
Officer	
Training	
Manual	

	
Revised	November	14,	2023	

	
	

	 	
Print	Your	Name	

	
	

	
	

	

	
Open	and	Affirming	to	All,	Glorifying	God,	Growing	in	Love	

139	E.	Alameda	Dr.	•	Tempe,	AZ	85282	•	480.966.6267	 	



 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 
This	manual	is	the	property	of	University	Presbyterian	Church	and	is	for	the	sole	use	of	its	officers,	staff,	and	
members.	©2017,	2019,	2021,	2023	University	Presbyterian	Church,	139	E.	Alameda	Dr.,	Tempe,	AZ	85282.	



Officer Training Manual 

University	Presbyterian	Church	
	

1	

TABLE OF CONTENTS 

Schedule	........................................................................................................................................................................	2 

Worship	.........................................................................................................................................................................	3 

Spiritual	Leadership	................................................................................................................................................	5 

Standards	of	Ethical	Conduct	...........................................................................................................................	7 

UPC’s	Statements	that	Shape	Our	Ministries	............................................................................................	7 

Ordination	and	Installation	Questions	........................................................................................................	9 

Leading	Effective	Meetings	................................................................................................................................	10 

Keeping	the	Balance	.........................................................................................................................................	10 

Tasks	and	Roles	..................................................................................................................................................	10 

Presbyterian	Polity	101	......................................................................................................................................	12 

We	are	Confessional	.........................................................................................................................................	13 

We	Are	Constitutional	......................................................................................................................................	14 

We	Are	Connectional	........................................................................................................................................	17 

Practical	Stuff	...........................................................................................................................................................	21 

UPC	Financial	Basics	.........................................................................................................................................	21 

Robert’s	Rules	of	Order	...................................................................................................................................	21 

Template	for	Minutes	.......................................................................................................................................	23 

Dropbox	and	Electronic	File	System	.........................................................................................................	23 

Appendix	A:	Template	for	Minutes	................................................................................................................	25 

	

	  



Officer Training Manual 

University	Presbyterian	Church	
	

2	

SCHEDULE 

The	following	schedule	is	based	on	a	Saturday	morning	training.	

	
PART	I	–	WORSHIP	AND	WISDOM	(Retiring,	Returning,	and	New	Officers)	

8:45	am		 Gathering	–	Coffee	&	Refreshments		
9:00	am	 Welcome	&	Worship	

9:20	am	 Legacies	of	learning,	wisdom,	and	discernment	
Those	whose	terms	are	expiring	or	continuing	will	share	what	they	have	
learned	while	serving,	including	“I	wish	someone	would	have	told	me…”		

9:40	am	 Honoring	Retiring	Officers		
9:50	am	 Break	–	Those	whose	terms	are	expiring	will	be	excused	

PART	II	–	CHURCH	LEADERSHIP	(Returning	and	New	Officers)	
10:00	am	 Spiritual	Leadership	(5-9)	

The	Meaning	of	Spiritual	Leadership	(5)	
Standards	of	Ethical	Conduct	(7)	
UPC	Statements	that	Shape	Our	Ministries	(7)	
Ordination	and	Installation	Questions	(9)	
Leading	Effective	Meetings	(10)	
					Roberts	Rules	of	Order	(18)	
					Minutes	Template	(20,	22)	
					Sarah	Drummond,	Holy	Clarity	
Presbyterian	Polity	101	(12)	
					UPC	Policies	and	Operations	Manual	

10:30	am	 Nuts	n’	Bolts	–	Part	1	
Break	up	into	boards	for	separate	training	

11:00	am	 Closing	Prayer	 	
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WORSHIP 

LIGHTING	THE	CHRIST	CANDLE	
We	light	a	candle	in	the	name	of	God,	who	creates	life,	
X	 the	Savior	who	loves	life,	
and	the	Spirit,	who	is	the	fire	of	life.	

	
CALL	TO	WORSHIP	
In	the	beginning	
			before	time,	
			before	people,	
			before	the	world	began,	
God	was.	
X	 Here	and	now,	
			among	us,	
			beside	us,	
			within	us,	
God	is.	

In	the	future,	when	we	have	turned	into	dust,	
and	all	we	know	has	found	its	fulfillment,	
X	 God	will	be.	
Not	denying	the	world,	but	delighting	in	it,	
not	condemning	the	world,	but	redeeming	it,	
X	 God	was,	God	is,	and	God	will	be.	
	
SCRIPTURE	
	 What	do	you	hear	in	these	texts	that	might	inform	your	leadership?	
	
	 Colossians	3.12-17	
	 Luke	4.16-30	
	
Word	of	wisdom,	
word	of	grace.	
X	 Thanks	be	to	God.	
	
PRAYERS	
Let	us	pray	for	the	breaking	in	of	God’s	reign	of	hope	and	love	into	our	world	today.		
	
O	God,	because	Jesus	has	taught	us	to	trust	you	in	all	things,		
we	hold	to	his	teachings	and	share	in	his	plea:	
X	 May	your	reign	be	made	known,	your	will	be	done.	
Where	nations	budget	for	war,	
while	Christ	says:	“Put	up	your	sword”:	
X	 May	your	reign	be	made	known,	your	will	be	done.	
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Where	countries	waste	food	and	covet	fashion,	
while	Christ	says,	“I	was	hungry…I	was	thirsty…”:	
X	 May	your	reign	be	made	known,	your	will	be	done.	
Where	Christians	seek	the	kingdom	in	the	shape	of	their	own	church,	
as	if	Christ	had	come	to	build	and	not	break	barriers:	
X	 May	your	reign	be	made	known,	your	will	be	done.	
Where	women	who	speak	up	for	their	dignity	
are	treated	with	scorn	or	contempt:	
X	 May	your	reign	be	made	known,	your	will	be	done.	
Where	men	try	hard	to	be	tough	
because	they’re	afraid	to	be	tender:	
X	 May	your	reign	be	made	known,	your	will	be	done..	
Where	we,	obsessed	with	being	adult,	
forget	to	become	like	children:	
X	 May	your	reign	be	made	known,	your	will	be	done.	
Where	our	prayer	falters,	
			our	faith	weakens,	
			our	light	grows	dim:	
X	 May	your	reign	be	made	known,	your	will	be	done.	
Wherever	Jesus	Christ	calls	us:	
X	 May	your	reign	be	made	known,	your	will	be	done.	
	

(Silent	Prayer)	
	
Lord,	God,	you	have	declared	that	your	kingdom	is	among	us.	
Open	our	ears	to	hear	it,	
			our	hands	to	serve	it,	
			and	our	hearts	to	hold	it.	
We	pray	in	Jesus’	name.	
X	 Amen.	
	
LITURGY	OF	THANKSGIVING	
For	all	that	God	can	do	within	us,	
for	all	that	God	can	do	without	us	
X	 Thanks	be	to	God!	
For	all	in	whom	Christ	lived	before	us,	
for	all	in	whom	Christ	lives	beside	us	
X	 Thanks	be	to	God!	
For	all	the	Spirit	wants	to	bring	us,	
for	where	the	Spirit	wants	to	take	us	
X	 Thanks	be	to	God!	
Listen:	Christ	has	promised	to	be	with	us!	
X	 Let	us	seek	him	and	serve	God!	Amen!	
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SPIRITUAL LEADERSHIP 

In	partnership	with	Teaching	Elders	and	drawing	from	the	legacy	of	scripture	and	our	
historical	confessions,	Ruling	Elders	and	Deacons	are	called	to	be	the	spiritual	leadership	of	
Christ’s	Church.	In	our	desire	to	follow	Jesus	the	Christ	(the	anointed	one,	Meshiah	in	
Hebrew),	the	spiritual	leaders	of	the	church	are	charged	with	facilitating	and	providing	
space	for	the	Church	to	live	into	its	call.	In	our	Book	of	Order	we	summarize	this	call	by	
saying	“The	Church	is	sent	to	be	Christ’s	faithful	evangelist.”1	It	then	lists	briefly:	

• making	disciples	of	all	nations	in	the	name	of	the	Father,	the	Son,	and	the	Holy	Spirit;	
• sharing	with	others	a	deep	life	of	worship,	prayer,	fellowship,	and	service;	and	
• participating	in	God’s	mission	to	care	for	the	needs	of	the	sick,	poor,	and	lonely,	to	
free	people	from	sin,	suffering,	and	oppression;	and	to	establish	Christ’s	just,	loving,	
and	peaceable	rule	in	the	world.	

