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AUTHORITY AND PURPOSE
The Manual 2007 of the United Church of Canada (“the Manual”) provides for the Pastoral Charge to determine and define certain aspects of its organization.  
As an example, Section 216 of the Manual is part of the section on The Church Council and says:

“Committees. In the model of a Church Council, the Pastoral Charge shall determine and define the organization and duties of those Committees that shall be responsible and empowered to exercise particular functions of ministry; it shall also define the organization, membership, and responsibilities of the Church Council.”
This Local Manual is the document which sets out these items for Forest Hills United Church.

CONGREGATIONAL COUNCIL

The Membership of the Congregational Council (sometimes referred to as “Council”) consists of a Chairperson (who may be a member of the order of the Ministry or a Layperson), a Secretary, a member of the Order of Ministry or a Member of Presbytery, Church Treasurer, the church Delegate to Presbytery, the chair of the United Church Women and the chairs of all Church Committees, or their designates (Clerk of Session, Finance and Stewardship, Christian Education, Fundraising, Outreach, Nominating Committee, Ministry and Personnel, Board of Trustees).

The Chair of the Congregational Council will prepare a written report for the Annual Congregational Meeting.

QUORUM: The Minister or an appointee of Presbytery must be in attendance plus 50%of the members of Council.

Duties:
The Council shall:
1. be responsible for overseeing the spiritual, temporal and financial affairs of the Congregation

2. meet once a month (except July and August) to maintain a current status of all committees’ duties and responsibilities

3. provide direction, when necessary, to all Committees of the Church

4. receive and consider regular monthly reports and decide on recommendations of the various committees

5. consider policy recommendations and, if necessary, seek the approval of the Congregation or other higher authority

6. at the first regular meeting of Council after the Annual Meeting, review the Church Calendar of events and meeting dates of all Committees for the coming year to make sure there are not conflicting dates

A Special Congregational Meeting may be called by Council at any time with notice as set out in the Manual
Be It Resolved

If at any time, there is a need for a decision to be made which has a time frame involved, that decision can be made by Council and at the next annual meeting or at a Special Congregational Meeting the information will be conveyed to the Congregation.

CONGREGATIONAL RESPONSIBILITIES

An Annual Congregational Meeting will be held once a year, in February or March.

A Chair and a Secretary for the Meeting will be elected.

On a Motion, a vote may be taken to allow Adherents, as well as Church Members, to vote on any motions that may come before the Congregation.

At the Annual Meeting the Congregation will:

1. receive policy changes, organizational changes, a financial report and a budget for Approval

2. confirm and approve the appointment of elders and other Committee Members for the upcoming year and

3. receive any other business deemed necessary for approval or discussion.

If they are able, all members and adherents are invited to offer their talents and abilities if there is an area in the work of the Church that they feel they have something to contribute.

A SPECIAL CONGREGATIONAL MEETING may be called at any time on the written request of 5 Members of the Congregation at any time with notice as set out in the Manual
BOARD OF TRUSTEES

Forest Hills United Church shall have a Board of Trustees of which the majority of members must be members of Forest Hills United Church and The United Church of Canada.

Members of the Board are to be elected and/or their membership renewed at the Annual Congregational Meeting for a term of 2 years. This committee shall consist of not fewer than three nor more than fifteen members, including one of the settled members of the Order of Ministry. A Board consisting of nine or fewer members requires a majority to form a quorum. If the Board exceeds nine members, then five constitutes a quorum. There is no requirement that the Minister be present for there to be a quorum.

The Chair of the Board of Trustees shall serve as a member of the Congregational Council.

The Chair of the Board of Trustees shall prepare a written report for the Annual Congregational Meeting.

The Board of Trustees shall appoint a member of their committee to act as the Archivist.

