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I.  INTRODUCTION
     Congratulations!  You have been elected as an officer, Trustee, Elder, Deacon or committee chairman for Hill Country Christian Church (Disciples of Church).  You have been recognized as a special person with unique gifts for leadership, faith, and service.   Whether you are a new member or have been for many years, and whether you are a newly elected leader or have been one before, this handbook is for you.  Use the margins for your own notes. You will find here guidelines for successfully executing your position.  


Use of This Handbook

     While the primary focus of this handbook is on job descriptions and responsibilities of elected leaders, any member of the congregation will find it helpful for getting to know the who, what, when, where, why, and how of holding a leadership position at Hill Country Christian Church.  This handbook includes: 

· Guidelines for organizing and executing duties

· Formats for recommended reports

· Tips for leading board and committee meetings

· A description of the duties of elected leaders (officers, Trustees, Elders, Deacons, committee chairmen)

· A listing of some available resources 

     An important overall theme for this handbook is that it provides “guidelines,” not step-by-step, must-do instructions.  In keeping with the spirit of our denomination, trust and responsibility are delegated to you.  It will be up to you to keep detailed instructions necessary for day-to-day execution of your position and to provide continuity to your successor.   

      As a footnote, this handbook uses informal language and uses the term “chairman” to be consistent is “Robert’s Rules of Order, Newly Revised,” which governs all congregational business (discussed later in this handbook).


Fulfilling Our Purpose and Mission

     As a member of Hill Country Christian Church (HCCC), you share in a community of believers who are organized for mission.


     Within the Christian Church (Disciples of Christ), each church’s constitution and by-laws provide essential structure for fulfilling our purpose and mission at the congregational level.    As a leader within HCCC, it is imperative that you thoroughly read and maintain copies of HCCC’s Constitution and By-Laws (see Enclosures 1 and 2).   Reading these provides the best starting point for getting familiar with our purpose, mission, and the expectations of your leadership position. 




II. BASIC RESPONSIBILITIES OF ELECTED LEADERS

     Electing leaders at HCCC serves two basic purposes: making sure our purpose and mission are carried out in service to God, our church, and our community; and providing an opportunity for personal and spiritual growth of congregational members.  Leaders give and receive.  You will give of your time, energy, and effort.  In return, you will come to better understand our mission, grow spiritually, learn new skills, and be sustained by the knowledge that you are making a very positive difference.


Expectations
     Some expectations are placed on you as a leader and team member.  These include the need to be punctual, to be prepared, to be in regular attendance, and to be attentive to tasks at hand.  Further, you have certain duties relating to:

· Program planning for mission

· Administration

· Finances

· Record-keeping

· Nominations and continuity

     As an elected leader, you are to plan programs and activities that fulfill the purpose of the mission area for which you have responsibility.  You will assume and/or assign responsibilities for all basic functions in your area of mission emphasis.  You are expected to carry out administrative functions, including signing of documents and maintaining administrative records.   You may be required to receive and disburse funds, prepare monthly or annual statements, or submit books for audit.  You should keep a record of the decisions and activities of the group, and recommend leaders for election.  Also, maintaining a continuity book for you and your successor is a must.


Group Process
     As a group leader, it is your responsibility to enable the group process, and thus help accomplish your group’s assigned mission tasks.  With this in mind, let’s examine two different styles of decision-making.  

     The first style is decision by consensus.  This style is effective in small groups and in planning, dreaming, and brainstorming at the committee level.  However, the leader needs to be skillful in keeping the group focused on the subject and in drawing the decision-making process to a conclusion at the appropriate time after all relevant options have been considered.

     The second style is decision by parliamentary procedure.   At HCCC we use “Robert’s Rules of Order, Newly Revised” for procedures and protocol for conducting meetings.  All elected leaders are expected to become familiar with this document.  This style is used in larger and more formal meetings (like our Congregational Meetings and General Board meetings).  Parliamentary procedure helps leaders run meetings more smoothly and effectively by providing a structured process for decision-making.

Consensus Decision-Making

     Consensus decision-making emphasizes the cooperative development of decisions by group members, rather than the competitive development of decisions.  It differs from other styles of decision-making in that one of its key principles is that everyone needs to be heard.  Other basic principles include cooperation, support, understanding, openness, acceptance, and satisfaction.   

     An important goal of consensus decision-making is that all group members will consent to the decision reached.  Full consent does not mean that everyone must agree with or be completely satisfied with the final decision.  Indeed, total agreement in that sense is rare.  A member has the right to differ from the consensus view.  The group’s decision, however, must be acceptable enough so that all members agree to support the larger group in implementing it.

     Consensus decision-making is a cooperative, creative learning process through which members of a group support one another in their collective goal of being more understanding, open, and caring human beings.

Parliamentary Procedure:  “Robert’s Rules of Order”
     Parliamentary procedures, as set forth in “Robert’s Rules of Order, Newly Revised” (Enclosure 3), could be called the good manners of a meeting.  Its rules are based on the principles of justice, courtesy, good order, guarantee of rule of the majority, and protection of the rights of the minority.  

     Under “Robert’s Rules of Order,” members introduce new business by making a motion.  Those who wish to speak, address the chairperson.  Once recognized, a member concisely states his or her opinion and its underlying reasons.  The member introduces a motion with the words:  “I move that…” and states a motion.  The motion must then be seconded to be considered.  If the motion is seconded, the recorder for the meeting (usually the secretary) enters it into the minutes.   

