may safely experience the love of God as they learn about Christ.


I have read and understand this policy and I shall comply with this policy.

______________________________________________________________
Employee / Volunteer Signature				Date


* Appropriate social or policing authorities will be contacted as necessary.
                                                                                                                                                                                   Revised 10/01
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                                                    Hold Harmless Agreement

Between
__________________________________
and
__________________________________


I, the undersigned, on behalf of __________________________, both during and following the term of this agreement, undertake to indemnify and save harmless from and against any and all loss, cost, damages, expense, and liability (statutory and common law) in connection with the injury or death of any person or any property or other damage sustained by ________________, its directors, officers, employees, agents or volunteers, which may arise out of my/our use of the property.

I/We also undertake to conduct my/our activities in a safe and careful manner and I/we assume full responsibility for the conduct of my/our employees, members, volunteers, and for their safety.

Date ______________________________________

Signature __________________________________


ADDITIONAL INFORMATION REQUIRED IN AGREEMENT

A.	The lessee agrees to carry liability insurance for its staff, members, volunteers, and others committed to its charge for a minimum of $_____________________.

B. The name of the Lessee’s Insurance Company is: ____________________________________

C. The policy number with the above company is: _____________________________________

D. The expiry date of the above policy is:  ___/___/___ (mm/dd/yy).
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CHURCH MEMBERSHIP


To be a Christian is the highest privilege and the gravest responsibility God has offered to His created beings. After receiving Christ as Saviour, like any newborn child, the believer faces the task of growing to maturity. To do this, he needs other Christians, so he must decide what his relationship will be to the local community of Christians, or church.

The Greek word from which we get the term “church” is eclessia, meaning “the called out ones.”  The church is composed of members who have been called out, not to form an organization, but to become part of an organism, a living body, a covenant community.

The Apostle Paul coined the term “household of God,” which is also translated as “family of God,” from which we have the concept of the church as a family of believers. The church and a family are much alike, for God instituted both. The church is a fellowship or community of faithful believers who have covenanted to help one another because they trust in the Lordship of Christ. They are not just a group of believers who come together regularly because they believe the same things.

ADMISSION OF MEMBERS
1.	Membership of the church shall be open to any person who agrees to abide by the Statement of Faith and the objectives of the church.
2.	A member whose faith and life conforms to the Statement of Faith is deemed a member in good standing.
3.	Application for membership shall be made to the pastor or to any member of the church board. The Elders committee shall investigate as to the faith and life of the applicant and make a recommendation to the following business meeting.
4.	The church membership shall decide by secret ballot the acceptance of any applicant at the next business meeting. If any member were to vote against the acceptance of any applicant, the reason for doing so is given in writing to the Elders committee who will investigate the reason and only then, if the reason is valid, will the applicant be barred from membership. The accepted applicant shall be received and welcomed to full membership at a communion service. The right hand of fellowship shall be extended following a testimony from the new member.
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5.	Members of other Evangelical Free Churches may be received into membership by letters of recommendation and transfer from their respective churches upon approval of the Elders committee.
6.	The obligation of every member shall be to faithfully fulfil his Christian duties according to his gifts, attend the church services as often as possible, and contribute regularly to the support of the church according to their ability and as God has prospered them (I Corinthians 16:22).

WITHDRAWAL AND EXPULSION OF MEMBERS
1.	The name of any member who ceases to be active in the church for one year, who so lives in sin as to bring reproach upon the name of Christ, or who believes or teaches contrary to the word of God and the Statement of Faith of this church can be removed from the church roll by action of the congregation on the recommendation of the Elders committee, but not before that person has been contacted and all possible effort made to restore that one to sound doctrine. If there is now repentance, exclusion from the church shall follow according to Matthew 18:15-18; I Corinthians 5; II Corinthians 2:5-11; Galatians 6:1-2.
2.	No accusation shall be taken up by the church against a member except by the complaint of two or three witnesses and presented in writing to the Elders.
3.	Any member who has been discharged from or leaves the church has no right in any business meeting of the church or any property rights.
4.	A member may withdraw from membership by presenting a letter of intent to the secretary. A letter or recommendation and transfer will be issued to members in good standing upon request.
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BOARDS AND COMMITTEES

	CHURCH GOVERNMENT (SAMPLE POLICIES)


We believe that Jesus Christ is the Head of the Church, and that every local church has the right under Christ to decide and govern its own affairs. AUTHORITY: The Congregation is the legislative and governing body of this church. A duly elected church board shall administer routine decisions regarding the general supervision of the church. STRUCTURE-CHURCH BOARD: Listed in the church’s constitution.

ELECTION PROCEDURE:
1.	Nominations – a nominating committee will be elected from the floor at a business meeting called. It will consist of the pastor, one member of the board and one member of the congregation and one alternate. They shall submit and post a list of candidates for each office, if possible two or more for each, at least thirty (30) days prior to the annual business meeting when elections shall be held. Nominations may be made from the floor of the meeting, unless the constitution directs otherwise. In all cases the nominator must have the previous approval of the nominees. Nominations for heads of Auxiliary organizations and committees must have Elders committee approval.
2.	Elections – of church officers shall take place at the annual business meeting and shall be conducted by secret ballot, after which those elected will immediately assume their duties.
3.	Quorum – A quorum for the transaction of business at any meeting of the members shall be thirty (30) percent of the membership, who must be at the meeting, in good standing and eligible to vote.  A simple majority is required to pass any regular motion except changes to our constitution or by-laws, where a 60% majority vote is required.
4.	Robert’s Rules of Order or parliamentary rules shall apply in all business sessions at the chairman’s choice.
5.	Responsibility – If a church officer is not fulfilling his elected responsibility for any reason, it is within the power of the church board to relieve such a person from his office. All officers shall render their services to the church without financial compensation. All books and records shall be kept in the office of the church. Any member of the church may make an inspection of these records provided:
(a)	They are members in good standing eligible to vote.
(b)	The purpose is stated to the church board in writing.
(c)	The board is in agreement that an inspection would be in the best interest of the church. Failing agreement, the board will call a special meeting of the membership and their decision shall prevail.
(d)	The above shall not apply to the private confidential records dealing with the financial contributions of individual members. These are deemed inviolate.
6.	Audit – The members shall appoint an auditor or an accounting firm to audit the books of accounts at the business meeting electing the nominating committee.
7.	Fiscal year – _________ to _________ shall be the fiscal year of this church.
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BOARD MEMBERS RESPONSIBILITIES AND DUTIES
(More detailed job descriptions for some of these positions may be found under D. Church Personnel)
1.	PASTOR – The pastor shall devote his time to work of the church – preach the word of God – do visitation among the sick and needy – instruct the children, young people and adults in the Holy Scriptures. He shall report to the church board meetings and the annual business meeting as to the work and condition of the church. By virtue of his position, he shall have power of address and be an ex-officio member in all church committees.
2.	CHURCH ELDERS – May be collectively referred to as the Elder Board and shall be, in legal matters, the Directors and the Trustees of this society. The qualifications to serve as an Elder are those included in two biblical passages: I Timothy 3:1-7 and Titus 1:5-9. In addition, Elders shall be active or associate members and shall have been a member or adherent of the church for a minimum of one year.  As many qualified elders who are identified and nominated by the Personnel Committee who are willing to serve and are elected by the membership shall form the Elder Board. In co-operation with the pastor(s) and the church staff, the Elder Board shall be responsible to lead the church to carry out the ministries of counselling, visitation, evangelism, discipleship, prayer and long-range planning. They shall:
·	meet monthly or as called together by the pastor or the church chairman;
·	at the initial meeting of each fiscal year, appoint the secretary to record the minutes of the Elder Board meetings, the Administration Committee meetings, and the Congregational meetings;
·	near the beginning of each fiscal year, publish a strategy report which details their plans, goals and priorities for the coming year;
·	make themselves available to the individuals and committees within the church;
·	process all applications for church membership in a timely fashion;
·	under the leadership of the senior pastor or someone designated by the senior pastor, undergo some training relative to their duties each year and;
·	designate, if necessary, other Elder Board members to serve with the senior pastor, the church chairman, and the secretary on the Administration Committee. 
3.	CHAIRMAN – The Chairman of the church shall be elected annually, be an Elder, chair all general business and board meetings of the church. He shall preside at all congregational meetings, Elder Board meetings, Administration Committee meetings, be an ex-officio member of all committees, and be a signing officer of the church.
4.	VICE CHAIRMAN – The Vice Chairman shall be elected annually, be an Elder, perform all the duties of the chairman in his absence. He shall assist the chairman as needed, be chairman of the Missions Committee, and be a member of the Administration Committee.
5.	RECORDING SECRETARY – The Secretary shall be elected annually. It shall be the secretary’s duty to keep a record of transaction at all business and board meetings, post minutes in common area after business meetings and attend to the necessary correspondence. The secretary shall be custodian of the church seal and keep the membership roll for quorum and voting purposes. He/She shall record, preserve and distribute to appropriate members the minutes of all the congregational business meetings, Elder Board meetings, and 