The	work	of	Teaching	and	Ruling	Elders	is	to	help	facilitate	this	work	through	spiritual	and	
collective	discernment,	personal	embodiment	of	these	characteristics,	and,	of	course,	
making	decisions	that	create	the	space	and	opportunity	for	the	Church	to	do	these	things.	
The	Deacons	fulfill	this	call	through	caring	for	those	in	the	congregation	and	community,	
and	inviting	others	within	our	community	to	do	the	same.	In	other	words,	your	role	is	not	to	
do	everything,	but	to	share	in	the	work	and	provide	space	for	the	members	of	the	Church	to	
engage	in	their	spiritual	calls.	
Spiritual	leadership	is	not	the	same	as	the	management	styles	we	might	learn	in	business	
school.	It	is	not	a	“bottom	line”	focus.	It	is	about	encouraging	and	facilitating	the	spiritual	
growth	of	every	member	of	Christ’s	Church	so	they	might	live	into	their	full	potential	
within	the	Kingdom	of	God,	which	“has	come	near.”2	

Specifically,	the	purposes	of	the	Church	(what	we	call	“the	great	ends	of	the	Church”)	are:	

• the	proclamation	of	the	gospel	for	the	salvation	of	humankind;		
• the	shelter,	nurture,	and	spiritual	fellowship	of	the	children	of	God;		
• the	maintenance	of	divine	worship;		
• the	preservation	of	the	truth;		
• the	promotion	of	social	righteousness;	and	
• the	exhibition	of	the	Kingdom	of	Heaven	to	the	world.3	

The	Rev.	Daniel	Wolpert	is	a	former	psychologist	and	current	spiritual	director	and	farmer.	
He	is	a	graduate	of	San	Francisco	Theological	Seminary	and	currently	serves	as	a	pastor	in	

	
1	Book	of	Order,	F-1.0302(d),	¶4.	
2	Mark	1.15;	Luke	10.9,	10.11,	21.20.	
3	Book	of	Order,	F-1.0304.	This	statement	of	the	Great	Ends	of	the	Church,	slightly	edited	in	the	Book	of	Order,	
came	from	the	United	Presbyterian	Church	of	North	America,	which	united	with	the	Presbyterian	Church	in	
the	United	States	of	America	in	1958.	The	statement	was	then	made	part	of	the	Constitution	of	The	United	
Presbyterian	Church	in	the	United	States	of	America,	as	the	united	body	was	called.	This	now	classic	
statement	was	adopted	by	the	United	Presbyterian	Church	of	North	America	in	1910,	following	various	
actions	between	1904	and	1910	looking	forward	to	the	revision	fo	the	church’s	constitution.	
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Minnesota	where	he	is	the	founder	and	executive	director	of	MICAH	(Minnesota	Institute	of	
Contemplation	and	Healing).	He	has	written	several	books,	including	Leading	a	Life	with	
God:	The	Practice	of	Spiritual	Leadership.	Early	in	the	book	he	has	this	say:	

Church	leaders	today	are	highly	conditioned	to	one	view	of	leadership	
and	success:	growth	and	increasing	numbers.	Following	scripture	is	terrific	
as	long	as	we	are	reading	the	story	of	Jesus	feeding	the	five	thousand	or	one	
of	the	stories	where	throngs	greet	him.	This	is	the	way	our	churches	“should”	
look,	the	way	they	would	look	if	we	were	really	successful.	We	don’t	want	to	
lead	the	exile	communities	of	the	prophets	or	the	enslaved	community	of	
Egypt	or	the	starving,	dying	communities	of	Kings	or	the	oppressed	
communities	described	at	the	beginning	of	Matthew	where	babies	are	
slaughtered	(2.16-18).	Leading	these	communities	would	render	us	
unsuccessful,	worthy	only	of	being	fired.	

A	friend	told	me	a	story	about	a	youth	minister	who	submitted	his	
monthly	calendar	to	the	senior	pastor	as	part	of	a	job	review.	The	calendar	
came	back	to	him	with	a	large	red	X	marked	in	every	date	where	no	event	
appeared.	He	was	told	that	he	wasn’t	working	hard	enough,	that	he	wasn’t	
getting	enough	kids	to	come,	that	he	was	fired.	Spiritual	leaders	fear	being	
judged	in	this	one	way—as	either	a	success	or	a	failure	based	solely	upon	
numbers.	

If	we	live	in	this	fear,	we	can	never	allow	ourselves	to	listen	to	God.	This	is	
the	pivotal	choice	every	spiritual	leader	must	make:	serve	God	or	serve	our	
fear.	If	we	serve	our	fear,	we	will	be	enslaved	to	the	ways	of	the	world	and	
the	egos	of	those	around	us	who	seek	to	control	our	lives.	If	we	serve	God,	we	
will	fearlessly	be	able	to	see	and	discern	how	God	is	working	for	life	and	
growth	in	every	situation,	large	and	small.	

Although	this	choice	may	sound	easy	to	make,	it	is	not.	The	challenge	of	
choosing	God	makes	the	personal	prayer	life	of	the	leader	supremely	
important.	If	we	are	to	cling	to	the	Rock	(1	Cor.	10.4)	that	is	our	salvation,	
then	we	must	practice	holding	on	to	Jesus	through	and	in	spite	of	our	fears	
and	anxieties.4	

Spiritual	leadership	has	at	its	foundation	the	intentionality	of	taking	time	to	pay	
attention	to	what	God	is	doing	and	saying	in	our	lives	and	in	the	lives	of	those	around	
us.	Everything	we	do,	from	budgeting,	managing	money,	worship,	curriculum	
development,	and	caring	for	one	another	is	aimed	at	serving	this	one	fundamental	
element	of	Christian	faith:	discernment.	

	
4	Daniel	Wolpert,	Leading	a	Life	with	God:	The	Practice	of	Spiritual	Leadership	(Nashville,	TN:	Upper	Room	
Books,	2006),	28-29.	
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Standards	of	Ethical	Conduct	

In	1998	the	210th	General	Assembly	of	the	PC(USA)	adopted	a	code	of	ethics	developed	by	
the	Special	Committee	on	a	Professional	Code	of	Ethics	formed	in	1995	by	the	207th	
General	Assembly.	You	are	receiving	a	copy	of	this	code	with	this	manual.	You	are	charged	
to	read	it,	learn	from	it,	and	grow	in	it.	
It	is	divided	into	two	primary	sections:	

1. The	Code	
a. Life	Together	in	the	Community	of	Faith:	Standards	of	Ethical	Behavior		

for	Members	of	the	Presbyterian	Church	(U.S.A.)	........................................................	1	
b. Life	Together	in	the	Community	of	Faith:	Standards	of	Ethical	Behavior		

for	Employees	and	Volunteers	of	the	Presbyterian	Church	(U.S.A.)	....................	2	
c. Life	Together	in	the	Community	of	Faith:	Standards	of	Ethical	Behavior		

for	Ordained	Officers	of	the	Presbyterian	Church	(U.S.A.)	...................................	3-4	
	

2. Integrated	Version	
a. Life	Together	in	the	Community	of	Faith:	Standards	of	Ethical	Behavior	for	

Ordained	Officers	of	the	Presbyterian	Church	(U.S.A.)	.......................................	5-31	

The	integrated	version	includes	references	to	the	Book	of	Order,	Book	of	Confessions,	and	
scriptures.	It	also	includes	sample	scenarios	with	either	a	“-”	negative	examples	or	a	“+”	for	
positive	examples.	
You	are	encouraged	to	to	become	familiar	with	these	principles	and	periodically	review	
them	as	you	seek	to	fulfill	your	call	to	ministry.	

UPC’s	Statements	that	Shape	Our	Ministries	
Over	the	years	UPC,	along	with	thousands	of	other	churches,	have	written	statements	to	
help	guide	their	work	within	the	particular	context.	Drawing	from	scripture,	our	rich	
Presbyterian	heritage,	and	UPC’s	own	experience	of	ministry	in	Arizona,	the	session	has	
adopted	the	following	statements	to	help	shape	and	drive	our	ministry	life	together:	

MISSION	STATEMENT	
Adopted	Nov.	17,	2015	

University	Presbyterian	Church	(PCUSA)	is	an	open,	dynamic	Christian	
community	that	invites	all	seekers	to	join	with	us	in	glorifying	God	and	
discovering	God’s	will	as	expressed	in	Jesus	Christ.	We	celebrate	God’s	love	in	
joyful	worship	and	learning,	demonstrate	Christ’s	compassion	in	generous	
service	to	others,	and	experience	Christ’s	love	in	supportive	fellowship.	

VISION	STATEMENT	
Adopted	Nov.	17,	2015	

Our	vision	is	that	UPC	is	called	to	glorify	God	and	to	take	the	light	of	God	out	
into	the	world.	We	believe	that	Jesus	calls	us	to	have	an	open	and	inclusive	
worship	with	a	spirit	of	faith	that	welcomes	all.	We	seek	to	actively	listen	for	
God	and	the	Holy	Spirit	among	us	by	nurturing	one	another’s	faith,	by	
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teaching	through	thought	and	deed,	and	by	praying	as	individuals	and	as	a	
community.	We	believe	that	God	has	commissioned	us	to	seek	justice	for	all	
who	feel	hunger,	hurt	and	pain.	We	seek	to	demonstrate	our	love	in	Christ	by	
generously	offering	our	human	and	material	resources	to	helping	others.	