     The chairperson serves as the primary facilitator for the meeting, thus helping to assure a fair decision-making process.  The chairperson seeks a balance of opinions, and does not draw out the members’ differences or antagonisms over an issue.  When discussion ends, the chairperson restates the motion and presides over the vote.

     As chairperson, you say:  “The motion is (whatever the motion may be); those in favor please say ‘Aye.’  Those opposed?  ‘No.’ Abstentions?”  Always call for the opposing vote and abstentions, even when the vote seems to be unanimous.  Declare the outcome of the vote.  When the outcome seems clear, you may state, “By common consent,” or “If there are no objections.”  The recording secretary notes “Motion passed,” or whatever is the outcome.

     Pass along to the secretary any written reports that are presented that contain information for the record. When adding a report to the minutes, the chairperson simply says, “If there is no objection, the report is accepted and will be included in the minutes.”  If the report contains recommendations, ask for a motion to adopt, amend, or refer these recommendations for further study.

     A motion to adjourn must be seconded, voted upon, and the result announced.  You may secure the vote by silent consent:  “If there is no objection, the meeting is adjourned.”


Tips for Running a Meeting
     The chairperson sets the tone of a meeting by modeling appropriate and loving behavior.  Encourage members to respect one another as they discuss business and make decisions.  Setting the right tone is all-important.  Consider beginning the meeting with a prayer or short meditation.

      Ask members to express their opinions honestly and concisely.  If opinions differ from one person to another—as is inevitable—each member should direct his/her comments at the content of the motion or group discussion, and not attack the others personally for holding different views.  Let the participants know in no uncertain terms that everyone’s ideas have value.  Encourage creative problem-solving.  Discourage competitive behavior in which one side emerges the winner and the other side becomes the loser.

     Some elements of problem-solving include:

· Defining goals and needs

· Identifying and defining problems or obstacles to reaching goals or fulfilling needs

· Naming ways these goals or needs can be met

· Deciding the best way(s) to reach each goal or meet each need

     In problem-solving, people work together on a shared task.  As the chairperson, you help the group to come to its own respectful and reasonable decision. Remind members that our overall task is to fulfill our purpose as a nurturing community of Christians involved in mission.  Again, starting the meeting in prayer is recommended.  This sets the tone and helps keep the focus on God and God’s work.

     Enable all participants to express their views, but give gentle yet firm guidance when the group needs to move along.  Keep the focus of discussion on the task.  If the group wanders, guide it back.

     Build a nurturing community and remain aware of the deeper reasons for the group’s gathering.  There are many ways to do this.  One way is to incorporate prayer or a short meditation.  Or, plan time for personal sharing, perhaps informally during a refreshment break.  You should also express appreciation for good works accomplished, and celebrate one another’s contributions!


Leadership Attitude
      You set the tone for the group.   You are a leader of and advocate for HCCC.  Sometimes this requires speaking up, and other times it requires yielding to the group’s consensus.  Discontent within a congregation is always disturbing and sometimes destructive.  Seek conflict resolution in a face-to-face, Christian manner.  As an elected leader, your commitment and enthusiasm are vital.  You will likely have opportunities for promoting harmony within our church, within our community, and within the Christian Church (Disciples of Christ).  Be alert to success stories that can be shared, such as a project recently completed, a special event, a new member gained, or a financial success.

     Important work will occur outside of formal meetings as you interact with our ministers, with members of the congregation, and with the community.  Sometimes you may hear of difficulties caused by misunderstandings or honest differences of opinion.  By correcting misinformation at once and encouraging discussion, small brushfires can be contained.  By displaying a positive, attitude, with commitment and enthusiasm, you promote Christian ideals and actively contribute to fulfilling our mission and purpose.  Having the right leadership attitude is all important—and contagious!


Tips on Publicity and Promotion
     Communication involves sending and receiving messages.  Your goal is to send the right message to the right people at the right time and place in the right media to be heard, understood, and acted upon.  Consider using several media to reach your goal.  The more people encounter a message, the more likely they are to respond in the way you desire.  There are several media that can help you reach your goal:

· Church newsletter

· Email

· Flyers

· Posters 

· Banners

· Bulletin boards

· Brochures

Newsletters

     Each month, HCCC mails a newsletter, “The Hill Country Caller,” to our congregational membership. Inputs or articles must be to the church office by the 20th of each month, in order to meet the publication deadline. Consider using the church newsletter to:

· Place announcements about upcoming meetings and events

· Print the monthly calendar of events

· Invite prospective members to meetings and events

· Recognize members for outstanding service

· Share news about what HCCC and your committee are doing in mission

· Tell others about how to get involved in activities and campaigns

· Teach others about our church’s purpose and mission

· Survey the congregation to elicit feedback on their needs, meeting times, interests, and other information that would be valuable to involving all members of the church

· Advertise HCCC’s website, or other useful Christian Church websites.

Email

     Email is a great way to reach church members in a quick and informal manner.  In the HCCC “Membership Directory,” you’ll find email addresses.  Using email saves on mailing costs and long-distance phone calls, and it reaches individuals often more quickly than other media.  