The Board of Trustees shall appoint a representative to sit on the Wills, Bequests and Memorials Committee.  
The Board of Trustees is responsible for holding and administering all property, real and personal, held in trust or acquired for the use of the Congregation of Forest Hills United Church, in accordance with provisions of the Manual of the United Church of Canada. (Trusts of Model Deed)

The Board of Trustees shall be responsible to Congregational Council for:

1. maintenance of the church building, equipment and grounds

2. planning and implementing improvements to the church and grounds

3. overseeing the work of the caretaking staff

4. overseeing the scheduling of church accommodations/facilities and resolving conflicts in scheduling requirements

5. determining financial charges which may be applicable to outside groups using the church facilities

6. the general organization of the office and maintenance of office equipment

7. establishing efficient administrative procedures and

8. control of expenditures for the operation and Maintenance of the Church building, equipment and grounds.

SESSION

Members of Session have historically been known as Elders.  Elders provide a historical theological tie to the early Christian Church and with other United Church organizations. Elders strengthen the continuity of the ongoing administration and operation of the Church through a commitment to service.

An elder must be a member of Forest Hills United Church.

The election and/or renewal of a member of Session will take place at the Annual Congregational Meeting for a term of 2 years. In the interim, names are brought forward to and approved at a Congregational Council meeting.

The conferring of the title “Elder” (Member of Session) on a member(s) of Forest Hills United Church recognizes a sincere and conscious commitment from those appointed to carry out the life and work of the church.

A sincere and conscious commitment to serve Jesus Christ is made by the eIder through an induction ceremony held during a public worship service.

Session will have three sub-committees:

· Church Membership and Pastoral Care

· Worship

· Christian Education

Session will meet as a whole on a regular basis to discuss issues which are deemed to require the input of all elders for the purpose of reviewing United Church of Canada reports and recommending a course of action to the Congregational Council on those issues/reports which the Session believes should be dealt with by the congregation.

A quorum for a meeting shall be defined as 50% plus one (1).
A member of the Order of Ministry settled in or appointed Minister to a Pastoral Charge, or The Pastoral Charge Supervisor must be in attendance at all meetings of Session

The appointment of a Clerk of Session is done on recommendation from Session to the Congregational Council.

The Superintendent of Sunday School will be a member of Session.

The Clerk of Session will serve as a member of the Congregational Council.

General duties:

1. prepare a financial budget

2. prepare and submit an annual report on activities

3. recruit members to Session when needed

4. supervise expenditures within its own jurisdiction, with the help of the Treasurer

5. prepare an annual program of activities with an ongoing review

6. should there be a reason to cancel a Sunday morning church service it is Session’s responsibility to do so through consultation with the Minister and take all possible steps to ensure members of the congregation are notified (radio, web site, e-mail, etc.)

Church Membership and Pastoral Care Sub-committee

Session is responsible for church membership development in the following ways.

1. make initial contact with newcomers to the church and

a. provide these newcomers with welcome packets

b. introduce newcomers to the member of the Order of Ministry

2. co-ordinate tea and coffee after Sunday worship services

3. welcome worshippers at the door on Sunday mornings

4. maintain church bulletin board and information displayed in the Narthex

5. be responsible for the purchase and maintenance of Committee literature and guest book in the Narthex

6. create a Community awareness of Forest Hills United Church through the use of the outside sign and publicity and

7. implementation of specific programs of interest.

Session shall be responsible for overseeing the spiritual affairs of the congregation. Individuals who serve on this sub-committee should be willing to undergo formal training in Pastoral Care.

Under the direction and leadership of the member of ministry the committee will focus on:

1. regular congregational visits consisting of a combination of telephone and personal Visits and

2. coordinate among the committee a system whereby the congregation would be contacted at least twice a year

3. each committee member should be responsible for a select group of congregational members to readily identify any long term absenteeism and/or concerns and to have these findings reported back to the committee for further contact by the minister.