VALUES	STATEMENT	
Adopted	June	27,	2017	

We	at	UPC	value	a	place	at	the	table	for	everyone,	
following	in	the	Way	of	Jesus,	by	seeking	to	embody:	

Love	and	Respect	

X by	loving	God	
X by	loving	neighbor	as	“self”	
X by	loving	and	respecting	all	God’s	Creation		

	

Empathetic	Listening	to	Seek	Understanding		

X with	God	through	our	faith	tradition	
X with	those	in	our	community	
X with	the	oppressed	and	marginalized		

	

Gratitude	and	Generosity	

X in	understanding	privilege		
X in	practicing	kindness	and	compassionate	justice	
X in	using	God’s	gifts	and	resources	to	heal	the	world	

	

	AFFIRMATION	OF	UNITY	WITHIN	DIVERSITY	
Adopted	Aug.	17,	2006,	re-affirmed	Nov.	17,	2015	

We	believe	in	one	God,	known	to	us	especially	through	the	life	and	teachings	
of	Jesus	Christ,	yet	known	to	other	traditions	by	different	names.	We	seek	to	
challenge	injustice,	discrimination	and	inequality	wherever	it	exists,	and	to	
transform	the	world	through	the	inclusive	love	of	God.	Beginning	with	
ourselves	and	looking	beyond	our	congregation,	we	celebrate	the	image	of	
God	in	every	person.	When	we	gather	in	the	presence	of	God,	actively	inviting	
and	welcoming	all	into	an	inclusive	community	of	love,	a	sacred	space	is	
created.	

These	statements	remain	at	the	center	of	our	being	at	UPC,	and	should	be	reviewed	
regularly	by	our	boards,	leadership,	committees,	teams,	and	task	forces.	Everything	we	do	
should	be	evaluated	based	on	our	discernment	from	scripture,	the	PC(USA)’s	constitution,	
and	these	statements.	
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Ordination	and	Installation	Questions	

When	we	accept	God’s	call	through	the	congregation	to	serve	as	an	officer,	Elders	and	
Deacons	are	ordained	(set	apart)	and	installed	(consecrated	to	active	service).	In	the	
ordination	and	installation,	questions	are	asked	and	vows	are	taken:	

a. Do	you	trust	in	Jesus	Christ	your	Savior,	acknowledge	him	Lord	of	all	and	Head	of	
the	church,	and	through	him	believe	in	one	God,		Father,	Son,	and	Holy	Spirit?	
	

b. Do	you	accept	the	Scriptures	of	the	Old	and	New	Testaments	to	be,	by	the	Holy	
Spirit,	the	unique	and	authoritative	witness	to	Jesus	Christ	in	the	church	universal,	
and	God’s	Word	to	you?	
	

c. Do	you	sincerely	receive	and	adopt	the	essential	tenets	of	the	Reformed	faith	as	
expressed	in	the	confessions	of	our	church	as	authentic	and	reliable	expositions	of	
what	Scripture	leads	us	to	believe	and	do,	and	will	you	be	instructed	and	led	by	
those	confessions	as	you	lead	the	people	of	God?	
	

d. Will	you	fulfill	your	office	in	obedience	to	Jesus	Christ,	under	the	authority	of	
Scripture,	and	continually	guided	by	our	confessions?	
	

e. Will	you	be	governed	by	our	church’s	polity,	and	will	you	abide	by	its	discipline?	
Will	you	be	a	friend	among	your	colleagues	in	ministry,	working	with	them,	subject	
to	the	ordering	of	God’s	Word	and	Spirit?	
	

f. Will	you	in	your	own	life	seek	to	follow	the	Lord	Jesus	Christ,	love	your	neighbors,	
and	work	for	the	reconciliation	of	the	world?	
	

g. Do	you	promise	to	further	the	peace,	unity,	and	purity	of	the	church?	Will	you	seek	
to	serve	the	people	with	energy,	intelligence,	imagination,	and	love?	

Questions	for	Ruling	Elders	

Will	you	be	a	faithful	elder,	watching	over	the	people,	providing	for	their	worship,	nurture,	
and	service?		Will	you	share	in	government	and	discipline,	serving	in	governing	bodies	of	
the	church,	and	in	your	ministry	will	you	try	to	show	the	love	and	justice	of	Jesus	Christ?	
Questions	for	Deacons	

Will	you	be	a	faithful	deacon,	teaching	charity,	urging	concern,	and	directing	the	people’s	
help	to	the	friendless	and	those	in	need?		In	your	ministry	will	you	try	to	show	the	love	and	
justice	of	Jesus	Christ?	

Questions	for	the	Congregation	

Do	we,	the	members	of	the	church,	accept	these	as	ruling	elders	and	deacons,	chosen	by	
God	through	the	voice	of	this	congregation	to	lead	us	in	the	way	of	Jesus	Christ?	
Do	we	agree	to	encourage	them,	to	respect	their	decisions,	and	to	follow	as	they	guide	us,	
serving	Jesus	Christ,	who	alone	is	Head	of	the	church?	
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LEADING EFFECTIVE MEETINGS 

Creating	effective	meetings	is	a	bit	like	sailing	a	small	sailboat.	On	a	sailboat	it	is	important	
to	trim	the	sails	and	shift	the	crew’s	weight	to	keep	the	boat	moving	forward	without	
capsizing.	In	a	committee	meeting	it	is	important	to	stay	focused	on	the	task	at	hand	while	
maintaining	good	relationships.	Church	committees	need	to	keep	the	proper	balance	
between	maximizing	speed	and	not	capsizing	the	boat	in	the	process.		

Whether	the	meeting	has	five	hundred	people	or	five,	certain	basic	actions	can	make	a	
significant	difference.	These	actions	move	a	group	forward	while	keeping	meetings	as	
pleasant	as	possible.	
Church	meetings	always	have	tangible	and	intangible	tasks.	The	intangible	tasks	include	
embodying	the	church’s	identity	as	the	body	of	Christ.	This	means,	in	part,	that	both	the	
decisions	we	make	and	the	way	we	treat	one	another	are	important.	Effective	meetings	in	
the	church	not	only	accomplish	tasks	but	also	build	Christian	community.	
Keeping	the	Balance	

Much	as	sailors	balance	speed	with	stability,	so	should	committees.	One	way	to	keep	a	good	
balance	between	accomplishing	tasks	and	building	relationships	is	to	be	aware	of	the	
various	roles	that	help	group	process.	There	are	two	types	of	helpful	roles	that	members	
assume	in	meetings:	task	roles	and	maintenance	roles.	Task	roles	involve	behaviors	that	
keep	the	task	moving	ahead.	Maintenance	roles	involve	supportive	behaviors	that	
encourage	the	group	and	make	meetings	pleasant.	
Much	like	shifting	our	weight	on	a	sailboat	to	keep	it	properly	balanced,	meetings	are	
balanced	by	participants	moving	back	and	forth	between	task	and	maintenance	roles.	The	
most	effective	groups	are	those	in	which	all	members	take	on	both	task	and	maintenance	
roles.	

But	beware	of	a	third	kind	of	role:	blocking.	Blocking	includes	unhelpful	behaviors	that	
block	the	progress	of	the	group	or	damage	relationships.	
Tasks	and	Roles	

These	behaviors	keep	the	group	moving	forward.	

• Seeking	information.	The	information	seeker	asks	for	facts,	opinions,	and	suggestions	
on	the	topic:	“What	date	shall	we	hold	the	event?”	“How	big	is	our	budget?”	“What	
more	information	do	we	need	to	make	a	decision?”	
	

• Giving	information.	The	information	giver	offers	facts,	opinions,	and	suggestions	on	
the	topic:	“I	think	we	should	suggest	two	dates.”	“There	is	$300.00	left	in	the	budget.”	
	

• Clarifying.	The	clarifier	clears	up	confusing	statements,	asks	questions,	checks	to	see	
that	questions	are	answered,	and	keeps	discussion	on	one	point	at	a	time.	“Here	are	
the	two	issues	on	the	table.”	“Does	that	sound	right?”	
	

• Summarizing.	The	summarizer	pulls	together	related	ideas,	calls	for	discussion	of	
ideas,	and	may	write	down	or	organize	ideas.	“Looking	at	all	the	activities	each	group	
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has	planned	for	May,	there	are	just	too	many	activities	on	Wednesdays.	Let’s	discuss	
any	dates	that	might	be	moved.”	