      If you need to ensure individuals received emailed information, simply add a "Return Receipt Requested” flag.  Also, if you send email on a regular basis to a group of individuals, consider building a group email address to save typing and time.  

Flyers
     Develop flyers to be used in church display racks or as Sunday bulletin inserts.  Remember that there are several free resources available from the Christian Church that can also be used.  Other ideas for flyers include:

· Information on special events sponsored by HCCC or your group

· Information about HCCC and the Christian Church (Disciples of Christ), including purpose, mission, history, founders, beliefs, etc.

Posters
     Posters serve as a means of advertising special events or providing information on a particular subject.  Consider these tips when designing your posters:

· Make them as large as possible to fit the display space

· Keep them simple; avoid too much information

· When advertising an event, be sure to cover who, what, when, where and why
· Use eye-catching drawings, symbols, photographs, and bright colors, but limit these effects. 

· Place posters in clearly visible locations early enough to attract people to the event

Banners
     Banners can serve the purpose of projecting an image of the organization, promoting a theme, or conveying a message.  Consider using environmentally friendly materials when creating a banner or poster.  Make the message short and informative, and hang it in a prominent place to attract attention and participation.

Bulletin Boards
     Bulletin boards can be used to tell the story of HCCC and your committee in mission.   When possible:

· Choose a bulletin board that is seen frequently by the total church membership. 

· Keep the board displays current.  Remove outdated information.

· Find members who enjoy doing bulletin boards.  If they are not members, involving them could encourage them to join.

· Make a yearly calendar of what you want on the bulletin board every month so that you have a plan.

· Consider using the bulletin board to display pictures of people and events; to tell a visual story; to display our purpose and mission; to highlight supported institutions; and to advocate issues in which HCCC and your committee are involved.

Brochures
     Brochures are one of the most important methods for providing information to prospective and new members.  Brochures should contain facts about HCCC and/or your area of responsibility, including:

· Program topics

· Meeting times and locations

· Points of contact, phone numbers, and email addresses

· Related background information, including other mission work or events in which HCCC and/or your group/committee are involved.


Evaluating Programs

     As an elected leader, you are expected to evaluate programs under your responsibility, and to help in evaluating others.   This improves the overall quality of the work within our groups and committees, and helps us keep focused on meeting HCCC’s stated purpose and mission.  

     You need to evaluate programs for which you and your committee are responsible.  For a short-term program, evaluate it both immediately after it has concluded and in a more thorough way at least annually.  For a long-term program, set dates for periodic evaluations.  The following are sample questions for quick evaluations and more in-depth evaluations.

Sample Questions for Quick Evaluations:

· What worked well in this program?

· Where did we struggle or fail to achieve the program’s goal?

· What did we learn for the future?

Sample Questions for In-depth Evaluations:

· What was the purpose of the program, and how was it fulfilled?

· How did the program contribute to HCCC’s mission, and which mission areas were represented?

Elements of the program to evaluate, as applicable:

Worship

· Did it help proclaim the good news of the gospel that Jesus Christ is Lord and Savior?

· Did it nurture in all persons a faith and commitment to Jesus Christ?

· Did it help equip our members to reach out in ministry to all people in the Hill Country?

· Did it help invite others to worship the Lord with us, through prayer, music and meaningful praise?
Program
· Did it meet the needs of participants?  If so, how?  If not, why not?

· Did the program hold the group’s attention?  Why or why not?

· Was the program informative or inspirational?  In what ways are members more knowledgeable about the purpose and mission?

· Did the program result in any group actions or follow-up?

Membership Nurture

· Did the program give members a sense of community?

· What was the level of fellowship at the meeting or event?

· How can we become more supportive of one another through our programs?

Business Meeting

· Was the business of the board or committee meeting handled adequately?

· Were members involved in the decision-making process?

· Was the business session too long?  Too short?

· How can we improve the business session?

Setting Goals

      As an elected leader, you are expected to set goals for your group and area of responsibility, and evaluate progress toward meeting these goals.  You will likely involve your whole group or committee in goal setting.   Keep in mind, goals must be reachable.  Don’t make the mistake of committing your group to unrealistic goals.  At the same time, goals must challenge us to reach farther than we ever have before—and deeper within ourselves.  Take care that you do not underestimate the commitment, abilities, and enthusiasm of your group’s members.  Living out our purpose is energizing!

Step One
     The first step of goal setting is to evaluate your group’s program during the past year(s).  Some ways of gathering information might include:

· Examine written reports and records.  Draw conclusions from these reports and records that anticipate the future needs of your group.

· Interview a diverse group of members, using both standard questions and at least one open-ended question that enables respondents to add anything of consequence.

· Guide a discussion with members generally on matters of concern to the committee.

· Give questionnaires to the entire congregation or a selected group that adequately represents the full diversity of the congregation.

· Share, as part of a board or committee meeting, your individual observations and reflections.

Step Two

     As a leader and member of HCCC, we have a stated purpose and mission.  All goals of your group are to fall within this purpose and mission, and within the budget designated for your area of responsibility.  Keep this in mind as you make your plans and establish your goals.
Step Three

     Describe each goal in such a way that you will know how, by whom, and when your group has attained the goal.  Goal setting answers the following questions:

· Who is involved?

· What will they do?

· When will they do it?

· Why will they do it—what is the purpose?