B-23
Administration Committee meetings. He/She shall ensure that copies of all minutes and         church correspondence are filed in the church office; check to ensure that membership records are kept current; prepare and file, on time, the annual report to the Ministry of Finance and Corporate Relations (T3301); ensure the safekeeping of all legal church documents either in the church office, in a safe deposit box at the branch of the financial institution through which the church conducts its financial business, or at the office of the law firm which handles the church’s legal matters.

6.	FINANCIAL SECRETARY – The Financial Secretary shall be elected annually. The financial secretary shall be a member of the church who, through training and/or experience, has demonstrated the skills and abilities necessary to accurately receive and record all the financial donations to the church. The financial secretary’s duties shall be: to receive all financial donations to the church; to record the financial donations to the church in a manner which accurately reflects the name of the donor, the date of the contribution, and the stated destination of any specifically designated funds; to ensure the prompt deposit of donations in appropriate accounts of the church at its chosen financial institution; to promptly and accurately report to the treasurer the amount of donations received and the direction of specific designated funds; to co-operate with and assist the Finance Committee in carrying out their duties as outlined; to maintain confidentiality of the source of financial donations to the church recognizing, however, that some information may reasonably be released to the Finance Committee  and the Elders to facilitate church financial planning; to promptly and accurately issue tax receipts to identifiable contributors prior to the end of February each year; to be a member of the Finance Committee.

7.	TREASURER – The Treasurer shall be a member of the church who, through training and/or experience, has demonstrated the skills and abilities necessary to render proper accounting for church finances. The treasurer shall: disburse all funds in accordance with the decisions of the church; offer advice and make recommendations to the Administration Committee, Finance Committee, Elder Board, and congregation in regards to financial matters; regularly report to the Administration Committee on the current status of church finances; co-operate with and assist the Finance Committee in carrying out their duties as outlined; be a member of the Finance Committee and the Administration Committee; prepare and file, on time, all financial reports required by various levels of government; be a signing officer of the church.
		NOTE: Positions #6 and 7 may be combined into one position when beneficial.

8.	TRUSTEES (DEACONS) – The Trustees serve as legal representatives in all transactions related to the church. They hold legal title to the church property and they sign all documents related to the purchase, sale, mortgaging, or rental of church property after approval by the church in regular business.

9.	CHILDREN’S MINISTRIES DIRECTOR – The Children’s Ministries Director shall be elected annually. Responsibility will be for all children’s ministries.
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10.	ADULT MINISTRIES DIRECTOR – The Adult Ministries Director shall be elected annually. Responsibility will be for all children’s ministries.

11.	ELDERS – Elders shall be elected alternately for a two-year term. They shall visit with members yearly if possible and look after their spiritual needs and, as far as practical, look after the poor and needy. They shall lead or assist in all services, and secure pulpit supply when needed. The Elders shall live according to Titus 1:6-9. There shall be at least three Elders.

12.	DEACONS – Deacons (Trustees) shall be elected alternately for a two-year term. They shall supervise the economy of the church, keep track of all valuable papers and titles, be entrusted with the care of the church properties, which they will keep in good order and repair. Deacons shall live according to I Timothy 3:8-13.  There shall be at least two Deacons.

APPOINTMENTS – The wives of Elders and Deacons shall automatically be deaconesses. They are to assist in visiting, in comforting and helping the sick and needy, showing hospitality and setting a spiritual example. They shall look after the preparation and care of the Communion Table. Other duties shall include: to be the chairperson of a standing committee and oversee the distribution of committee funds; to recruit members or adherents of the church to serve on the committee for a period of one year; to submit a list of potential committee members to the Administration Committee or the Elder Board for approval prior to calling their first committee meeting; to attend Elder Board meetings as the need presents itself; consult with the Elder Board, Administration Committee, pastoral staff, and church office to ensure co-ordination of activities with other ministries.

12.	Ushers, music committee and others will be appointments.

Church members will hold church board positions and appointments as much as possible. If necessary one person may hold more than one position.
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Essential Principles for Good Group Dynamics of an Effective Board
1.	Every board member accepts every other board member with due appreciation for his strengths and a tolerance of his quirks and weaknesses.
2.	There is an easy familiarity of approach among the members of the board with an awareness of one another’s backgrounds and viewpoints.
3.	Everyone concerned with a particular decision actually helps to make it.
4.	The contribution of each person or group is recognized.
5.	The board has a sense of being rooted in some important tradition and of providing continuity for a program that has been and continues to be of importance.
6.	The whole attitude of the board is forward-looking, and there is a confident expectation of growth and development in the program.
7.	There is a clear definition of responsibilities so that each person knows what is expected of him.
8.	The members of the board can communicate easily with one another.
9.	There is a sense that the whole board is more important than any of its parts.
10.	There is a capacity to resolve dissent and discord or, if it cannot be resolved, to keep it in perspective in terms of larger purposes.
11.	There is acceptance of and conformity to a code of behaviour, usually involving courtesy, self-discipline, and responsibility.
12.	There is an awareness of the fact that all boards contain clusters or pairs of persons who tend to like or dislike one another, as well as some who may not be closely involved with others; but there is also a capacity to use these personal relationships as effectively as possible to achieve the larger purposes of the program.
13.	There is an ability to recognize and use the informal authority of individual board members, which arises not out of their specific assignments on the board but from their power, connections, wealth, age or ability.
14.	In case of internal conflict, the group has the capacity to examine the situation objectively, identify the sources of difficulty, and remedy them.
15.	Most important of all, the board members share a clear understanding of and commitment to the cause which the agency serves.
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TRUSTEE (DEACON) AUDIT QUESTIONNAIRE

The following questionnaire is designed to assist Board members in an assessment of their individual performance as a Board trustee. Each member is encouraged to candidly evaluate their understanding of the Board’s role, their interests and degree of comfort in being a trustee, their knowledge of (insert church here), and their performance in various aspects of a trustee’s role.

While completion of the questionnaire is not required, the information it provides would be helpful in the development of appropriate orientation and training opportunities for Board members. Your submission of the completed questionnaire would be appreciated.

BACKGOUND
Yes
No
Don’t know
1.  Do you feel you have adequate opportunity to understand your obligations, responsibilities, and opportunities for growth as a trustee?



2.  Do you have a clear grasp of the responsibilities of the Board?



3.  If you have answered yes to either or both questions, what has been the primary source(s) of your information? (for example, an orientation program, a particular individual, a book, or prior service as a Board member)

4.  Are you familiar with the following aspects of (insert church here)?



     a)  the mission



     b)  the institutional plan



     c)  current policies?