Maintenance	Roles	

These	behaviors	help	people	get	along	and	make	meetings	pleasant.	
• Gatekeeping.	The	gatekeeper	keeps	communications	open,	encourages	others	to	
speak,	gives	verbal	and	nonverbal	support	to	others,	and	suggests	ways	to	share	
ideas.	“John,	you	haven’t	spoken	yet.”	“That’s	a	very	good	idea;	let’s	consider	it.”	“Do	
you	think	the	22nd	would	work?”	“Does	anyone	else	have	information	that	would	be	
helpful?”	
	

• Harmonizing.	The	harmonizer	helps	settle	
conflict	among	members,	and	reduces	
tensions	in	the	group.	“I	sense	some	
hesitation	about	March	22nd.”	“Have	we	
reached	a	consensus	or	should	we	look	at	the	
calendar	again?”	Encouraging.	The	
encourager	shows	genuine	friendliness	by	
using	names,	expressing	agreement,	giving	
verbal	and	nonverbal	support,	and	listening	
carefully.	“Susan,	I	think	you’re	right:	I	think	
we	need	more	planning	time.”	
	

• Evaluating.	The	evaluator	checks	to	see	if	
group	members	are	satisfied	with	group	
progress	and	suggests	ways	to	keep	the	group	
moving	toward	its	goals.	“Is	everyone	OK	with	
April	2nd?	If	so,	let’s	discuss	what	we	want	to	
do	and	how	to	keep	it	within	budget.”	

Blocking	Roles	

These	behaviors	distract	the	group	from	accomplishing	its	goals	or	damage	relationships.		
Blocking	behaviors	include	dominating	the	group,	attacking	individual	or	group	ideas,	
being	unreasonably	negative,	not	paying	attention,	and	undercutting	others	by	verbal	
comments	or	nonverbal	actions.	Blockers	are	often	unaware	of	their	unhelpful	behaviors	
and	appreciate	someone	who	graciously	establishes	boundaries.	
The	most	effective	way	to	deal	with	someone	in	a	blocking	role	is	for	a	gatekeeper	or	
harmonizer	to	intervene:	“George,	I	know	you	want	to	discuss	the	actions	of	the	Christian	
Education	Committee,	but	I	want	us	to	go	back	to	the	topic	we	need	to	decide	tonight,	
which	is	whether	to	paint	the	sanctuary	doors	red.”	
More	Tips	

If	you	are	moderating	a	meeting,	be	aware	of	your	personality	strengths	and	weaknesses.	
Rely	on	group	members	to	fill	roles	you	find	difficult.	For	example,	one	of	my	friends	is	

Taking Charge of Meetings 
 
1. Ask a question. Say something like, 

“Remind me, what did we decide on that 
last issue?” It may serve to remind others 
that they hadn’t yet reached a decision 
before getting sidetracked. 

2. Act as a gatekeeper. Gain the group’s 
attention and invite someone who is 
waiting to get back on track to speak: 
“Julie, what were you thinking about our 
fall program plans?”  

3. Make a suggestion. To return the focus 
to the task at hand, suggest an idea that 
will move the task forward: “Getting back 
to what Tom suggested earlier, what 
about adding a coffee bar to the pastors’ 
lounge?” 

4. Take a break. If all else fails, suggest 
taking a break and coming back when 
people are ready to give attention to the 
task. This may be in ten minutes, or 
perhaps next month. Be careful not to do 
this when you’re the only one who needs 
a break. 
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notoriously	unaware	of	time.	He	asks	someone	to	be	his	timekeeper.	Another	friend	is	
scattered	and	nonlinear	in	her	thinking.	She	asks	groups	to	bring	her	back	on	track	if	she	
wanders	too	far	afield.	Yet	another	is	so	task-oriented	that	he	can	seem	uncaring.	He	asks	
his	committee	to	slow	him	down	if	necessary	so	people	can	make	decisions	at	their	own	
speed.	Group	members	appreciate	being	invited	to	help	a	meeting	run	well	in	these	ways.	
If	you	are	training	new	officers	or	helping	a	group	develop	healthy	interaction,	give	a	card	
with	a	maintenance	or	task	role	listed	on	it	to	each	person.	Ask	each	person	to	assume	this	
role	for	that	meeting	or	role	play.	Although	it	may	feel	stilted,	it	provides	practice	in	a	safe	
environment	and	pays	long-term	dividends.	If	you	know	someone	often	functions	in	
blocking	roles,	ask	that	person	to	sit	beside	you.	Assume	a	gatekeeper	or	harmonizer	role	
as	needed	to	curtail	blocking	behaviors.	Depending	on	the	personality	of	the	blocker	and	
other	group	membership,	it	may	also	help	if	you	assign	the	blocker	the	role	of	gatekeeper	
or	harmonizer,	which	may	help	him	or	her	to	think	twice	about	his	or	her	behavior	during	
the	meeting.		

Most	of	us	already	subconsciously	assume	task	and	maintenance	roles	in	committee	work,	
but	remaining	consciously	aware	of	them	helps	our	meetings	to	be	both	gracious	and	
effective.	In	addition,	since	even	the	best-intentioned	people	“sin	and	fall	short	of	the	glory	
of	God,”	we	are	well-served	by	knowing	effective	and	gracious	ways	to	respond.	
Our	worship	of	God	occurs	not	only	in	the	sanctuary,	hospital	rooms,	and	soup	kitchens.	
Church	meetings	are	also	opportunities	to	worship	God	in	the	tasks	we	accomplish	and	the	
way	we	treat	one	another.		
The	God	who	brought	order	from	chaos	in	creation	can	help	us	accomplish	much	in	today’s	
world.	The	God	who	names	each	of	us	and	binds	us	with	cords	of	love	also	brings	us	
together	in	Christian	community.	When	we	appropriately	balance	movement	on	tangible	
tasks	with	concern	for	individuals	and	relationships	in	our	meetings,	we	move	forward	
toward	the	church’s	ultimate	goal—to	make	God	known	in	the	world	in	all	we	say	and	do.	
Barbara	Anderson,	“Leading	Effective	Meetings,”	from	www.ThePresbyterianLeader.com,	©	2012.	Barbara	
Anderson	is	a	Presbyterian	minister	who	has	served	churches	in	Ohio,	New	York,	and	California.	Most	recently	
she	was	copastor	of	the	Pasadena	Presbyterian	Church	in	Pasadena,	California,	a	multicultural	church	
worshiping	in	English,	Korean,	and	Spanish.	She	is	married	to	the	Reverend	Mark	Smutny,	also	a	Presbyterian	
minister,	and	has	two	adult	sons.	

	

PRESBYTERIAN POLITY 101 

We	call	ourselves	“Presbyterian”	because	it	describes	our	leadership.	Presbuteros,	from	
which	we	get	“Presbyterian,”	is	the	Greek	word	for	“elder,”	and	is	used	72	times	in	our	
Christian	scriptures.	It	has	provided	both	a	name	and	a	framework	for	the	communities	of	
faith	we	call	Presbyterian	and	Reformed	churches	in	the	world.	If	we	were	to	have	a	patron	
saint,	which	we	don’t,	it	would	be	John	Calvin.	Calvin	was	a	16th	century	reformer	in	
Geneva,	Switzerland	during	the	Great	Reformation	of	the	16th	century	that	swept	across	
Europe.	His	student,	John	Knox,	gave	birth	to	the	Presbyterian	way	of	being	church	in	
Scotland,	basing	much	of	his	work	on	John	Calvin’s	vision	for	Geneva.		
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It's	been	said	that	“Presbyterians	will	not	tell	you	what	to	think,	but	we	will	tell	you	need	to	
think.”	In	other	words,	we	don’t	check	our	brains	at	the	door.	Our	heritage	comes	out	of	the	
deeply	intellectual	Scottish	Reformation	of	the	16th	century	under	the	leadership	of	John	
Knox,	who	was	a	student	of	John	Calvin	(who	was	a	lawyer	who	became	a	pastor).	
Presbyterianism	developed	as	a	faith	tradition	and	as	a	form	of	church	governance	
(ecclesiology)	in	the	years	following	the	Scottish	Reformation.	In	1706,	the	first	presbytery	
was	formed	in	America	(similar	to	counties	in	our	state	governments),	with	the	first	synod	
(similar	to	the	function	of	states	in	the	U.S.)	forming	in	1717,	and	the	first	General	
Assembly	(our	national	governing	council)	in	1789.	

Today’s	Presbyterian	Church	(U.S.A.)	was	formed	in	1983	by	the	re-union	of	two	main	
branches	of	Presbyterians	that	split	during	the	civil	war	along	north-south	lines—the	
Presbyterian	Church	in	the	U.S.	and	the	United	Presbyterian	Church	in	the	U.S.A.		