· When will they be finished?

· What measures will be used to evaluate whether or not the goal was accomplished?

· Who will do the evaluation?

     Establish more than one goal, but be realistic.  Three or four major goals a year are about all that a group can accomplish practically.  Goals are for emphasis.  All the work of the unit does not have to be defined in terms of specified goals.  Some goals will be appropriate for the whole church and others for committees, groups, and sub-group.  Some examples include:

· Financial goals:  “By December 31, 2004, we will have increased our giving to ____ by 10 percent over last year’s pledge.”

· Connectional goals:  “By December 31, 2004, we will have at least one representative on the board for the community family shelter and food bank.”

· Worship goals

· Social involvement goals

· Membership goals

· Spiritual development goals

· Property improvement/building goals

Step Four

     Evaluation is an essential aspect of goal setting.  Constantly ask yourself such questions as:

· Are we accomplishing our goals?  If not, what is holding us back?

· Does the goal fit into HCCC’s mission, purpose, goals and current budget?

Step Five

     When you accomplish your goals, congratulate yourself, other committee members, and HCCC.  Celebrate the work done as disciples for Christ!


Working with a Budget     

Goals within a Budget 

      The previous section addressed setting goals that fall within the purpose, mission and budget of HCCC.  This includes setting goals within the allocated funding in the budget for your area of responsibility (called a “line item”).   It is important when you take office to determine funds available to your group.  When you set your goals, do not forget to prioritize.  Prioritizing goals is important because most groups have more goals than are fiscally possible to accomplish.  

     With the help of your committee, you’ll likely need to determine a “cut line” for your goals list, based on allocated funding.  This should be done early in the year, or soon after an updated or annual budget for HCCC is approved.   If you feel your group needs more funding to accomplish needed goals, present your request and justification to the General Board, in the form of a motion.

Annual Budget Requests

     All members of HCCC are involved either directly or indirectly in the budget process of the church.  The greater the involvement by members, the greater the acceptance and support.  When members know, accept, and understand the need, the more they are willing to give.

     At HCCC, we usually hold the stewardship campaign before preparing an annual budget.  Therefore, the budget approved by the congregation at the annual Congregational Meeting (usually held in November) becomes a “goal” program-oriented budget.  The “expenditure” budget is prepared later.  

     During the financial year, the Treasurer prepares a month-by-month budget, incorporating information about receipts (contributions from members, fundraisers, etc.) and expenditures.  Adjustments during the year are always necessary, due to unanticipated costs, changes in income, and new programs.  Budget shifts are allowed, if approved by the General Board.

    About mid-year, you will be asked by the Stewardship Committee to provide a budget request for the following year for your area of responsibility.  Keep the following in mind as you formulate your request:

· What program changes might be expected?

· Did we have too much or too little monetary support this year, related to what we need next year?

· Don’t forget what changes any new building may make on your programs

Allocated Funding

     There is another important consideration to keep in mind for working within a budget.  The line-item amounts in the budget reflect the total amount allocated for areas of responsibility for budget periods. It reflects existing plus anticipated funding, and therefore, may not reflect actual money in the bank.  Anticipated funds include pledges, offerings, fundraisers, etc.  As an elected leader you need to be aware of this as you conduct business.  

     You are required to obtain prior approval from the Treasurer before making significant purchases. This is to ensure the purchase is officially approved and that money is actually in the bank.  Also, during times when the church budget is tight, you may be asked not to make purchases or to minimize purchases for a time period.  

Reimbursements

     For reimbursements for spending by your committee, you need to complete a “Check Request.”  The form requires two signatures—one by the person requesting the refund, and one by the committee chairman or person responsible for the budgeted line item.  Note also, the request must have an attached invoice, receipt and/or other authorization for this expenditure.  Turn the form in to the church office secretary, who will pass it to the Treasurer.   It usually takes two to four weeks for a refund.

     Obtain the “Check Request” form from the church office.  It looks like:


Continuity File

     Each elected leader and committee chairman needs a continuity file with basic information for fulfilling his or her assigned responsibilities.  At a minimum, certain “base-line” resources are required in order to formulate mission goals and work within allocated funding.   Your files should include:

· Key publications of the Christian Church

· HCCC’s Constitution and By-Laws

· Current HCCC membership directory

· Copy of “Robert’s Rules of Order, Newly Revised.”  

· Minutes from General Board meetings for the last 12 months

· HCCC’s budget and goals for the current year

· Any other relevant information

     A loose-leaf binder is one way to organize materials.   A binder with pockets can hold more materials and brochures.  Use tabs to help find information quickly by topic or year.  Organize the material so that it suits your needs, and is usable and understandable by your successor.

     Your file will increase in value as you add materials you find useful.  When you prepare to pass on your file, discard outdated materials.  As soon as possible after your successor’s election, give him or her the file.  Share the contents of your file and your experience as an elected leader.


Helpful Resources

     As an elected leader, you need to know of useful resources available to you.  These include Internet websites, brochures, books, videos, etc.   An excellent starting point is the Christian Church (Disciples of Christ) website at www.disciples.org.  This is a website that all Disciples should know about.  It includes: resources; news; general ministries; vision; information on the Christian Church’s history, purpose, mission, baptism, communion, chalice, beliefs and practices; calendar of events; learning institutions, General Assembly, and much more.   Look at the “Resources” index, which includes the following:   


     Also, take a look at the website for the Christian Church of the Southwest, at www.ccsw.org.  It includes: a calendar of events, vision, news, camp information, seminars, announcements about clergy placement, regional directories, ministry resources, congregation finder, and more.