Worship — Sub-Committee

The responsibility of the Worship Committee is to join with the member(s) of the Order of Ministry in the general supervision of the worship life of the Congregation. This Committee shall be responsible for electing its own chair, and the committee’s duties are:

1. to assist the member of the Order of Ministry in the administration of the Sacraments

2. provide assistance and support to the member(s) of the Order of Ministry in administering and formulating policy respecting baptisms, weddings and funerals

3. to join with the member(s) of the Order of Ministry in ensuring that the order of public worship meets the needs of the Congregation

4. to identify, nurture and support candidates to be recommended for the Order of Ministry

5. to provide guidance and offer assistance in the conduct of worship services by groups with the congregation.

6. to maintain a calendar of events, to prepare Special Sunday Services and to announce publicly when necessary

7. to secure pulpit supply when needed

8. to recommend policies for, and provide guidance on the use of, the Church Sanctuary to ensure that such use:

a. does not give offence to any substantial group of church members

b. is not contrary to their conscientious convictions

9. to assist the Nominating and Ministry Personnel Committees in selecting an organist and choir director and work with them in obtaining personnel, and to provide music supply

10. to provide guidance over the choice of worship/study materials

11. to organize and supervise the ushering activities and greeters at the door

12. to recruit lay readers

13. to supervise the care of chancel

14. to assist the member(s) of the Order of Ministry in arranging classes for the instruction of communicants and those preparing for church membership as well as the selection of appropriate material, and

15. to maintain the Communion Roll/Membership List, Baptism, Marriage and Death records.

Christian Education Sub-Committee

Session will be responsible for planning and directing the Christian Education/Leadership program of the Church to the end that we all may become more like Jesus in thought, word and deed in the following ways:

1. recruiting Sunday School Teachers and support staff for the Sunday School, including Superintendent and Assistant Superintendent

2. providing leadership and support to all teachers and leaders

3. studying and selecting appropriate curriculum materials for the execution of the various programs for the children and young adults

4. arranging for such special events as installation of Sunday School Teachers and /or events throughout the year (White Gift, Christmas, Easter etc.)

5. planning and providing for teachers’ training and leadership enrichment courses, events and other opportunities and/or resources if available, required or necessary
6. arranging for adult education.

MINISTRY & PERSONNEL COMMITTEE

The Members of the Ministry & Personnel Committee shall be elected and/or renewed at the Annual Congregational Meeting for a term of 2 years.

The Chair of this Committee shall serve as a member of the Congregational Council.

The Chair shall prepare a written report for the annual church meeting.  It should be noted that, while the Forest Hills United Church Local Manual provides a useful overview of M&P Committee duties, each committee member is to have a copy of and is to refer to the full Ministry & Personnel Handbook, which provides greater detail.
Duties of the Committee:

1. to provide a consultative and supportive agency for the staff of the Pastoral Charge and for members and adherents of the Congregation

2. to review working conditions and remuneration for the staff of the Pastoral Charge and make appropriate recommendations to the Congregational Council

3. to oversee the relationship of the staff of the Pastoral Charge to members of the Congregation and others, including:

a. reporting of actions to Congregational Council

b. developing and publicizing a process for raising concerns in the Pastoral Charge

c. acting as a “conduit” for appropriately raising concerns for congregational feedback related to ministry personnel and staff

4. to oversee the relationship between and among different members of the staff of the Pastoral Charge with respect to their responsibilities and authority

5. to consult with the members of the staff of Pastoral Charge about their plans for continuing education, and to ensure that those eligible avail themselves of the provisions for continuing education and that money and time are made available

6. to review and evaluate annually the effectiveness of the staff of the Pastoral Charge as those persons and positions relate to the mission of the Pastoral Charge as defined by the Congregational Council

7. to maintain close liaison with Presbytery Pastoral Relations Committee

8. to review regularly the responsibilities of all staff of the Pastoral Charge and revise position descriptions when required or requested

9. to meet at least annually with each staff member to review last year’s performance compared to goals and to assist the staff member to review the staff members goals for the coming year

10. to receive from each Ministry Personnel settled in or called to the Pastoral Charge a current police records check, at the expense of the Pastoral Charge, no later than the completion of each three-year period of the pastoral relationship

11. to maintain Ministry & personnel files and records as appropriate, including a general M&P file and a separate and confidential file for each Ministry Personnel & staff person.