5.  Do you stay abreast of higher education trends, legislation, and other public policy by reading?



6.  Have you taken an opportunity recently to meet with trustees from other churches?



7.  Do you have adequate opportunity to know your fellow trustees?




8.	Please indicate with an “X” your strongest areas of expertise based on your background and experience:
___Budget and Finance			___Plant Management
___Investments				___Real Estate
___Management				___Education
___Student Affairs				___Public Relations
___Faculty Affairs				___Marketing
___Fund Raising				___Legal Affairs
___Planning					___Government Issues
___Other (please list)

9.   Now go back to question 8 and indicate with an “O” any areas of primary interest which fall outside of your background of expertise.
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KNOWLEDGE OF THE CHURCH
10. Are you familiar with the recent history of (insert church here) and what makes it distinctive from other churches?
11. Cite what you consider to be three special strengths of (insert church here):
a)	_____________________________
b)	_____________________________
c)	_____________________________
12. Cite the three greatest needs of (insert church here):
a)	______________________________
b)	______________________________
c)	______________________________

BOARD AND COMMITTEE MEETINGS
Yes
No
Don’t Know
1. Are you satisfied with your attendance at Board and Committee meetings?



2. Do you read the minutes of meetings to determine whether they faithfully represent the proceedings and decisions as you recall them?



3. Do you feel prepared for Board meetings by reading agendas and supporting materials?



4. Do you suggest agenda items?





TRUSTEE (DEACON) CONCERNS
Yes
No
Don’t Know
1. Do you understand the concept of fund accounting?



2. Do you find financial statements of (insert church here) to be intelligible?



3. Are you mindful of the stated mission, plans and goals, and current policies of (insert church here) when voting on proposals presented to the Board?



4.  Have you ever suggested to the Nominating Committee someone who would make an outstanding new Board member?



5.  Are you satisfied that there are no real or apparent conflicts of interest in your service as a trustee?



6.  If you have not already done so, would you be willing to serve as a Committee Chair or Board Officer?  Why or why not?



7.  Have you found your trusteeship to be stimulating and rewarding thus far? Why or why not?



8.  How would you rate yourself as a trustee at this time?
          _______ Above Average      _______ Average      _______ Below Average

Name: (optional) ______________________________
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QUALIFICATIONS OF A DEACON/ELDER

Qualifications of a Deacon and His Wife

Mark with a number from 1 –10 with 1 being the lowest count.  This evaluation is based on         1 Timothy 3:8-12.

Name of Applicant ______________________________________________________________

Is he…

___ 1.  A reverent person (consecrated to God, grave and honourable; Vines dictionary)
___ 2.  Double tongued (saying one thing to one person and giving a different view of it to  
            another; Vines dictionary)
___ 3.  Given to wine (to turn one’s mind to, attend to, is used of giving oneself up to; Vines 
dictionary)
___ 4.  Greedy for money
___ 5.  Holding the mystery of the faith with a pure conscience
___ 6.  Blameless (without reproach; Vines dictionary)
___ 7.  Man of one wife
___ 8.  Rules his children and household well



The following is about the Deacon’s wife: Is she….

___ 9.  A reverent person
___ 10. A slanderer (a misuse of the tongue; T.N.B.C. )
___ 11. Temperate (moderate, avoiding both of two extremes; Webster’s Lexicon)
___ 12. Faithful in all things


SIGNED BY: ________________________________________
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Qualifications of an Elder

1 Timothy 3:1 “If a man desires the position of a Bishop, he desires a good work” (NKJV). According to Vines Dictionary, a Bishop is an overseer or an elder.

Mark with a number from 1 to 10 with 1 being the lowest count.  This evaluation is based on         1 Timothy 3:1-7.

Name of Applicant: ____________________________________


Is he…

___ 1.  Blameless
___ 2.  Husband of one wife
___ 3.  Temperate (calm, restrained and self-controlled)
___ 4.  Sober minded (controlled or well balanced)
___ 5.  Good behaviour
___ 6.  Hospitable
___ 7.  Able to teach
___ 8.  Not given to wine
___ 9.  Not violent
___10.  Not greedy for money
___11.  Gentle
___12.  Not quarrelsome
___13.  Not covetous
___14.  Rules his own house well
___15.  Respected by his children
___16.  Not a novice (a beginner in his faith)
___17.  Does he have a good testimony among unbelievers


SIGNED BY: ___________________________________________
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ORIENTATION OF CHURCH BOARD MEMBERS


Each year, there should be an opportunity for orientation for the church board. This should occur as soon as possible after new members have been selected and may occur during a full evening or on a weekend. This is especially important for new church board members. However, it also serves to refocus the purpose of the church board, get fresh insights as to the duties of the board, and to re-evaluate the board’s work for those who have served on previous occasions as well. The following should be included in this time of orientation:

A.	Review the duties of the church board.

B.	Discuss the implications of pastor-church board relationships such as the following:

1.	Support the pastor. The board is his/her confidant and an encourager.
2.	Don’t micro-manage. Allow the pastor to make decisions appropriate for a leader. Discuss how you will release the pastor to make administrative decisions while the board develops policy. NOTE: The video by John Carver “How Successful Boards of Non Profits Function” is a very helpful tool in explaining the difference between policy making and administration.
3.	Hold realistic expectations for the pastor, the congregation and yourself.
4.	Give direction to the pastor as a board, not as individuals. You are a board member only when the board is in session.
5.	Be loyal, positive and publicly supportive of the pastor and the church board. If you can’t, consider resigning from the board.
6.	Give positive verbal/written feedback to pastor and staff members when appropriate.

C.	Discuss the ethics and importance of the position which church board members hold. Among other things, this would include the following:

1.	Be confidential – don’t discuss specific board debates outside the board meeting.
2.	Always seek the good of the congregation and the cause of Christ.
3.	Begin neutral in all issues – don’t favour family members or special friends. If you can’t be neutral, abstain from being involved in the issue.
4.	In al controversies, working toward win-win solutions should be your goal.
5.	Speak respectfully of the district superintendent and appropriately involve him and value his experience and counsel.
6.	If there is stress between pastor and board, discuss together the possibility of seeking the counsel of the district superintendent.
7.	Be regular in attendance at services and board meetings and arrive on time.
8.	Do not disclose advance information. Only authorized persons should share information at the proper time.
9.	Discuss freely the main issues; avoid the discussion of personality.
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D.	Emphasize the need for prayer. Practice prayer during the board sessions. Pray for one another. Pray for the pastor. Pray for the entire ministry of the congregation. Remember, until you have prayed about it, nothing is more important. When the board genuinely seeks to discern the mind of the Lord, personal desires and prejudices tend to fade away. Your own opinion and the wish of the congregation are of lesser importance than what God would desire. When your decision is in accord with the will of God, you usually will have peace. 

E.	Remember that diversity of opinions will be necessary but when a decision has been reached, all should support it. That means setting aside personal desires and prejudices for the sake of the body.

F.	Discuss in this orientation period the principle of delaying action where there is considerable disunity of thought. Probably at the next meeting, there will be more unanimity.


CHURCH BOARD PROTOCOL
Board members who have retired should hand over their files to the incoming board members so that all have a complete file. Every board member should be careful to file the monthly materials and keep their files up to date.

To make a filing system effective, minutes need to be published. Then, as these build up over the years, they become a resource especially helpful to new persons. Remember that files are to be kept strictly confidential.

Since board members carry a high degree of responsibility within the congregation, it would be well to honour, recognize and show appreciation for your church board members.