     The website for Cokesbury Bookstore is also a useful resource, at www.cokesbury.com.  It includes a section for resources specific to the Christian Church (Disciples of Christ).   In another section, you will find a series of handbooks produced by the United Methodist Church, called “GUIDELINES for Leading Your Congregation, 2001-2004.” The series is available as a set or as individual handbooks ($2.50 per handbook).  They include guidelines for: church historian, trustees, finance, worship, evangelism, stewardship, Christian education, children’s ministries, youth ministries, adult ministries, family ministries, and more. 

     Another extremely useful resource is a document titled, “Church Administration and Finance Manual, Resources for Leading the Local Church.”   This document is highly recommended for elected leaders whose responsibilities deal with personnel, stewardship, church growth, finance, goal setting, trusts, and memorials.  You’ll find a copy in the HCCC church library or church office.  

Add to this “Helpful Resources” section with a list of resources that you find useful in conducting your responsibilities for HCCC.  Share this information with others and with your successor.




III. GENERAL BOARD OF THE CONGREGATION
     As the primary executive body of the congregation, the General Board is authorized to determine policy, conduct corporate business, and administer the operational program and ministry of the church.  Elected officers, Trustees, Deacons, Elders and committee chairmen whose jobs are described in the following pages are voting members of the General Board.  They are the: 

· Moderator

· Vice Moderator

· Secretary

· Treasurer

· Trustees

· Elders

· Deacons

· Worship Committee Chairman

· Church Growth Committee Chairman

· Education Committee Chairman

· Youth Ministry Council Chairman

· Membership Committee Chairman

· Outreach Committee Chairman

· Stewardship Committee Chairman

· Fundraising Committee Chairman 
· Property Committee Chairman   


Description
     Members of the General Board of the Congregation serve an important and exciting role.  They are a team that is the primary leadership, decision-making, and administrative forum within our church.  The Board meets monthly (or more often if necessary) to carry out the business of the church.  Meetings are open to all members of the congregation.  The Moderator, who serves as the Board Chairman, may also call special meetings and/or executive sessions.   Further, the Officers of the Congregation (Moderator, Vice-Moderator, Secretary and Treasurer) serve as Executive Officers of the General Board and have authority to act on behalf of the General Board when it is not practical for the General Board to meet.  All actions by the Executive Officers are subject to subsequent approval by the General Board at the next regular Board meeting.


Responsibilities

     Specific responsibilities of the General Board include:

· Directing, coordinating and overseeing the work done by all committees 

· Establishing other committees as needed 

· Conducting the corporate business of the church

· Setting goals and evaluating progress

· Submitting a proposed slate of officers and an annual budget for approval by the congregation at the annual congregational meeting

· Formulating overall church policy and managing the church organization to best fulfill its goals

· Receiving and acting upon reports submitted by ministers, elected leaders, committees, and other groups

· Discussing and acting upon communications from other Christian Church entities

     To do its work, members of the General Board must attend meetings.  Regular attendance provides continuity and provides opportunities for individuals to input and vote on major decisions effecting HCCC.  When the General Board plans meeting times and places, allow for maximum participation.   Make certain that everyone is informed of the meeting schedule well in advance.  Also, ensure the general congregation knows that they too are welcome to attend.

Leadership Training

     Provide training opportunities for newly elected leaders of the General Board.  Schedule a special time for coming together to discuss job responsibilities and to get practical how-to advice from officers who held the same positions in previous years.  Create a program based on information taken from this handbook, your continuity books for your positions, and your own experience.  Also, be alert to leadership development events scheduled by the Southwest Region of the Christian Church, or others.


IV.  MODERATOR

Description
     As Moderator for HCCC, you are a key leader and team member in fulfilling our purpose and mission.  People and relational dynamics are a very important aspect of your job.  You set a positive tone for teamwork as you enable others to feel empowered.  You serve as:

· Chairman of the General Board of the Congregation

· Moderator for Meetings of the Congregation

· An Executive Officer of the General Board

· Member of Pulpit Committee (when activated) 


Responsibilities
     As Moderator for HCCC, you are a leader of and advocate for our church and denomination.  A part of your respons-ibilities is to encourage others to learn more about the mission and purpose of HCCC, about our goals, and about how each elected officer and committee supports the whole.  Keep before the Board and the congregation the importance of advocacy to the purpose and mission.

     You help the General Board, committees, and congregation as a whole, set goals and conduct business.  You call and preside over meetings of the congregation and General Board, and you may call special sessions, with approval from the General Board.  You are also authorized to appoint, with approval, a chairman and members of ad‑hoc committees for a limited time period to complete a specific task.

     You formulate business agendas and chair meetings according to “Robert’s Rules of Order, Newly Revised.”   The following is a sample agenda/order of business: 


     As the Moderator, you relate to the congregation, elected leaders, and the ministers.  Make certain that communication is a reality among all of these groups. You should be in regular contact with committee chairmen, Trustees, Deacons, Elders, the ministers, and others in order to establish and maintain good working relationships.  Also, make sure the congregation and ministers know the schedule of the Board meetings.  Again, people and relational dynamics are a part of your job in ensuring our purpose and mission are met.