FUNDRAISING COMMITTEE

The Manual 2007 of the United Church of Canada refers to this committee as the 
“Ways and Means” committee.  At Forest Hills United Church we refer to this as the Fundraising Committee.

The Members of the Fundraising Committee shall be elected and/or renewed  at the Annual Congregational Meeting for a term of 2 years.

The Chair of the Fundraising Committee shall serve as a member of the Congregational Council.

The Chair shall prepare a written report for the Annual Meeting.

The responsibility of the Fundraising Committee is to organize and co-ordinate fund-raising activities to supplement the necessary operating expenses of the Church.

FINANCE AND STEWARDSHIP

The Members of the Finance and Stewardship Committee shall be elected and/or renewed  at the Annual Congregational Meeting for a term of 2 years.  The Church Treasurer (who must be a member of Forest Hills United Church) shall be a member of this Committee.

The Chair of the Finance and Stewardship Committee shall serve as a member of the Congregational Council.

This Committee is responsible to the Congregational Council for designing a program to develop and deliver the financial needs of the congregation.

The duties of the Committee are:

1. to prepare annually a budget for the financial needs of the pastoral charge

2. to prepare a recommendation for the estimated Ministry & Personnel contribution

3. to prepare the draft budget and proposed M&S contribution and present it to Congregational Council prior to the annual meeting
4. to present such budget and M&S recommendation as may be approved by Congregational Council to the Congregation at the Annual Meeting

5. to arrange for the counting, recording and deposit of weekly offering

6. to provide such assistance to the Envelope Secretary and Church Treasurer as they may require

7. to meet monthly to review the income and expense statement prepared by the church treasurer and the financial position of the pastoral charge

8. to liaise with such other committees of the pastoral charge as may be involved in the financial work of the pastoral charge

9. to deal with, in conjunction with the Board of Trustees, any lender to the church

10. to communicate from time to time with the congregation concerning the financial status of the pastoral charge and its financial needs

11. to provide such assistance to the auditors as they may require

12. to present the financial year to date results to the Congregational Council periodically through the year and to present the annual financial statements to the congregation at the Annual Meeting.

13. The Church Treasurer, who is a member of the Finance Committee, will maintain proper accounting records in accordance with the United Church of Canada Handbook for Church Treasurers.

CHURCH TREASURER

The appointment of Treasurer of Forest Hills United Church is done on recommendation from the Finance and Stewardship Committee to the Congregational Council. 

The Treasurer will serve as a member of the Congregational Council.

The responsibilities of the Treasurer shall be to manage the financial commitments of the Church on a regular day-to-day basis.

The Treasurer will present financial updates to the Congregational Council periodically through the year and present the annual financial statements to the congregation at the Annual Meeting.

The Treasurer will maintain proper accounting records in accordance with the United Church of Canada Handbook for Church Treasurers.

The Treasurer will provide such assistance to the auditors as they may require.

The Treasurer will prepare a written report for the Annual Congregational Meeting.

NOMINATING COMMITTEE

The Nominating Committee will be responsible to Congregational Council.

The Nominating Committee will consist of a minimum of three members, one of whom will serve as Chair of the Committee and attend, as a member, Congregational Council meetings each month.  Members of this Committee will be elected and/or renewed  at the Annual Congregational Meeting for a term of 2 years.

The Chair of the Nominating Committee shall prepare a written report for the Annual Meeting.

The Nominating Committee shall  at the Annual Meeting present a slate of members for election and/or renewal to each Committee of the Church.

In the event that any Committee, during the year, has a need to fill vacancies the Nominating Committee will offer that Committee assistance and those vacancies will be filled on recommendation from the Nominating Committee and be approved by Congregational Council.