In	the	PC(USA)	we	talk	about	the	three	C’s	of	Presbyterianism	that	hold	us	together	and	
guide	our	deliberations	and	discernment:	

We	are	confessional	
We	are	constitutional	
We	are	connectional	

We	are	Confessional	

Gleaned	from	scripture	and	written	in	response	to	challenges	of	the	time	or	a	significant	
event,	the	Book	of	Confessions	offers	us	guidance	through	the	lens	of	the	history	of	the	
Church.	In	our	ordination	vows	we	promise	to	“be	guided”	by	the	confessions.	They	are	not	
declarative.	They	are	communal	statements	written	in	response	to	specific	situations.	They	
do	not	necessarily	agree	with	one	another,	and	they	do	not	necessarily	reflect	our	modern	
understandings	of	God	or	the	universe.		

In	addition	to	the	Book	of	Confession,	statements	of	faith	from	the	past	that	help	guide	our	
ever	changing	and	shifting	contemporary	faith	and	understandings,	we	believe	it	is	
important	for	us	to	continually	state	who	we	are	and	claim	our	identity	as	Christians,	and	
particularly	as	“reformed	and	always	being	reformed”5	Christians.		

We	raise	up	communal	confessions	from	our	communal	history,	we	confess	our	faith,	and	
we	confess	our	sins,	all	in	our	efforts	to	grow	in	our	understanding	and	experience	of	the	
One	Holy	and	Triune	God.	

	
5	A	phrase	from	the	latin:	Ecclesia	reformata	et	semper	reformanda	secundum	verbum	Dei	(“The	Church	
reformed	and	always	being	reformed	in	accordance	with	the	word	of	God”),	which	became	a	catch	phrase	
from	the	Protestant	Reformation	of	the	16th	century.	
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We	Are	Constitutional	

The	Book	of	Confessions	is	Part	I	of	our	denomination’s	constitution.	Part	II	is	The	Book	of	
Order	provides	us	with	the	guiding	principles	around	which	we	will	govern	ourselves,	
divided	into	five	sections:	

F	–	Foundations	of	Presbyterian	Polity,	which	outlines	much	of	the	basic	
theology	upon	which	our	organizational	structure	is	based	(significantly	
written	and	approved	and	having	taken	effect	July	1,	2011);	

G	–	Form	of	Government,	which	outlines	the	actual	structures	we	use	to	
order	life	together	at	all	levels	of	our	church,	from	the	local	church	to	our	
national	General	Assembly;	

W	–	Directory	for	Worship,	which	describes	the	theology	that	underlies	
Reformed	worship	and	outlines	appropriate	forms	for	that	worship,	
suggesting	possibilities,	invites	development,	and	encourages	continuing	
reform	of	worship;	

D	–	Rules	of	Discipline,	which	states	clearly	in	its	preamble:	“The	power	
that	Jesus	Christ	has	vested	in	his	Church,	a	power	manifested	in	the	
exercise	of	church	discipline,	is	one	for	building	up	the	body	of	Christ,	not	for	
destroying	it,	for	redeeming	it,	not	for	punishing.”	These	are	the	guidelines	
for	when	someone	disrupts	the	purity	of	the	Church,	how	we	will	go	about	
offering	grace	as	we	seek	reconciliation.		

Both	the	Book	of	Confessions	(Part	I)	and	the	Book	of	Order	(Part	II)	can	be	
downloaded	at:	

http://oga.pcusa.org/section/mid-council-ministries/constitutional-
services/constitution/		

Let’s	look	at	the	first	part	of	the	Book	of	Order:	the	Foundations.	

F-3.01	HISTORIC	PRINCIPLES	OF	CHURCH	ORDER	

In	setting	forth	this	Book	of	Order,	the	Presbyterian	Church	(U.S.A.)	reaffirms	the	
historic	principles	of	church	order,	which	have	been	a	part	of	our	common	heritage	
and	which	are	basic	to	our	Presbyterian	concept	and	system	of	church	government,	
namely:	

F-3.0101	God	Is	Lord	of	the	Conscience	

a.		That	“God	alone	is	Lord	of	the	conscience,	and	hath	left	it	free	from	the	doctrines	
and	commandments	of	men	which	are	in	anything	contrary	to	his	Word,	or	
beside	it,	in	matters	of	faith	or	worship.”	

b.		Therefore	we	consider	the	rights	of	private	judgment,	in	all	matters	that	respect	
religion,	as	universal	and	unalienable:	We	do	not	even	wish	to	see	any	religious	
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constitution	aided	by	the	civil	power,	further	than	may	be	necessary	for	
protection	and	security,	and	at	the	same	time,	be	equal	and	common	to	all	others.	

F-3.0102	Corporate	Judgment	

That,	in	perfect	consistency	with	the	above	principle	of	common	right,	every	
Christian	Church,	or	union	or	association	of	particular	churches,	is	entitled	to	
declare	the	terms	of	admission	into	its	communion,	and	the	qualifications	of	its	
ministers	and	members,	as	well	as	the	whole	system	of	its	internal	government	
which	Christ	hath	appointed;	that	in	the	exercise	of	this	right	they	may,	
notwithstanding,	err,	in	making	the	terms	of	communion	either	too	lax	or	too	
narrow;	yet,	even	in	this	case,	they	do	not	infringe	upon	the	liberty	or	the	rights	of	
others,	but	only	make	an	improper	use	of	their	own.	

F-3.0103	Officers	

That	our	blessed	Savior,	for	the	edification	of	the	visible	Church,	which	is	his	body,	
hath	appointed	officers,4	not	only	to	preach	the	gospel	and	administer	the	
Sacraments,	but	also	to	exercise	discipline,	for	the	preservation	of	both	truth	and	
duty;	and	that	it	is	incumbent	upon	these	officers,	and	upon	the	whole	Church,	in	
whose	name	they	act,	to	censure	or	cast	out	the	erroneous	and	scandalous,	
observing,	in	all	cases,	the	rules	contained	in	the	Word	of	God.	

F-3.0104	Truth	and	Goodness	

That	truth	is	in	order	to	goodness;	and	the	great	touchstone	of	truth,	its	tendency	to	
promote	holiness,	according	to	our	Savior’s	rule,	“By	their	fruits	ye	shall	know	
them.”	

And	that	no	opinion	can	either	be	more	pernicious	or	more	absurd	than	that	which	
brings	truth	and	falsehood	upon	a	level,	and	represents	it	as	of	no	consequence	
what	a	man’s	opinions	are.	On	the	contrary,	we	are	persuaded	that	there	is	an	
inseparable	connection	between	faith	and	practice,	truth	and	duty.	Otherwise	it	
would	be	of	no	consequence	either	to	discover	truth	or	to	embrace	it.	

F-3.0105	Mutual	Forbearance	

That,	while	under	the	conviction	of	the	above	principle	we	think	it	necessary	to	
make	effectual	provision	that	all	who	are	admitted	as	teachers	be	sound	in	the	faith,	
we	also	believe	that	there	are	truths	and	forms	with	respect	to	which	men	of	good	
characters	and	principles	may	differ.	And	in	all	these	we	think	it	the	duty	both	of	
private	Christians	and	societies	to	exercise	mutual	forbearance	toward	each	other.	

F-3.0106	Election	by	the	People	

That	though	the	character,	qualifications,	and	authority	of	Church	officers	are	laid	
down	in	the	Holy	Scriptures,	as	well	as	the	proper	method	of	their	investiture	and	
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institution,	yet	the	election	of	the	persons	to	the	exercise	of	this	authority,	in	any	
particular	society,	is	in	that	society.	

F-3.0107	Church	Power	

That	all	Church	power,	whether	exercised	by	the	body	in	general	or	in	the	way	of	
representation	by	delegated	authority,	is	only	ministerial	and	declarative;	that	is	to	
say,	that	the	Holy	Scriptures	are	the	only	rule	of	faith	and	manners;	that	no	Church	
judicatory	ought	to	pretend	to	make	laws	to	bind	the	conscience	in	virtue	of	their	
own	authority;	and	that	all	their	decisions	should	be	founded	upon	the	revealed	will	
of	God.	Now	though	it	will	easily	be	admitted	that	all	synods	and	councils	may	err,	
through	the	frailty	inseparable	from	humanity,	yet	there	is	much	greater	danger	
from	the	usurped	claim	of	making	laws	than	from	the	right	of	judging	upon	laws	
already	made,	and	common	to	all	who	profess	the	gospel,	although	this	right,	as	
necessity	requires	in	the	present	state,	be	lodged	with	fallible	men.	

F-3.0108	The	Value	of	Ecclesiastical	Discipline	

Lastly,	that	if	the	preceding	scriptural	and	rational	principles	be	steadfastly	adhered	
to,	the	vigor	and	strictness	of	its	discipline	will	contribute	to	the	glory	and	
happiness	of	any	church.	Since	ecclesiastical	discipline	must	be	purely	moral	or	
spiritual	in	its	object,	and	not	attended	with	any	civil	effects,	it	can	derive	no	force	
whatever	but	from	its	own	justice,	the	approbation	of	an	impartial	public,	and	the	
countenance	and	blessing	of	the	great	Head	of	the	Church	universal.	