      Lastly, and very importantly, take a look again at the responsibilities of the General Board, in the previous section.  It is your responsibility, as Chairman of the Board, to ensure these are put before the Board, acted on, and completed. 

Outline of Duties
     The following topics provide a basic outline you may wish to follow as you seek to fulfill your duties as Moderator. 

Communications

     As questions or concerns arise from the various members of the Board, the Congregation or the Minister, the Moderator should be involved.  Often a grass-roots level of involvement occurs when a matter arises from a committee chairman or another Board member with whom open communication is well established.  At other times, the Moderator may not be aware of an issue until it is brought forward at a scheduled Board meeting.  

     The Moderator may attend any and all committee meetings.  For practical reasons, this is generally not done.  But, there are a few meetings the Moderator should attend.  These are as follows:

· Stewardship meeting(s) held to set the budget for the new year

· Stewardship meeting(s) to hold a pledge campaign

· First meeting held by the Nominating Committee.  The Moderator should open this meeting and preside until the Committee elects its own chairman, which should be its first order of business.

· Property meeting when a large project is getting underway.

     As Moderator, seek to establish and maintain open communication lines between yourself and the other Board members.  This becomes very important as you seek to facilitate forward, positive direction within the Board.

     A key role for the Moderator is to bring people and ideas together, so the business of the church can be accomplished in an organized, efficient and fair manner.

When communication becomes hampered or when it is evident there has been miss-communication among people, seek to address the concerns in a face-to-face manner seeking the truth in love, as Jesus has taught.

Planning

Monthly Board meetings are planned and chaired by the Moderator.  This is not a difficult job as long as you are organized and are communicating with the other Board members effectively.

As projects and new business items arise during the course of the month, keep a list so they can be included in the agenda for the upcoming meeting.  

The week of the Board meeting, make every effort to schedule a lunch with the Vice Moderator and the Senior Minister.  During this time, the three of you can discuss the draft agenda and can make modifications as necessary.  Also, this is a perfect opportunity for any other Board member to provide input for an important project or issue that is scheduled for Board action at the upcoming meeting.  

Board Meetings

Arrive at the church early to set up tables and chairs, if a conference room is not available for the meeting.  Also, check to be sure all reports are copied and are ready for the Board members. This includes, but is not limited to the items that follow:

· Agenda

· Minutes from previous month’s board meeting

· Financial reports

     Ensure a candle, lighter and Bible are in place for opening the meeting.  At Hill Country Christian Church, it has become a tradition to light the candle to signify the presence of the Holy Spirit among all persons gathered at the table.  In addition, Scripture is read from the Bible to remind each member that we are about the Lord’s business and that we give the glory to God.

While meetings are conducted using “Robert’s Rules of Order, Newly Revised,” our meetings are not particularly formal.  It is up to the Moderator to redirect the focus when people stray from the topic at hand.  This is something you just have to get a “feel” for.  Sometimes, it is almost therapeutic to stray a little off topic.  It is very important, however, not to allow the meeting to get out of control.  

After the meeting has adjourned with a prayer, offered usually by one of the Elders, the tables and chairs are put away and the building is locked. 

The Newsletter

Following each monthly Board meeting, there are usually some items of interest that should be printed in the newsletter.  Encourage all committee chairmen, Elders and Deacons to submit articles or highlights for this paper.

Call the church office a few days later to confirm these articles have been submitted.  If they have – GREAT.  If not, then the Moderator can submit items for the paper.  The goal is to make sure Board business and activities are communicated to the Congregation in a timely and open manner.

Record Keeping

As Moderator it is important to keep an organized binder or file for reports, other documents and notes.  Look at the system used by the previous Moderator to get some ideas and then customize it to suit your needs.  The important thing is to make sure adequate records are available for easy reference.   

V.  VICE-MODERATOR

Description
(Input provided later)



VI.  SECRETARY
 
Description
     As Secretary, your unique task is to document formal meetings of the congregation and the General Board.   Your job requires thoughtfulness, accuracy, and good writing and computer skills.  You write the minutes and coordinate written correspondence.  You serve:

· On the General Board of the Congregation

· As an Executive Officer of the General Board


Responsibilities 

     The minutes for congregational and General Board meetings are very important.  They are a written summary of what occurred during each meeting.  They should be clear.  Always include who made a motion, who seconded it, whether it was approved or defeated, and a brief statement of the issues(s) involved.  Remember you are recording history.  

     Type the minutes as soon after the meeting as possible, while the information is still fresh in your mind.  You will need to copy and distribute the minutes for approval to the General Board.  Keep records of the minutes and related correspondence/reports as a permanent file for reference and in a safe place where you can easily retrieve them.  

     You will be asked to read the minutes from the last meeting of the General Board, in order to seek changes and/or approval.  Or the Board Chairman may simply ask you to make copies for the voting members of the Board, for them to read over before a motion is made for changes or approval.  Before the Board meeting, you should make enough copies for each voting Board member to have a copy.

     You may also be asked to review incoming correspondence related to Board matters.  To save time at meetings, sum up the contents of the correspondence and keep the originals on file for referral.