WILLS, BEQUESTS AND MEMORIALS COMMITTEE

The Membership of the Committee will consist of the Chair of the Congregational Council, who will act as Chairperson, and three other members of the Congregation. These members will be elected  at the Annual Church Congregational Meeting for a term of 2 years.

The Committee will meet a minimum of once a year.

The Committee shall keep a permanent record of wills, bequests and memorials.

The Committee will make recommendations on money and other donations from wills, bequests and memorials through the Finance and Stewardship Committee.

THIS COMMITTEE IS PRESENTLY INACTIVE AND NON-EXISTENT (Motion from Congregational Council Meeting of January 31, 2005) UNTIL FUTURE NEED OR NECESSITY, AT WHICH TIME BY MOTION AT THE ANNUAL CONGREGATIONAL MEETING OR A SPECIAL CONGREGATIONAL MEETING THIS COMMITTEE WOULD THEN BE RE-ACTIVATED.

OUTREACH COMMITTEE

The Outreach Committee is responsible to the Council to ensure that the Congregation is active in examining the needs of the local and global community, and to design and initiate plans and projects to enable the Congregation to minister to those needs from the Christian Perspective.

The Members of the Outreach Committee shall be elected and/or renewed at the Annual Congregational Meeting for a term of 2 years.

The Chair of the Outreach Committee will serve as a member of the Congregational Council.

The Chair of the Outreach Committee will prepare a written report for the Annual Meeting.

The committee will keep the Congregation informed of the outreach work being done by the Forest Hills Outreach Committee and the United Church of Canada.

The committee will work with and encourage the congregation to co-operate with the outreach work of other churches, social and community agencies.

FOREST HILLS UNITED CHURCH WOMEN (UCW)

This unit starts each meeting with the statement of purpose of the UCW which is as follows:  To unite all women of the Congregation for the total mission of the Church and to provide a medium through which we may express our loyalty and devotion to Jesus Christ in Christian witness, study, fellowship and service.

The UCW has an executive, elected at the first meeting in January of each year, which consists of a President, Vice President, Secretary, Treasurer and Past President.

UCW normally meets monthly (except July and August).

The UCW is responsible for the care and maintenance of the Church kitchen including the physical appearance and cleanliness and the financial responsibility for its upkeep.

The UCW will maintain their own bank account and The President will provide an annual report with attached yearly financial statements to be included in the Annual Report of the Congregation.  This will be presented and open for discussion at the Annual Congregational Meeting.

The President of UCW or a representative will be a member of the Congregational Council.

The President of UCW or a representative will attend Halifax Presbyterial Executive meetings.

PRESBYTERY REPRESENTATIVE

The Presbytery Representative shall be elected and/or renewed at the Annual Congregational Meeting for a term of 2 years.

The Presbytery Representative will be a member of the Congregational Council, and report back to the congregation with any important issues or items of interest.

The Presbytery Representative will prepare a written report for the Annual Meeting.

Halifax Presbytery normally meets the second Tuesday in the months of September, November, January, March, May and June. The annual meeting of Maritime Conference is held in May.

Presbytery operates through a system of standing committees such as Pastoral Relations, Pastoral Oversight and Social Justice.  Presbytery Representatives are generally expected to serve on one of these.
The work of presbytery is to provide fellowship and support among local churches, to oversee the health and religious life of Pastoral Charges, to oversee all paid ministry personnel and students in the process of training for the ministry, to oversee all church property and finances, and to be the major method of communications between the courts of the church.

HISTORY OF FOREST HILLS UNITED CHURCH LOCAL MANUAL
Original

March 1986

Title “Organizational Chart”
1st Revision

Spring 1994

Title “Organizational Chart”
2nd Revision

February 2005
Title “Organizational Chart”
3rd Revision 

February 2009
Title “Local Manual”
It is through the dedication and hard work of all the Committee Members, their Chairs, and the continued support of our whole Church Family that we have grown and succeeded as we have.  We hope that everyone will continue to actively search out their own place in this, our Church Family at Forest Hills United Church.