This can be facilitated in several ways. A simple service of installation could be conducted for the new and/or re-elected members. Involve board members in sponsoring agenda items at board meetings. Have them introduce new programs and ministries to the congregation. Often this is more effective than having the pastor or chair make all the presentations. You may also have church board members share in public ministries such as the communion service. Invite them and their spouses to precede the congregation in welcoming new members into church fellowship. Give a note of thanks to church board members for a task especially well done.

Let your church board members know that the hours of labour and their responsibility within the church are deeply appreciated by paying them due respect.

When possible, area and/or regional church board seminars may be arranged by the district superintendent. This time of stimulation, challenge and instruction would relate to orientation as well as information that would be beneficial to the conference.
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COMMITTEES

BENEFITS
1.	The use of committees spreads the administrative load among members of the congregation and broadens participation. This provides church staff members and deacons more freedom for ministry to the people. Through committees, responsibility is delegated and the church is helped to perform its tasks.
2.	The use of committees utilizes skills and talents of members of the congregation and makes the church a more efficient and effective ministering body.
3.	The use of committees gives opportunity for differing points of view to be presented and reconciled, thereby producing more harmony among church members.

	TYPES OF COMMITTEES
There are two kinds of work done by a committee in a church. The first type of work relates to the long-term, on-going ministries and programs that are basic to the church’s life, such as the financial program. For this type of work, the church needs to have committees that are permanent. Such a committee is called a standing (or regular) committee. The members should serve on a rotating basis, with a portion of the committee being replaced each year.


Rotation assures that there are experienced members on a committee and, also, that there are always new people with fresh ideas being involved in church life. Committee members usually serve a three-year term, with one third of the group rotating off each year. After a year off, persons may be reelected to the same committee if the church desires.

The second type of committee work in a church relates to short-term or temporary needs, such as planning for a homecoming or conducting a fund-raising drive. For this type of work, a church uses committees that operate only long enough to accomplish their assigned task. This kind of committee is called a special (or ad hoc) committee. A Building Committee and Pastor Selection Committees are examples. The members of a special committee do not rotate, but serve as long as the committee exists.

Standing committees carry out very different functions from special committees. The work of standing committees usually revolves primarily around the needs of the church to maintain the best of what it now has. Standing committees give attention to maintaining, operating, and stabilizing already-existing ministries and programs that are ongoing.

Special committees, in contrast, usually focus their work on the needs of the church that are short term, such as for constitutional revision or adding an addition to a building. They give attention to creating something new or to revising something old. Special committees are formed and disbanded as needed; they should not continue beyond the time needed to perform their church-assigned task.
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In planning an effective committee structure for a church, balanced attention should be given to meeting the need that a church has to maintain both long-term and short-term ministries and programs.  Long-term ministries and programs require standing committees. Short-term ministries and programs need special committees.  The work of all church committees should be co-ordinated by a central co-ordinating unit such as the church council (or Elder Board). Thus, the chairpersons of all church committees should serve as ex-officio members of the church council, meaning they are on call when needed.

The members of all committees (standing and special) should be recommended by the Nominating Committee and elected by the church. Since the church brings each committee into existence, each committee reports back to the church. There should be a regular time allocated at each church business meeting for church committees to report on work accomplished.

Most of the new committees established by a church will be special committees – although it is not unusual for a new standing committee to be created.  When it seems desirable to form a new committee:
1.	Determine the need for a new committee
2.	Formulate it purpose and duties
3.	Prepare to allocate necessary resources
4.	Present to the church for discussion and vote
5.	Submit personnel needs to the Nominating Committee
6.	Present committee members, with chairperson designated, for church approval
7.	Educate new committee members

	DUTIES OF A COMMITTEE MEMBER
1.	Know the purpose, duties, and members of the committee.

2.	Be present and on time for meetings.
3.	Participate in discussions.
4.	Contribute to the planning and achievement of activities/projects.
5.	Complete assignments as agreed upon.
6.	Keep the committee chairperson informed about progress on assignments.
7.	Report on assignments at committee meetings.

	DUTIES OF A COMMITTEE CHAIRPERSON
1.	Know the purpose, details, and members of the committee.

2.	Request and administer committee budgeting.
3.	Serve as an ex-officio member of the church council.
4.	Plan the agenda for each meeting of the committee.
5.	Conduct meetings
·	each meeting should have a purpose         
·	each meeting should have an agenda
·	each meeting needs resources
·	each meeting should plan for follow-up
·	each meeting should be reported
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6.   Supervise the work of the committee secretary.
7.   Assign responsibility to committee members for follow-through actions.
	8.   Lead the committee to:

·	identify and schedule some activities/projects
·	develop a sequence of actions
·	prepare a timetable
·	determine the resources needed
·	complete activities/projects
9.    Report committee action(s), as appropriate, to the church council and/or the church business
       meeting.
10.  Collaborate as necessary with church staff members, church officers, church council,
       program directors, and other committees.
	
GUIDELINES FOR EFFECTIVE COMMITTEE WORK
1.	Maintain a rotating membership for all standing committees, with one-third of the members rotating off each year.

2.	Maintain non-rotational membership on all special committees, that is, all members serve until the work of the committee is completed or the committee is disbanded by church action.
3.	Limit committee membership for any one person to only one standing committee and, if desirable by the church, to one special committee. (Make exceptions only in unusual circumstances.)
4.	Have the Nominating Committee recommend members for committees, standing and special, to the church. The Nominating Committee should staff newly created committees with at least three members, with one-third of the membership rotating off each year. Add additional members (in any quantity) as necessary, but maintain rotational membership for all committees.
5.	Usually a committee member should not be reelected to the same standing committee for a period of one year following a three-year term. However, a year of ineligibility should not be mandatory. Need and willingness to serve should be the primary considerations.
6.	Have the Nominating Committee designate the chairperson of each committee. (This should be done when the committee members are presented to the church for election. Chairpersons of standing committees should be designated to serve one year. Chairpersons of special committees should be designated to serve until the committee completes its work or is disbanded by church action.)
7.	Assign a church staff member to each committee to act as advisor and consultant. (In a single staff church, there should be no more committees than the pastor can counsel and advise adequately. If necessary, consider asking other key leaders for assistance.)
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8.	Be certain each chairperson understands that he/she – not the pastor or any staff member – is to lead the committee and that committee members – not the pastor or any other staff member – are to do the work.
9.	Prepare a job description for every committee and provide a copy to every committee member.  In preparing job descriptions:
·	use available material and information as a guideline (church practice, church bylaws, pamphlets, books, and resources from other churches.)
·	write with your church’s needs in mind
·	secure committee approval on all parts of each description
·	copy the job descriptions and present them to the church business meeting for approval
·	make them a part of the bylaws or put them in a handbook to give to each church family
·	update the descriptions periodically as the church situation changes.
10.	Provide orientation for new chairpersons and new committee members.
11.	Meet with the chairpersons of each committee periodically to discuss the work to the committee and to co-ordinate activities.
12.	Set aside one night a month (or quarter) as the committee meeting night. (For example, the second Wednesday of each month before prayer services.) Do not expect committees to have unnecessary meetings. Whether the various committees meet should be left to the discretion of each chairperson. Make the chairperson responsible for seeing that members know whether the committee is to meet.
13.	Instruct committees to report directly to the congregation during a regular business meeting when necessary or upon request. (Every committee should report at least quarterly.) Reports that involve major recommendations or require major decisions by the church should be shared with the church staff/church council and deacons for review and/or response prior to the business meeting. Committee reports to the church are beneficial because they:
·	inform the church about the work of a committee
·	develop a spirit of achievement; and
·	provide promotion for the work of a committee.
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	COMMITTEES OF THE ELDER BOARD


ADMINISTRATION COMMITTEE 
The Administration Committee shall be composed of the Senior Pastor, the Church Chairman, the Vice Chairman, the immediate Past Chairman, the Treasurer, the Secretary, and any other Elders designated by the Elder Board.
Duties: They shall…
·	Meet as often as necessary to accomplish their duties.
·	Meet with the Deacon/Deaconess chairpersons whenever necessary to be helpful to them and to provide co-ordination with other aspects of the church ministry.
·	Monthly, receive a report from the Finance Committee and, in consultation with the Finance Committee, make recommendations regarding the current state of church finances to the Elder Board and/or the membership.
·	Receive and approve or reject requests for spending for amounts up to $10,000.00 which are outside the scope or intention of the current church budget. Requests for spending more than $10,000.00 must be approved by the membership at a congregational meeting.
·	Process routine matters and questions of administration and program scheduling.
·	When necessary, report to and make recommendations to the Elder Board on matters of church-wide significance.
·	Identify the Treasurer and two others as the Signing Officers of the church, with two signatures required to validate all cheques.