F-3.02	PRINCIPLES	OF	PRESBYTERIAN	GOVERNMENT6	

The	Presbyterian	Church	(U.S.A.)	reaffirms,	within	the	context	of	its	commitment	to	
the	Church	universal,	a	special	commitment	to	basic	principles	of	Presbyterian	
polity:	

F-3.0201	One	Church	

The	particular	congregations	of	the	Presbyterian	Church	(U.S.A.)	wherever	they	are,	
taken	collectively,	constitute	one	church,	called	the	church.	

F-3.0202	Governed	by	Presbyters	

This	church	shall	be	governed	by	presbyters,	that	is,	ruling	elders	and	teaching	
elders	(also	called	ministers	of	the	Word	and	Sacrament).	Ruling	elders	are	so	
named	not	because	they	“lord	it	over”	the	congregation	(Matt.	20:25),	but	because	
they	are	chosen	by	the	congregation	to	discern	and	guide	in	its	fidelity	to	the	Word	
of	God,	and	to	strengthen	and	nurture	its	faith	and	life.	Ministers	of	the	Word	and	
Sacrament	shall	be	committed	in	all	their	work	to	teaching	the	faith	in	word	and	in	
deed	and	equipping	the	people	of	God	for	their	ministry	and	witness.	

F-3.0203	Gathered	in	Councils	
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These	presbyters	shall	come	together	in	councils	in	regular	gradation.	These	
councils	are	sessions,	presbyteries,	synods,	and	the	General	Assembly.	All	councils	
of	the	church	are	united	by	the	nature	of	the	church	and	share	with	one	another	
responsibilities,	rights,	and	powers	as	provided	in	this	Constitution.	The	councils	
are	distinct,	but	have	such	mutual	relations	that	the	act	of	one	of	them	is	the	act	of	
the	whole	church	performed	by	it	through	the	appropriate	council.	The	larger	part	
of	the	church,	or	a	representation	thereof,	shall	govern	the	smaller.	

F-3.0204	Seek	and	Represent	the	Will	of	Christ	

Presbyters	are	not	simply	to	reflect	the	will	of	the	people,	but	rather	to	seek	
together	to	find	and	represent	the	will	of	Christ.	

F-3.0205	Decision	by	Majority	Vote	

Decisions	shall	be	reached	in	councils	by	vote,	following	opportunity	for	discussion	
and	discernment,	and	a	majority	shall	govern.	

F-3.0206	Review	and	Control	

A	higher	council	shall	have	the	right	of	review	and	control	over	a	lower	one	and	
shall	have	power	to	determine	matters	of	controversy	upon	reference,	complaint,	or	
appeal.	

F-3.0207	Ordination	by	Council	

Presbyters	(ruling	elders	and	ministers	of	the	Word	and	Sacrament)	and	deacons	
are	ordained	only	by	the	authority	of	a	council.	

F-3.0208	Shared	Power,	Exercised	Jointly	

Ecclesiastical	jurisdiction	is	a	shared	power,	to	be	exercised	jointly	by	presbyters	
gathered	in	councils.	

F-3.0209	General	Authority	of	Councils	

Councils	possess	whatever	administrative	authority	is	necessary	to	give	effect	to	
duties	and	powers	assigned	by	the	Constitution	of	the	church.	The	jurisdiction	of	
each	council	is	limited	by	the	express	provisions	of	the	Constitution,	with	powers	
not	mentioned	being	reserved	to	the	presbyteries.	

We	Are	Connectional	
On	the	foundations	of	the	Bible	and	our	confessional	theology6,	we	build	our	structure—
how	we	operate	and	interact	as	a	body	within	the	body	of	Christ.	Presbyterianism	is	unique	
with	its	representation	by	elders,	both	ruling	elders	(lay	people)	and	teaching	elders	
(clergy)	in	its	government.	The	PC(USA)	is	a	denomination	with	2.1	million	members	in	all	
50	states	and	Puerto	Rico,	divided	into	177	presbyteries	(regions)	and	over	12,000	

	
6	Theology:	from	the	Greek,	theo	(God)	logia	(utterances	or	sayings,	related	to	the	Greek	word	logos,	meaning	
word).	
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congregations.	From	the	local	congregation	through	our	regional	councils	to	the	General	
Assembly	leadership,	discernment,	and	decision	making	is	shared	between	teaching	and	
ruling	elders.		

Ecclesiastical	Structure	

Each	level	of	governing	councils	relate	to	both	those	above	and	below.	We	resist	the	term	
“hierarchical”	because	no	one	person	is	truly	in	charge.	Authority	is	shared	and	we	are	all	
held	accountable	to	Scripture,	our	consciences,	and	our	constitution.	Below	is	a	graphic	that	
shows	the	relationships	between	our	ecclesiastical	councils.		

	

	
	

Session	–	the	governing	council	of	the	local	congregation	made	up	of	ordained	ruling	elders	
from	the	membership	of	the	congregation,	and	any	installed	teaching	elders	(pastors)	
serving	the	congregation,	including	pastors,	co-pastors,	and	associate	pastors	(teaching	
elders	are	not	members	of	the	local	congregation,	but	are	members	of	the	presbytery).	
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The	session	is	responsible	for	all	decisions	regarding	the	ministries	and	policies	of	the	
congregation,	except	for	two	powers	reserved	for	the	congregation:	the	election	of	officers	
(including	ruling	elders,	deacons,	trustees,	and	pastoral	staff),	and	the	buying,	selling	
and/or	mortgaging	of	church	real	property.	(The	responsibilities	and	guidelines	for	session	
are	outlined	in	the	Book	of	Order	in	G-3.0201ff).	

Ruling	elders	are	nominated	by	a	committee	of	the	church	and	elected	by	the	congregation	
typically	for	three	year	terms,	with	one-third	of	the	terms	of	ruling	elders	expiring	each	
year.	The	pastor	serves	as	moderator	of	session,	or	another	minister	when	the	pastor	is	not	
available.	The	session	also	elects	its	own	clerk,	called	the	“clerk	of	session,”	who	must	be	a	
ruling	elder	(ordained),	but	not	necessarily	one	serving	currently	on	session.	The	clerk	of	
session	serves	as	secretary,	recording	the	minutes	of	each	session	meeting,	as	well	as	
maintaining	the	records	and	membership	rolls	of	the	church.		

Presbytery	–	Each	of	the	177	presbyteries	in	the	PC(USA)	is	the	council	that	has	
jurisdiction	over	the	sessions	of	all	the	congregations	within	its	bounds	and	all	its	minister	
members	(remember,	ministers/teaching	elders	are	members	of	presbytery,	not	the	local	
congregation),	and	is	comprised	of	“all	the	congregations	and	teaching	elders	within”	its	
boundaries.7	UPC	is	a	part	of	the	Presbytery	of	Grand	Canyon,	which	encompasses	northern	
Arizona	(Presbytery	of	de	Christo	comprises	southern	Arizona	and	part	of	New	Mexico).		

The	presbytery	has	the	power	to	organize	new	congregations,	merge	or	divide	
congregations,	dismiss	congregations	to	another	denomination,	or	dissolve	a	congregation,	
all	in	consultation	with	the	congregation	involved.	When	a	congregation	is	without	an	
installed	pastor,	the	presbytery	takes	special	oversight	of	that	congregation,	appointing	a	
moderator	for	session	from	among	the	teaching	elders	of	the	presbytery,	providing	for	the	
pulpit	to	be	supplied,	and	doing	other	things	necessary	in	the	course	of	the	congregation’s	
work,	ministry	and	life	together.		

For	teaching	elders,	the	presbytery	has	the	responsibility	and	power	to	ordain,	receive,	
dismiss,	install,	remove,	and	discipline.	It	is	the	prerogative	of	the	presbytery	to	both	
establish	the	relationship	between	a	congregation	and	a	minister,	and	to	dissolve	a	
relationship	when	necessary.	The	presbytery	also	oversees	and	offers	guidance	for	
candidates	preparing	to	become	teaching	elders.	

The	presbytery	shares	in	deliberations	at	both	the	Synod	and	General	Assembly,	electing	
commissioners	to	serve	as	members	of	these	higher	councils	of	the	church.	It	also	insures	
that	the	orders	of	the	higher	councils	are	carried	out	within	the	presbytery.	

Synod	–	The	synod	(pronounced	sin´-əd)	is	the	council	that	has	oversight	of	the	life	and	
mission	of	the	PC(USA)	within	a	geographic	region	that	includes	at	least	three	presbyteries.	
Synods	are	regional	in	nature,	enabling	presbyteries	within	their	region	to	discover,	design,	
and	implement	ministries	that	are	common	to	the	area.	There	are	currently	15	synods	

	
7	Book	of	Order,	G-3.0301.	
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across	the	PC(USA),	which	also	offer	judicial	oversight	of	presbyteries	through	our	
ecclesiastical	court	system.		