VII.  TREASURER

Description
(Input provided later)



VIII.  TRUSTEES
 
Description
(Input provided later)



IX.  ELDERS AND DEACONS

Description
(Input provided later)



X.  STANDING COMMITTEES

General Information
Description

     The General Board of the Congregation establishes standing committees related to the basic needs and activities of the congregation.  These committees are: Worship, Church Growth, Education, Youth Ministry Council, Membership, Outreach, Stewardship, Fundraising, and Property.  The General Board maintains oversight and delegates certain responsibilities to these committees.   The committees shall be responsible to, and report regularly to the General Board and through it to the congregation.

Members

     Committee members serve one-year terms, and may serve consecutive terms without limit.   Members will elect a committee chairman during the first committee meeting of the year.  Chairmen of the standing committees are voting members on the General Board.   As such, he/she should regularly attend the Board meetings and provide a report, in the form specified by the Moderator, to the General Board of the activities and needs of the committee.

Meetings

     All standing committees will meet at least quarterly, at a regular time and location.  Meetings will be open to all members of the congregation.  The committee chairman may call special meetings, after reasonable notice is given to committee members.  A quorum must be present, including the committee chairman or chairman-designee, in order to vote on business matters.  Fifty-one percent of the committee members constitutes a quorum.   A quorum is not needed to hold a meeting and discuss business.

Reporting

     Minutes of each committee meeting will be taken and copies provided to members of the appropriate committees and members of the General Board.  

  
Membership Committee

       The Membership Committee seeks to foster a sense of community and fellowship within the congregation by developing opportunities for members of the church to know one another and work together.  The committee is concerned with the overall relationship building of the total congregation.  As such, it brings people together for nurturing, for fun activities and for Christian growth. 

     The Membership Committee is responsible for:

· Planning regular fellowship events, including meals, which bring the members of the church together in informal settings

· Overseeing the fellowship aspect of the Sunday morning schedule so all who come feel welcomed

· Organizing the congregation’s response to those who are ill, hospitalized, in crisis, or in grief

· Monitoring the involvement of all members, giving particular attention to the inactive

· Preparing an updated membership directory

· Orientation of new members, seeking to assimilate them into the church family

· Encouraging members to share their gifts and their faith with others  

· Organizing small groups for caring, praying, studying and socializing together




Worship Committee

     The Worship Committee is responsible for assisting the congregation in celebrating the various seasons of the church year, with the goal of deepening the faith of the gathered community.  As such, the committee is responsible for:

· Organizing the worship life of the congregation on Sunday morning and at other times to give honor to God 
· Decorating the worship space
· Procuring worship materials and communion elements
· Training worship leaders and servers

Church Growth Committee
     Church Growth Committee encourages the growth of the congregation by identifying and welcoming people within the community who are without a church home.   The committee is responsible for:

· Training the congregation to be inviting in all its activities

· Developing programs to respond to those who inquire about our church

· Communicating news and information about the church to the public at large


Education Committee
     The Education Committee is responsible for developing and administering HCCC's overall plan for Christian education.  The committee organizes opportunities for members of the congregation to increase their knowledge of the Christian faith, the 
Bible and the Christian Church (Disciples of Christ).   Also, committee members must stay aware of the Christian education needs of all age groups in the 
church. 

     Specific responsibilities of the Education Committee include:

· Working closely with the pastor and the General Board in developing 
plans and strategies for the educational ministry 

· Coordinating a comprehensive plan for Christian education
· Coordinating all Sunday School activities and encouraging the development of study groups at other times and in other settings

· Reviewing, selecting and purchasing educational curriculum materials to 
help ensure quality Christian education

· Helping identify, recruit, and train teachers and leaders 

· Developing and overseeing the Christian education budget 

· Interpreting and publicizing the educational program to the 
congregation and the community 



 Youth Ministry Council
     The Youth Ministry Council oversees all youth activities outside of the Sunday School time period.  The council is made up of: the youth sponsors, three parent representatives, one rep each from CYF, Chi-Rho, and Juniors; two CYF youth reps, and two Chi-Rho youth reps.


Outreach Committee
     Outreach Committee seeks to involve the congregation in projects addressing the needs of our local and global communities.  The committee serves as an interpreter to the congregation of the ministries they support through their giving, particularly the mission programs of the Christian Church (Disciples of Christ).  The committee is responsible for: 

· Encouraging the participation of the church in ecumenical and interfaith activities of the community that are consistent with the faith and beliefs of the congregation

· Seeking to involve our church membership in the active expression of their commitment by providing opportunities for service


Stewardship Committee
     The Stewardship Committee seeks to educate the congregation about opportunities for giving as an expression of faith and thanksgiving.  The committee is responsible for:

· Giving periodic reports to the congregation

· Encouraging orderly procedures for the counting, recording, depositing, and disbursing of church funds  

· Appointing qualified individuals (not involved in the subject year's financial record keeping) to perform an internal review of the church's financial records on an annual basis

· Conducting an annual pledge campaign to gain financial support for the total program of the church 

· Preparing an annual report and presenting it to the General Board, outlining proposed expenditures for programs and activities, ministry goals, and proposed budget of the congregation for the upcoming year.