PERSONNEL COMMITTEE
The Personnel Committee shall consist of no less than six members. At least four committed members shall be selected from among the active members of the church. The Senior Pastor and the Church Chairman shall also be members of the Personnel Committee.
Duties: They shall…
·	Endeavour to present a nominations list containing the names of at least one qualified person for each elected position. In the event, however, that in the opinion of the Personnel Committee, no spiritually qualified persons are available to serve in a given leadership capacity, no name shall be recommended as a nominee for that particular role.
·	Circulate a list of the active church members to the congregation, asking for input regarding the members’ perceptions as to which ones qualify as an Elder or a Deacon/Deaconess.
·	Publicize the nominations list at least three Sundays prior to the date of the special meeting called for the purpose of electing officers.
·	Seriously examine any written and signed objections to the nomination(s) of any person(s) for either an Elder or a Deacon/Deaconess position.
·	Assist the church in administrative matters related to all employed personnel.
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SAMPLE NOMINATION FORM
I recommend the following individual for nomination to the _______________________ Committee

Name____________________________________ Phone_____________________________
Address_____________________________________________________________________
Vocation____________________________________________________________________
Why I’m recommending this person for this committee(s): ________________________________________________________________________________________________________________________________________________________

MEMBERSHIP COMMITTEE
The Membership Committee shall be composed of at least two Elders. The duties of the Membership Committee shall be to:
·	Interview each applicant concerning his/her relationship with Jesus Christ, understanding of the church Statement of Faith and demonstration of a biblical lifestyle.
·	Recommend and present names of applicants to the Elder Board for approval.
·	Process requests for Associate memberships.
·	Process requests for Non-resident memberships.
·	Process requests for Affiliate memberships.
·	Communicate with the inactive members and recommend termination of the membership of those not responding.

STANDING COMMITTEES (See also section under “Church Ministries”)

MISSIONS COMMITTEE
The duties of the Missions Committee shall be to:
·	Develop and maintain a policy outlining the criteria to be used for making decisions regarding missionary support.
·	Organize and promote an annual missions conference.
·	Prepare and submit a detailed annual budget request to the Finance Committee.
·	Organize and promote special missions services and other missions awareness events.
·	Process correspondence from and to missionaries and mission agencies and maintain a file of such correspondence in the church office.

FINANCE COMMITTEE
The duties of the Finance Committee shall be to:
·	Prepare and submit an annual church budget for approval at the Annual Meeting.
·	Report to the Administration Committee regarding monthly cash flow and extra-budget requests for spending.
·	Practice and maintain accurate, legal and ethical methods of receiving, disbursing, and recording all financial transactions of the church.
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·	Ensure accurate financial records are maintained and efficiently archived in the church office.
·	In consultation with the Administration Committee, select annually a recognized accountant to examine the financial records of the society. On occasion, arrangements may be made for an in-house audit. The accountant shall report on the acceptability of the financial records according to generally recognized accounting principles and practices.
·	Regularly report the financial condition of the church to the congregation.
·	Make recommendations to the Administration Committee, the Elder Board, and the congregation regarding the long-range planning of church funds and the handling of the various church accounts.
·	Co-operate with congregation-approved fund-raising efforts for various projects.
·	Host and promote finance-management seminars, will/estate clinics, and planned giving seminars as the needs and opportunities arise.

PROPERTIES COMMITTEE
The duties of the Properties Committee shall be to:
·	Maintain all church properties.
·	Prepare and submit a detailed budget request to the Finance Committee.
·	Co-operate with the Usher Committee to co-ordinate building security, fire safety and personal safety efforts.
·	Make arrangements with a service provider to ensure efficient and timely snow removal from the parking lot so as to minimize inconvenience and danger for staff and congregants.
·	Develop a plan and schedule to ensure the thorough and efficient cleaning of the church facilities. This includes directing and supervising all janitorial workers.

CHRISTIAN EDUCATION COMMITTEE
The duties of the Christian Education Committee shall be to:
·	Schedule and organize all Sunday School, children’s club, nursery, children’s church, Vacation Bible School and other children’s programs and activities.
·	Schedule and organize all adult Christian Education activities.
·	Oversee the organization of events such as an annual church picnic.
·	Suggest and promote Christian Education training seminars and programs as the needs and opportunities arise.
·	Prepare and submit an annual budget request to the Finance Committee.

USHER COMMITTEE
The duties of the Usher Committee shall be to:
·	Usher at all regular and special event services of the church.
·	Co-operate with the Properties Committee to give attention to the matters of building security and the personal safety of people who attend the services of the church.
·	Actively participate in the strategies of welcoming and enfolding visitors and new adherents of the church.
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HOSPITALITY COMMITTEE
The duties of the Hospitality Committee shall be to:
·	Co-ordinate the preparation and serving of the food and refreshments of the social/fellowship ministries of the church.
·	Oversee the use and care of the church kitchens.
·	Submit an annual budget request to the Finance Committee.

LIBRARY AND RESOURCES COMMITTEE
The duties of the Library and Resources Committee shall be to:
·	Acquire, process and make available for circulation an appropriate selection of print and non-print resources.
·	Develop and maintain an accurate inventory of library holdings.
·	Acquire, make available for use, and maintain adequate audiovisual and other technological equipment for church programs.
·	Submit an annual budget request to the Finance Committee.

SOCIAL ACTION COMMITTEE
The duties of the Social Action Committee shall be to:
·	Be attentive to current social trends and issues.
·	Carefully examine those trends and issues which are perceived to have significance to Christian values and beliefs.
·	Research, recommend and organize appropriate responses that could be carried out by the congregation either individually or corporately.
·	Submit an annual budget request to the Finance Committee.

PASTOR SEARCH COMMITTEE (Ad Hoc)
The membership of (insert church here) shall, at a special meeting called for this purpose, choose a committee to conduct a search for potential pastoral candidates.
	Consulting the Congregation

Prior to contacting potential candidates, the Pastor Search Committee shall
a)	survey the congregation to determine their desires in regards to the characteristics of the new pastor, and
b)	present the results of the survey and seek further direction from the congregation at a special meeting called for that purpose.
	Recommendation of Candidates

After locating and carefully interviewing a candidate, the committee shall recommend one candidate to the congregation at a duly called special meeting.
	Issuing a Call