The	synod	has	limited	responsibilities	with	regard	to	the	General	Assembly.	They	do	not	
elect	commissioners	to	G.A.,	for	instance.	However,	they	are	charged	with	seeing	that	the	
orders	of	the	G.A.	are	communicated	and	carried	out	within	the	synod.		

General	Assembly	–	The	G.A.	is	the	most	inclusive	council	in	the	PC(USA),	made	up	of	an	
equal	number	of	teaching	and	ruling	elders	elected	by	presbyteries,	along	with	a	number	of	
Advisory	Delegates—Young	Adult	Advisory	Delegates	(YAAD,	one	from	each	presbytery),	
Theological	Seminary	Advisory	Delegates	(TSAD),	Ecumenical	Advisory	Delegates	(EAD),	
and	Missionary	Advisory	Delegates	(MAD)—who	have	voice,	but	no	vote	on	the	floor	of	the	
Assembly.	The	G.A.	meets	every	two	years	to	discern	the	will	of	God	for	the	entire	PC(USA),	
deliberating	on	issues	of	polity,	theology,	and	ecclesiology	(church	structures	and	
processes).		

The	first	order	of	business	when	G.A.	meets	is	to	elect	among	their	own	a	moderator	who	
serves	a	two	year	term,	along	with	a	vice-moderator.	The	G.A.	“constitutes	the	bond	of	
union,	community,	and	mission	among	all	its	congregations	and	councils,	to	the	end	that	
the	whole	church	becomes	a	community	of	faith,	hope,	love	and	witness.”8	It	is	responsible	
for	mission	to	the	whole	world,	initiating	and	maintaining	ecumenical	relationships	with	
other	faith	communities	and	denominations	and	coordinating	work	with	them,	and	
providing	services	to	help	build	up	and	promote	the	work	and	ministries	of	the	whole	
church.		

In	its	role	as	the	most	inclusive	council	of	the	church,	the	G.A.	is	given	the	authority	to	
decide	controversies	brought	before	it	and	to	give	advice	and	instruction	in	cases	
submitted	to	it	through	our	ecclesiastical	judicial	process,	in	conformity	with	our	
Constitution.	Presbyteries	and	synods	raise	other	issues	through	a	process	of	“overtures”	to	
the	G.A.	which	are	debated,	sometimes	edited,	and	voted	upon	by	commissioners.	There	are	
over	600	commissioners	that	go	to	G.A.,	with	several	hundred	others	who	offer	staff	
support	to	the	G.A.	and	technical	support,	and	several	thousand	who	attend	as	observers	or	
vendors	in	the	Exhibit	Hall.		

Putting	it	all	together	–	The	point	here	is	that	churches	do	not	carry	out	their	mission	and	
ministry	in	isolation	nor	for	their	own	satisfaction.	The	nature	of	Presbyterianism	is	that	
power	and	responsibility	is	shared.	The	system	of	councils	sustains	our	mutual	
relationships	within	these	structures	to	express	the	unity	of	the	Church.	

 

	
8	Book	of	Order,	G-3.0501.	
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PRACTICAL STUFF 

UPC	Financial	Basics	
There	are	a	few	basics	when	it	comes	to	finances.	Each	month	our	treasurer	prints	an	
income	and	expense	report	(basically,	how	much	we	have	received	and	spent,	and	
comparing	them	to	the	budget	session	has	established	for	that	year)	and	a	balance	sheet	
(how	much	money	we	actually	have	on	hand—assets	and	liabilities).	

Each	board,	committee,	team,	and	task	force	chair	is	responsible	for	ensuring	whatever	
part	of	the	budget	that	pertains	to	their	council’s	work	is	honored.	More	policies	and	
procedures	regarding	finance	can	be	found	in	the	Policies	&	Operations	Manual.		

Robert’s	Rules	of	Order	
Ordinarily	councils	of	the	church	conduct	their	business	using	Parliamentary	Procedure	as	
established	by	U.S.	Army	Major	Henry	Martyn	Robert	(1837-1923).	In	1876	the	first	
manual	was	published,	and	has	since	been	revised	many	times.	Many	organizations,	
including	most	government	legislatures	use	Robert’s	Rules	as	the	basis	for	their	rules	for	
facilitating	discussions	and	group	decision-making.	Having an agreed upon set of rules makes 
meetings run easier.	
You	will	not	need	the	full	manual	to	conduct	your	meetings	if	you	are	a	board	moderator,	
committee	chair,	or	team	leader.	However,	it	is	helpful	to	be	familiar	with	at	least	the	
basics,	and	even	teach	your	boards,	committees,	and	teams.		

Below	are	just	the	basics	to	get	you	going.	It	is	often	enough	to	use	a	consensus-building	
model,	whereby	an	idea	is	shaped	by	the	entire	group.	In	settings	such	as	sessions	and	
higher	governing	bodies,	it	is	better	to	use	Robert’s	Rules	to	establish	consistency	in	the	
decision	making	process.	It	is	particularly	important	to	have	recorded	motions	and	votes	
when	dealing	with	weightier	matters.	

Robert's	Rules	will	help	your	group	have	better	meetings,	not	make	them	more	difficult,	if	
you	trust	the	process.	Your	group	is	free	to	modify	them	or	find	another	suitable	process	
that	encourages	fairness	and	participation.		

Here	are	the	basic	elements	of	Robert's	Rules,	used	by	most	organizations:		
1. Motion:	To	introduce	a	new	piece	of	business	or	propose	a	decision	or	action,	a	
motion	must	be	made	by	a	group	member	("I	move	that......").	A	second	motion	must	
then	also	be	made	(raise	your	hand	and	say,	"I	second	it.").	Discussion	is	then	invited	
by	the	chairperson/moderator.	Ordinarily	the	maker	of	the	motion	is	invited	to	
speak	first.	After	limited	discussion	the	group	then	votes	on	the	motion.	A	majority	
vote	is	required	for	the	motion	to	pass.	
	

2. Postpone	Indefinitely:	This	tactic	is	used	to	kill	a	motion.	When	passed,	the	motion	
cannot	be	reintroduced	at	that	meeting.	It	may	be	brought	up	again	at	a	later	date.	
This	is	made	as	a	motion	("I	move	to	postpone	indefinitely...").	A	second	is	required.	
A	majority	vote	is	required	to	postpone	the	motion	under	consideration.		
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3. Amend:	This	is	the	process	used	to	change	a	motion	under	consideration.	Perhaps	
you	like	the	idea	proposed	but	not	exactly	as	offered.	Raise	your	hand,	allow	the	
chair/moderator	to	acknowledge	you,	and	make	the	following	motion:	"I	move	to	
amend	the	motion	on	the	floor."	This	also	requires	a	second.	After	the	motion	to	
amend	is	seconded,	discussion	may	be	had,	and	then	a	majority	vote	is	needed	to	
decide	whether	the	amendment	is	accepted.	Then	a	vote	is	taken	on	the	amended	
motion.	In	some	organizations,	a	"friendly	amendment"	is	made.	If	the	person	who	
made	the	original	motion	agrees	with	the	suggested	changes,	the	amended	motion	
may	be	voted	on	without	a	separate	vote	to	approve	the	amendment.	Technically,	
there	is	no	such	thing	as	a	“friendly	amendment”	in	Robert’s	Rules,	but	sometimes	a	
chair/moderator	will	allow	it	if	there	are	no	objections	in	order	to	further	the	
process.	However,	the	chair	must	ask,	“Are	there	any	objections	to	the	proposed	
amendment?”	If	anyone	objects,	then	the	formal	amendment	process	must	be	
followed.	

	

4. Commit:	This	is	used	to	place	a	motion	in	committee	(“I	move	to	commit	the	motion	
on	the	floor	to…”).	It	requires	a	second.	A	majority	vote	must	rule	to	carry	it.	At	the	
next	meeting	the	committee	is	required	to	prepare	a	report	on	the	motion	
committed.	If	an	appropriate	committee	exists,	the	motion	goes	to	that	committee.	If	
not,	a	new	committee	is	established.		

	

5. Question:	To	end	a	debate	immediately,	the	question	is	called	(say	"I	call	the	
question")	and	needs	a	second.	A	vote	is	held	immediately	(no	further	discussion	is	
allowed).	A	two-thirds	vote	is	required	to	approve	calling	the	question.	If	it	is	passed,	
the	motion	on	the	floor	is	voted	on	immediately.		

	

6. Table:	To	table	a	discussion	is	to	lay	aside	the	business	at	hand	in	such	a	manner	that	
it	will	be	considered	later	in	the	meeting	or	at	another	time	("I	move	to	table	this	
discussion	until	the	next	meeting.	In	the	meantime,	we	will	get	more	information	so	
we	can	better	discuss	the	issue.").	A	second	is	needed	and	a	majority	vote	required	to	
table	the	item	being	discussed.		