Fundraising Committee
     The Fundraising Committee is responsible for: 

· Organizing and overseeing fundraising events of the congregation

· Seeking volunteers to assist in fundraising events

· Organizing at least one major fundraising event per year


Property Committee
     The Property Committee is responsible for:

· Ensuring the land, buildings, and equipment owned by the congregation are properly inventoried, insured, and maintained

· Developing, maintaining, and administering recommended written guidelines concerning the use of, and access to, church property, including statement of fees to be collected for such usage

Sample Outline for Writing Minutes





Name of the group


Date, place, and time of the meeting


Call to order (name of person)


Attendance (members present/absent)


Guest(s)


Approval of agenda


Approval of minutes


Communication/correspondence


Reports by ministers, officers, committees (not full reports; the full reports should be attached)


Unfinished business


New business


Other business


Items for information 


Adjournment motion and time





Signed: _________________________


Secretary (or Minutes Taker)





The Mission of the Christian Church (Disciples of Christ): to be and to share the good news of Jesus Christ, witnessing, loving and serving from our doorsteps “to the ends of the earth.”   Act 1:8





This handbook is produced as a working document for:





 Hill Country Christian Church (Disciples of Church)


20845 Highway 46 West


Spring Branch, Texas   78070





Church Office:  830-438-8336





“We have many parts in the one body, and all these parts have different functions.  In the same way, though we are many we are one body in union with Christ, and we are all joined to each other as different parts of one body.  So we are to use our different gifts in accordance with the grace that God has given us.”  


--Romans 12:4-6, TEV
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Trustees





Sample Agenda/Order of Business





1.   Call or Order


2.   Prayer/meditation


3.   Joys and concerns


4.   Approval of the agenda


5.   Reading and approval of the minutes


6.   Communication/correspondence


7.   Reports of the ministers


8.   Reports of the Elders and Deacons


9.   Report of the Treasurer


10.  Reports of other elected officers


11.  Reports of committee chairmen 


12.  Unfinished business


13.  New business


14.  Other business


15.  Items for information


16.  Adjournment





PURPOSE


“The purpose of this Congregation is to proclaim the ‘good news’ of the gospel that Jesus Christ is Lord and Savior.  In faithful response to God's teachings, we will nurture in all persons a faith and commitment to Jesus Christ.”





MISSION 


“The mission of Hill Country Christian Church is to equip our members to reach out in ministry to all the people of the Hill Country.  We invite others to worship the Lord with us, through prayer, music and meaningful praise!”








Deacons & Elders








General Board





Officers of the Congregation


(Also called Executive Officers of the General Board)








Deacons & Elders








Chairmen of Standing Committees





* HCCC ministers are ex officio members of the General Board.





HILL COUNTRY CHRISTIAN CHURCH�(DISCIPLES OF CHRIST)��CHECK REQUEST�Date ________�Pay to: ____________________Amount $__________�Address: __________________________��This check is to pay for:�__________________________________________.�Budgeted line item(s) to be charged: _______________________�If beyond budget, enter date of Board approval: ____/____/____�If designated funds expenditure, enter the fund: _______________�Signature of requester (if not person responsible for the budgeted line item(s) or designated fund): ___________________.�Signature of person responsible for the budgeted line item(s) or designated fund (committee chair, etc.): _______________________.�Acknowledgement by senior minister: _______________________.�Note:  Invoice, receipt, and/or other authorization of this expenditure must be attached.


====================================


Accounting use only:�Date request received: ____/____/____. 


Date paid: ____/____/____.�Check # ______��Account name(s) _______________. $___________Account number(s)�_______________�$___________ 	___________�_______________ $___________ ___________�Except for routine expenditures (utilities, salaries, mortgage payments, etc.), this form must accompany all expenditures from the church treasury. ����








Popular Resources�
�
�HYPERLINK "../congregations/Promo/homelandres.htm"��Revitalization��
�
�HYPERLINK "http://www.newchurchministry.org/"��New Church��
�
�HYPERLINK "../vision/2020STUDYGUIDE.doc"��Vision Study Guide��
�
�HYPERLINK "lectio2004.htm"��Lectionary��
�
�HYPERLINK "../dchist.htm"��Disciples History��
�
�HYPERLINK "../congregations/Promo/index.htm"��Promotion/Marketing��
�
Unit Resources�
�
�HYPERLINK "http://www.cbp21.com/cbp/"��Christian Board of Publication��
�
�HYPERLINK "http://www.disciples.org/ccf/"��Christian Church Foundation��
�
�HYPERLINK "unitbce.htm"��Church Extension��
�
�HYPERLINK "unitcfc.htm"��Church Finance Council��
�
�HYPERLINK "unitcm.htm"��Communication Ministries��
�
�HYPERLINK "http://www.disciples.org/ccu/resources/ccure.htm"��Council on Christian Unity��
�
�HYPERLINK "http://users.aol.com/dishistsoc/index.htm"��Disciples of Christ Historical Society��
�
�HYPERLINK "http://www.homelandministries.org/"��Homeland Ministries��
�
�HYPERLINK "http://www.dhedisciples.org/orders/"��Division of Higher Education��
�
�HYPERLINK "http://www.globalministries.org/pub/index.html"��Global Ministries��
�
�HYPERLINK "http://www.nbaunits.org/"��National Benevolent Association��
�
�HYPERLINK "unitpf.htm"��Pension Fund� �
�






OTHER HELPFUL RESOURCES:














13