After a “get-acquainted” visit in which the candidate speaks at a worship service, meets a broad spectrum of the congregation in less formal settings to respond to questions, and has an opportunity to become more familiar with the community of _______________, another special congregational meeting shall be called to discuss issuing a formal call to the candidate. A 75% affirmative vote by the membership shall be required to authorize the issuing of a call to a pastor.
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MINISTERING THROUGH COMMITTEES
Committees are often viewed negatively. But churches that take the “priesthood of every believer” principle seriously take committee work seriously, too. Behind most congregational ministries and services lie the efforts of a committee or committees. This imperfect method of co-ordinating ministry has a way of working well enough in the end to advance the mission of the congregation. Keep these things in mind as you work with church committees:
·	Committees exist for the church, not vice versa. Committees have no life independent of the congregation. Committees are to help the larger body of believers implement its ministry.
·	The congregation sets church policy; committees carry out established policies. Because of a committee’s special knowledge of certain congregational needs, however, that committee may propose new policies or changes in existing policies to the church.
·	The function of church committees is to help the congregation accomplish tasks that can’t be done as well by the congregation acting as a committee-of-the-whole.
·	The congregation owes its committees a job description, orientation of its chairperson and members, and a forum for reporting their work to the church.
·	Orientation sessions for committees are intended to 1) discuss how committees function in this church; 2) inform committee members of their specific duties; 3) elect any officers whom the church hasn’t already specified; and 4) train the committee to complete its planning, implementing, and reporting.
·	Regular meetings and special meetings called by committee chairpersons should be held to ensure the consistent service of the committee for the church.
·	Any committee recommendation for congregational consideration should be accompanied by full information (the problem being confronted, the options considered and rejected, and the formal recommendation), sufficient time to discuss the issue, and the resources necessary to implement the solution.
·	Periodically, congregations should evaluate their committee structure in order to cover emerging needs and eliminate any gaps or overlaps in committee duties. Wasted motion is demotivating to all workers, especially volunteers who have less time to invest.
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MEETINGS AND AGENDAS
ANNUAL MEETING
An annual business meeting of the congregation shall be held each year at such date and hour as determined by the Elder Board.
·	Not more than fifteen months shall elapse between annual meetings.
·	Notice of an annual business meeting shall be given to members by announcements in three consecutive Sunday bulletins prior to the date of the meeting or posted on a church bulletin board for three consecutive Sundays prior to the date of the meeting.

SPECIAL MEETINGS
Extra meetings shall be held at such times as warranted.
·	Special church meetings may be called by the Senior Pastor, the Chairman, the Elder Board, or at the request of a minimum of 10% of the active membership.
·	Notice of a special meeting and the reason for the special meeting shall be given to members by announcement in two consecutive Sunday bulletins prior to the date of the meeting or posted on a church bulletin board for two consecutive Sundays prior to the date of the meeting.

RULES OF ORDER
All business meetings shall be conducted according to the general principles found in Robert’s Rules of Order, Newly Revised, and according to any other policies and procedures established by the congregation.

QUORUM
Thirty percent of the active members, but never less than three persons, shall constitute a quorum.

VOTING
·	Except where otherwise provided for in these bylaws, motions shall require a majority of votes cast in order to carry.
·	Only active and associate members 18 years of age and older shall be eligible to vote.
·	There is no proxy vote.
·	During the election of officers, nominations from the floor are permitted if, prior to the meeting, the nominee has consented to the nomination. (Alternative: Nominations from the floor are not allowed without prior approval of the nominating committee.)

CHAIRING DECISION-MAKING MEETINGS
Formal decision making meetings can be intimidating for the inexperienced or uncertain chairperson. Some straightforward principles can be helpful:
·	Limit discussion to one subject at a time.
·	Provide every member an equal right to speak, offer motions, hold office, and vote.
·	Allow for full and free debate.
·	Protect the rights of both the majority and the minority.
·	Set a climate of teamwork, co-operation, and consideration.
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The duties of the chairperson usually include the following:
1)	keeping the meeting moving according to the agenda;
2)	knowing your congregation’s formal documents (such as its constitution and bylaws) and its adopted parliamentary guide (such as Robert’s Rules of Order) well enough to maintain orderliness; and
3)	acting fairly and striving to preserve harmony.
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SAMPLE ELDER BOARD MEETING AGENDA
1.	Call to order by Chairperson
2.	Scripture/prayer/devotional by person enlisted in advance
3.	Approval of/additions to agenda (distribute tentative agenda in advance)
4.	Approval of minutes of last meeting
5.	Follow-up reports from last meeting, if scheduled
6.	Review and evaluate church program events and activities conducted since the last meeting.  As appropriate, receive reports from program and ministry leaders, staff ministers, and committee chairs.
7.	Preview and co-ordinate events and activities planned for the next three months
8.	Plan and/or overview future events and activities that are more than three months away.
9.	Summary of meeting and decisions by Chairperson
10.	Preparation of any recommendations
11.	Assignments for follow-up by next meeting (for example, special projects and reports).
12.	Brief evaluation of meeting
13.	Adjourn

	SAMPLE CHURCH BUSINESS MEETING AGENDA
1.	Call to order by Chairperson (Moderator)

2.	Prayer/devotional
3.	Approval of agenda
4.	Approval of minutes from previous meeting(s)
5.	Church secretary’s report
·	request for letters
·	letters received (for new members)
·	deletions
·	membership statistics
6.	Church Treasurer’s report
7.	Old business
8.	Reports from committees
·	standing committees
·	special committees
9.	Reports from directors of programs and ministries
10.	Report from church council
11.	Report from deacons or other councils
12.	Reports from ministerial staff
13.	New business (from floor)
14.	Adjourn with prayer
	






	B-44
CHAIRPERSON (MODERATOR)


PRINCIPAL FUNCTION
The chief responsibility of the Chairperson is to prepare for and preside at church business meetings; that is, to co-ordinate and facilitate productive business meetings in an orderly, efficient manner. (Many churches require that the pastor serve as Chairperson.)

DUTIES
1.	Develop church business meeting agenda in co-operation with appropriate persons. Copies should be shared with church staff members, chairperson of deacons, and others included on the agenda prior to each session, if possible.
2.	Help members stay informed and involved in church business by promoting attendance and participation in business meetings.
3.	Preside over all church business meetings.
4.	Clarify matters voted on; determine action and follow up as appropriate.
5.	Evaluate each business session and its activities.

RELATIONSHIPS
1.	Work with the Secretary in preparation of agenda before business meetings and in preparation of minutes after meetings.
2.	Consult with church staff members, committee chairpersons, program directors, and other responsible persons in preparation of the business meeting agenda and in evaluation of each business session and its activities.
3.	Follow up after each business meeting with responsible committees, officers, individuals, and others to ensure that decisions are executed.
4.	Be in touch with as many members as possible to know the spirit and mood of the congregation.
5.	Serve as requested on the church council.

TIPS FOR CHAIRPERSONS
1.	Maintain the spirit of Christian love and fellowship while presiding by conducting meetings in an orderly manner. (The Chairperson must maintain a neutral position while presiding. If it is necessary to become personally involved in debate on a question under consideration, ask an assistant to preside.)
2.	Be familiar with parliamentary procedure. Help members to understand parliamentary procedure without embarrassing them.
3.	Insist that motions be stated and seconded before they are discussed.
4.	Suggest that a member make a motion stating: “If a motion is in order, I move…”
5.	Call on the person who makes a motion to discuss it first.
6.	Encourage full and free debate. Lead members to talk through their disagreements.
7.	Execute business with dispatch, making certain that all matters are clear and concise. Avoid wasting time on trivialities. Bring people with differing views and perspectives together in the bond of love.
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8.	Alternate discussions so as to bring out both sides of a question. A member who has not spoken should be given preference over one who has. Be fair and courteous with all.  
9.	Respect the minority. The minority has a right to be heard even though the majority must prevail.
10.	Always take the affirmative vote first. Take the negative vote next; and always take it.
11.	Motion should always be worded in the positive.
12.	Always clarify that an abstention means you will support the decision of the majority.
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SAMPLE EVANGELICAL FREE CHURCH
123 1st STREET
ANYTOWN, CANADA

CONSTITUTION

ARTICLE I
NAME OF THE SOCIETY:
The name of this society (congregation) shall be: _________________________________

SAMPLE EVANGELICAL FREE CHURCH
Herein known as “The Church.”

ARTICLE II
PURPOSE OF THE CHURCH:
The purpose of this church shall be to know Christ Jesus (Philippians 3:10-11) and to glorify
       God (Ephesians 3:21).  We shall seek to do this by:

1.	Gathering believers together for worship, Bible teaching, encouragement, evangelism at
home and abroad, and orderly transaction of church business.

2.	The promotion, organizing, administering and supporting of missions, seminaries of
learning, schools, clubs, Bible camps, publishing and distribution of Christian
literature, conferences, charitable and benevolent institutions, as the Lord provides the means.

3.	Acquiring through purchase, gifts, lease or otherwise such real and personal property as may 
Be necessary for realizing the above goals of the church.

ARTICLE III
STANDING
This church, while remaining an independent body, shall unite and co-operate with the Evangelical Free Church of Canada and the ________District (an association of like-minded churches).  It shall do this by sending delegates to conferences, supporting National and International Missions, Church planting and uniting in any mutual efforts for the furtherance of the Gospel as the church itself may officially decide.

The ministry of this church shall be carried on without the purpose of attaining financial gain for its members.  Any gifts, profits, or other accretions to the church shall be used to promote the Gospel in the City and District of AnyTown, in the province of AnyProvince, Canada, and the World.

This church will operate from the City of AnyTown, AnyProvince.
									  Added 10/01
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ARTICLE IV
MEMBERSHIP:
This church shall receive as members those of any age who have accepted Jesus Christ as their
	Saviour, being born again, and in their lives are manifesting the fruits of a true faith
	In God; with voting rights beginning at age sixteen.

ARTICLE V
DIRECTORS, herein known as OFFICERS:
The officers of this church shall be: The chairman, Vice-Chairman, Recording Secretary, 
	Financial Secretary, and Treasurer.  This will constitute the executive committee.  Two
	or more elders shall make up the Elder’s committee.  Two or more Deacons (trustees) 
	will make up the Deacon’s committee.  Together these committees shall constitute The 
	Church Board.  The Pastor shall be an ex-officio member on all church committees.

ARTICLE IV
BUSINESS MEETINGS:
The Annual Meeting of the church shall be held as soon after the end of the year as is practical,
But must be in the first quarter of the year, when the election of officers shall take place as well as the transaction of such business as concerns the work of the year.  Other business meetings may be called by the board during the year as needed.  Notice must be posted two weeks before any congregational meeting except in an emergency situation.

Four voting members of the congregation may call an emergency meeting after any regular service if one third of the voting members are present.

Emergency situations shall be:  resignation of the board, in part of in mass, an accident to a majority of the board, the board is not carrying out its mandate, etc.

ARTICLE VII
PROPERTY RIGHTS:
  If division occurs in the church, the name and all property are retained by those adhering to the 
constitution and to the _____________Conference of the Evangelical Free Church of Canada.

If the church ceases to function and its organization is dissolved, the property shall return to the District Conference to enable said conference to renew the work or use the values for further Gospel enterprises.

THE END
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Article 1 – Name
	The name of this society (congregation) shall be:

		FIRST EVANGELICAL FREE CHURCH
		Herein known as “the Church”

Article 2 – Purpose
	The purpose of this church shall be to know Jesus Christ as the Bible declares Him.  As we get to know Him, we shall allow Him to make His love known to others through us.  We shall seek to do this by:
1.	Gathering regularly for worship, teaching, prayer, fellowship, and remembering Him in communion, and the orderly transaction of business.
2.	Living out the love of Christ through service to our community, declaring the Good News of Christ through the teaching of the Word, and the support of missions.
3.	Engaging in religious, education, charitable, and benevolent work.
4.	Acquiring by purchase, gift, lease, or otherwise, or dispose of real and personal property for, and on behalf of, the society in the realization of 
	its purpose.

	Article 3 – 	EFCC Statement of Faith

The Evangelical Free Church of Canada is an association of autonomous churches united in a common commitment to God’s evangel--the gospel of Jesus Christ, who died and rose again to give us eternal life. To God's glory, the gospel is the power of God for the salvation of everyone who believes. Our essential theological convictions are vitally connected to this gospel.

God’s gospel originates in and expresses the wondrous perfections 
of the eternal, triune God.
1. We believe in one God, Creator of all things, holy, infinitely perfect, and eternally existing in a loving unity of three equally divine Persons: the Father, the Son and the Holy Spirit. Having limitless knowledge and sovereign power,  God has graciously purposed from eternity to redeem a people for Himself and to make all things new for His own glory.

God’s gospel is authoritatively revealed in the Scriptures.
2. We believe that God has spoken in the Scriptures, both Old and New Testaments, through the words of human authors. As the verbally inspired Word of God, the Bible is without error in the original writings, the complete revelation of His will for salvation, and the ultimate authority by which every realm of human knowledge and endeavour should be judged. Therefore, it is to be believed in all that it teaches, obeyed in all that it requires, and trusted in all that it promises.

God’s gospel alone addresses our deepest need.
3. We believe that God created Adam and Eve in His image, but they sinned when tempted by Satan. In union with Adam, human beings are sinners by nature and by choice, alienated from God, and under His wrath. Only through God’s saving work in Jesus Christ can we be rescued, reconciled and renewed.

God’s gospel is made known supremely in the Person of Jesus Christ.
4. We believe that Jesus Christ is God incarnate, fully God and fully man, one Person in two natures. Jesus—Israel's promised Messiah—was conceived through the Holy Spirit and born of the virgin Mary. He lived a sinless life, was crucified under Pontius Pilate, arose bodily from the dead, ascended into heaven and sits at the right hand of God the Father as our High Priest and Advocate.

God’s gospel is accomplished through the work of Christ.
5. We believe that Jesus Christ, as our representative and substitute, shed His blood on the cross as the perfect, all-sufficient sacrifice for our sins. His atoning death and victorious resurrection constitute the only ground for salvation. 

God’s gospel is applied by the power of the Holy Spirit.
6. We believe that the Holy Spirit, in all that He does, glorifies the Lord Jesus Christ. He convicts the world of its guilt. He regenerates sinners, and in Him they are baptized into union with Christ and adopted as heirs in the family of God. He also indwells, illuminates, guides, equips and empowers believers for Christ-like living and service.

God’s gospel is now embodied in the new community called the church.
7. We believe that the true church comprises all who have been justified by God's grace through faith alone in Christ alone. They are united by the Holy Spirit in the body of Christ, of which He is the Head. The true church is manifest in local churches, whose membership should be composed only of believers. The Lord Jesus mandated two ordinances, baptism and the Lord’s Supper, which visibly and tangibly express the gospel. Though they are not the means of salvation, when celebrated by the church in genuine faith, these ordinances confirm and nourish the believer.

God’s gospel compels us to Christ-like living and witness to the world.
8. We believe that God's justifying grace must not be separated from His sanctifying power and purpose. God commands us to love Him supremely and others sacrificially, and to live out our faith with care for one another, compassion toward the poor and justice for the oppressed.  With God’s Word, the Spirit’s power, and fervent prayer in Christ’s name, we are to combat the spiritual forces of evil.  In obedience to Christ’s commission, we are to make disciples among all people, always bearing witness to the gospel in word and deed.

God's gospel will be brought to fulfillment by the Lord Himself at the end of this age.
9. We believe in the personal, bodily and glorious return of our Lord Jesus Christ with His holy angels when He will bring His kingdom to fulfillment and exercise His role as Judge of all. This coming of Christ, at a time known only to God, demands constant expectancy and, as our blessed hope, motivates the believer to godly living, sacrificial service and energetic mission. 

God's gospel requires a response that has eternal consequences.
10. We believe that God commands everyone everywhere to believe the gospel by turning to Him in repentance and receiving the Lord Jesus Christ. We believe that God will raise the dead bodily and judge the world, assigning the unbeliever to condemnation and eternal conscious punishment and the believer to eternal blessedness and joy with the Lord in the new heaven and the new earth, to the praise of His glorious grace. Amen.
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Article 4 – Standing
	This church, while remaining an independent body, will affiliate with the Evangelical Free Church of Canada by virtue of its being a member of the district in which it is located.  It shall cooperate, and be interdependent with other churches in the denomination, and send delegates to conferences, support home and foreign ministries and any mutual efforts for the furtherance of the Good News of Jesus Christ as the church may officially decide.  The ministry of this church shall be carried on without the purpose of attaining financial gain for its members.  Any gifts, profits, or other accretions to the church shall be used to promote the Good News of Jesus Christ in the town of ___________, the province of _________, and around the world.

Article 5 – Membership
	This church will receive as members those who profess a saving faith in the Lord Jesus Christ, subscribe to the Statement of Faith, demonstrate the fruits of a true faith in God, and commit themselves to support the church by personal involvement, prayer and financial contributions, in accordance with the procedure in the constitution and by laws of the Church.

Article 6 – Officers
Directors, herein known as Officers:
	The Officers of this church shall be: the Chairman, Vice-Chairman, Recording Secretary, Financial Secretary, and Treasurer.  This will constitute the Executive Committee.  Two or more Elders shall make up the Elder’s Committee.  Two or more deacons shall make up the Deacon’s Committee.  Together these committees shall constitute the Church Board.  The Pastor shall be an Executive Administrator-officio member in all church committees.
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Article 7 – Division
	In the event that division occurs within the church, the property and the name of the church shall be retained by those adhering to the constitution/bylaws and practices of the church and the District of the Evangelical Free Church of Canada to which the church belongs.

Article 8 – Dissolution
	In the event that this church should at any time be dissolved, the remaining assets, after the payment of all debts and liabilities, shall become the property of the District of the EFCC to which the church belongs, to enable the said District to renew the work or to use the values thereof for further Gospel enterprises.

Article 9 – Business Meetings
	Business meetings shall be held in accordance with the requirements set forth in the By-Laws.
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BYLAWS OF FIRST EVANGELICAL FREE CHURCH

1.	Church Government:
Routine decisions regarding the general supervision of the Church shall be executed by the Church Board.  However, the membership is the final authority in all matters of church government, and may overrule decisions of the Board.

2.	Business Meetings:
a.	The Annual Meeting of the Church shall be held as soon after the end of the fiscal year
As is practical, but must be within the first quarter following the end of the fiscal year.
At this meeting, the election of officers shall take place, as well as the transaction of
Such business as concerns the work of the year.  Other business meetings may be called by the board during the year as needed.  Notice for meetings must be posted two weeks before any congregational meeting, except in an emergency situation, however, accidental omission to give notice of a meeting to, or the non-receipt of a notice by any of the members entitled to receive notice does not invalidate proceedings at that meeting.

10% of the members in good standing of the congregation may call an emergency meeting after any regular service if one third of the voting members are present.

b.	Fiscal Year:  The fiscal year of the church shall be January 1 through December 31.
c.	Quorum: The quorum for all business meetings shall be one-third of the resident members in good standing, except when calling or dismissing a pastor which shall require 51 percent.
d.	All membership meetings shall be conducted according to standard business procedures such as Roberts Rules of Order (Revised) unless otherwise provided herein.
e.	There shall be no proxy votes accepted.
f.	An independent auditor’s report of all financial records will be completed and presented to this meeting.

3.	Election Procedures
a.	The tenure of all elected positions shall be two years.
b.	No officer may succeed himself for a period of more than 6 years, but is eligible for re-election to the same office after a break of one year.  As far as practical, one third of the elected members to each committee shall be elected each year.
c.	All voting members of Standing Committee, Nominating Committee, and Chairs for all Sub-Committees shall be members of the Church.
d.	Any person wishing to abstain from voting on any given vote shall indicate the same by writing “abstain” on his ballot.  Persons who choose to abstain give silent consent to the decision of the voting members.
e.	Nominating Committee:  Each September a Nominating Committee shall be appointed by the Board.  This committee shall be comprised of the Senior Pastor and four church members, one of whom must be a member of the Board.  The Committee shall choose a chair from among themselves.  The committee shall them attempt to nominate at least 
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one name to each vacant position, then compile and post this information at least two weeks prior to the Annual Meeting.
f.	Vacancy:  Any vacancy occurring during a church year will be filled, if possible, by a Board appointment until the next election.

3.  Election Procedures
      a.	The tenure of all elected positions shall be two years.
      b. 	No officer may succeed himself for a period of more than 6 years, but is eligible for 
	re-election to the same office after a break of one year.  As far as practical, one-third of 
	the elected members to each committee shall be elected each year.
       c.	All voting members of Standing Committees, Nominating Committee, and Chairs of all
	sub-committees shall be members of the Church.
       d.	Any person wishing to abstain from voting on any given vote shall indicate the same by
	writing "abstain" on his ballot.  Persons who choose to abstain give silent consent to the
	decision of the voting members.
        e.  Nominating Committee:  Each September a Nominating Committee shall be appointed 
	by the Board.  This committee shall be comprised of the Senior Pastor and four church
	members, one of whom must be a member of the Board.  The Committee shall choose a 
	chair from among themselves.  The committee shall then attempt to nominate at least one
	name to each vacant position, then compile and post this information at least two weeks
	prior to the Annual Meeting.
        f.	Vacancy:  Any vacancy occurring during a church year will be filled, if possible, by a
	Board appointment until the next election.

4.  Calling a Pastor
        a.	In the event of a Pastoral vacancy, the Board shall convene a congregational meeting to
	elect a Pulpit Committee.  This committee shall consist of at least two board members, 
	and two other members, to a maximum of 6 members.  All members of this committee
	must be members in good standing of the Church.
        b.	This committee shall then collect information on potential candidates and recommend 
	one candidate to the Board.  The Board shall then approve of one candidate and extend
	an invitation to him/her to candidate.  Following his/her candidacy, the membership will
	register their votes by secret ballot.  A seventy-five percent majority vote shall constitute
	a call.

5.  Termination of Ministry
	The terms of pastoral ministry may be ended upon three months from the office 
	notification in writing on the part of the pastor or membership, unless this time period
	is waived by mutual consent.  The pastor shall first present his resignation to the Board
	before it is presented to the membership.  All action taken to dismiss a pastor shall be
	referred to the Board for its consideration before action is taken by the membership.
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6.  Amendments of Constitution and Bylaws
	The Constitution of Bylaws of the Church may be amended at any regular business
	meeting on the church membership.  Such amendment(s) must be presented in written
	form to the church membership at least one month in advance of such meeting.  At least
	fifty percent of the membership must be present at such a meeting in order to acct on
	the amendment(s).  Of that number a seventy-five percent majority vote shall be
	required for approval of such amendment(s).  Approved amendment(s) shall take effect
	immediately.

	The doctrinal statement of this church rooted in the Scriptures serves as our sole basis of
	and practice.  Because of this, it is our intent that this article (#3) never be amended, but 
	if it must be amended it can only be done so with a 95% or greater vote.

7.  Borrowing Powers
      a.	In order to carry out the purposes of the Church, the Board may, on behalf of and in the
	name of the Society, raise or secure the payment or repayment of money in the manner
	they decide, and in particular but without limiting the foregoing, by the issue of 
	debentures.
      b.	No debentures shall be issued without the sanction of a special resolution.
      c.	The members may by special resolution restrict the borrowing powers of the directors,
	but a restriction imposed expires at the next annual meeting.
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