	

7. Adjourn:	A	motion	is	made	to	end	the	meeting.	A	second	is	required.	A	majority	vote	
is	then	required	for	the	meeting	to	be	adjourned	(ended).		

	

Note:	If	more	than	one	motion	is	proposed,	the	most	recent	takes	precedence	over	the	ones	
preceding	it.	For	example	if	#6,	a	motion	to	table	the	discussion,	is	proposed,	it	must	be	
voted	on	before	#3,	a	motion	to	amend,	can	be	decided.	In	a	smaller	meeting,	like	a	
committee	or	board	meeting,	often	only	four	motions	are	used:		

• To	introduce	(motion.)	
• To	change	a	motion	(amend.)	
• To	adopt	(accept	a	report	without	discussion.)	
• To	adjourn	(end	the	meeting.)	



Officer Training Manual 

University	Presbyterian	Church	
	

23	

Remember,	these	processes	are	designed	to	ensure	that	everyone	has	a	chance	to	
participate	and	to	share	ideas	in	an	orderly	manner.	Parliamentary	procedure	should	not	
be	used	to	prevent	discussion	of	important	issues.		
Submission	of	Minutes	
In	the	times	of	handwritten	notes,	the	“minutes”	of	a	meeting	were	literally	a	retelling	of	
what	happened	each	minute	of	a	meeting.	Minutes	are	important	to	track	the	work,	
decisions,	and	discussions	of	a	group.	Do	not	merely	record	action	times	in	your	minutes.	
Rather,	include	the	nature	of	discussions	being	had:		

“Some	discussion	was	held	concerning	the	grassiness	of	the	lawn.	It	was	proposed	
that	maybe	we	want	to	consider	just	painting	the	grass	green.	This	issue	will	be	
taken	up	at	subsequent	meetings.”	

This	entry	in	the	minutes	will	help	serve	as	a	reference	point	in	building	future	agendas	
and	shaping	future	discussions.	
Template	for	Minutes	

Session	has	established	a	template	for	minutes	for	all	boards,	committees,	and	teams	who	
report	to	session.	See	Appendix	A.	It	is	important	that	this	template	be	followed	to	make	
sure	action	items	are	responded	to	in	a	timely	manner.	

In	order	to	streamline	our	work,	all	minutes	of	every	committee	or	team	should	use	the	format	
indicated	on	the	next	page,	particularly	for	those	who	report	directly	to	session.	The	purpose	
of	the	template	is	aid	in	the	creation	of	session’s	docket	and	make	sure	action	items	do	not	
get	lost.	
Dropbox	and	Electronic	File	System	

UPC	uses	the	online	filing	system	Dropbox	(dropbox.com).	After	training,	each	committee	
or	team	chair	will	be	granted	administrative	access	to	their	Dropbox	folder(s).	It	is	the	
responsibility	of	chair	people	to	maintain	their	folders,	including	making	sure	all	minutes	
are	placed	in	the	appropriate	Agendas	&	Minutes	folder	for	future	reference.	
We	have	also	instituted	a	standardized	file	naming	system.	This	may	not	pertain	to	all	files,	
but	it	will	definitely	apply	to	any	dated	files	like	agendas,	minutes,	and	correspondence:	

yyyy-mm-dd	[Committee	name]	[file	name-e.g.,	Minutes,	Agenda].doc	
yyyy=four-digit	year	(e.g.,	2013)	
mm=two-digit	month,	with	zero	as	a	placeholder	(e.g.,	01,	02...11,	12)	
dd=two-digit	date,	with	zero	as	a	placeholder	(e.g.,	01,	02...29,	30,	31)	

So,	for	example,	the	minutes	of	the	Mission,	Social	Justice,	and	Peacemaking	Committee	
would	be	filed	as	follows:	

2015-03-10	MSJP	Minutes.doc	

This	is	very	important	to	maintain	the	integrity	of	our	database	for	future	leaders	and	for	
institutional	memory.	The	reason	for	the	four-digit-year	and	two-digit	month	and	date	
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(using	zeros	as	place	holders	for	single	digit	months/dates)	is	that	computers	list	things	in	
order.	In	other	words,	if	we	were	to	use	typical	American	dates,	12-14-2013	would	come	
before	2-3-2012.	The	year	comes	first	so	that	we	don’t	have	something	in	February	2012	
right	next	to	something	in	February	2015.	That	would	not	be	helpful.	 	
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APPENDIX A: TEMPLATE FOR MINUTES 
______________________________ Committee 

Minutes for DATE 
 
ITEMS FOR SESSION ACTION: 
1. Motion to approve a work camp weekend at Montlure Presbyterian Camp for Memorial Day 

Weekend, May 25-28, 2012, with Mission Del Sol Presbyterian Church, pending Forest 
Service approval to ensure the camp is safe.  Background:  The Forest Service wants to make 
sure the camp is safe after the fires last year and the lack of vegetation holding back soil.  
Should there be significant rains, there is a risk of mudslide.  The Montlure Council is in 
close contact with the Forest Service, and approval for work camps is pending. 

2. Motion to approve new personnel policy. Note: This is an example of a poorly crafted 
motion.  The policy or the changes need to be noted exactly in the motion, like “Motion to 
amend section 2 of the Personnel Policy (items to be deleted are struckout, items to be added 
are in bold/italics)”, and then list the specific language, or simply, “Motion to delete section 
2 of the Personnel Policy and replace it with the following:…” 

 
SUMMARY: Items for session action should be in the form of a motion (see above). Session only 
considers proposed actions. Here in the summary section is where you will summarize the most 
important parts of your meeting, including proposed initiatives, which will be copied into the 
minutes of the session meeting. You do not need to include any proposed actions being sent to 
session, as they will already be included in the session minutes. Please use complete sentences, 
no abbreviations (they may not be recognized years from now), and no bullet points—paragraph 
form for easy copying and pasting. 
 
CALL TO ORDER WITH PRAYER 
Meeting was opened with prayer/devotional led by __________ at _____ p.m.  
 
ATTENDANCE 
Present:  Include first and last names.  Indicate chairperson or acting chairperson. 
Absent: Include first and last names. 
Others present: Any guests or others present who do not normally attend or who are not 
members of that board, committee, or team. 
 
REPORTS/DISCUSSION ITEMS:  
[Your minutes are the best way to track your committee’s work from month to month, or even 
year to year, as well as to let session know of your plans, where your discussions and 
discernment are taking you, and possibly ease future conversations with session when approval 
may be necessary.  So include brief descriptions of discussions, reports, as well as actions taken.  
The point is clear communication and transparency among our many committees, boards, teams, 
ministries, and programs.   
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If an action item requires session action or the committee would like session action on it, include 
the exact verbiage of your motion both in your minutes here and in the “Items for Session 
action” box above. 
 
A good practice for committees is to mark items needing follow up or assigned to specific people 
in the committee in red text.] 
 
Example: 
Approval of Minutes from the December 19, 2012 meeting: A few spelling corrections were 
made to names.  Minutes were approved as corrected. 
There is a practice to “approve” minutes at the next meeting.  However, minutes should be 
submitted to session as soon as possible whether or not they have been corrected.  Ideally, 
corrections are made via e-mail communications prior to being submitted.  If corrections are 
needed after session receives the minutes, noting corrections in the minutes of the following 
meeting is most appropriate, as well as updating the minutes that you may save in Dropbox or 
other places.  If the corrections are only made on the minutes for the meeting being corrected, 
session never receives notice of the correction. 
 
Youth Ministry: Sally Jones reported that the Sr. High youth group had to move its planned 
outing to Airworx Trampoline Center (4960 W. Ray Rd., Chandler) from March 25th to April 
22nd to accommodate a special service.  There were no objections.  [Any and all “off campus” 
events should be approved at minimum by a committee, but ideally by both committee and 
session for liability purposes.  If session previously approved an outing, and the only change is a 
date change, then the committee can approve this without further session approval.] 
 
Montlure Update: Bob Smith let the committee know that Montlure Council is planning a work 
weekend, pending Forest Service approval, for Memorial Day weekend.  Plans are being made to 
join Mission Del Sol for the weekend. Motion was made, seconded and passed to request session 
approval for a work camp weekend at Montlure Presbyterian Camp for Memorial Day Weekend, 
May 25-28, 2012, pending Forest Service approval to ensure the camp is safe. Bob will follow-
up with the Montlure manager to confirm dates and work to be completed. 
 
Summer 2012 camp will be at Camp Womatachick this year, near Prescott.  The camp will be a 
shortened six-week session.  Early bird discounts are limited due to camp rental costs. 
 
NOTE: While it’s ok to not use complete sentences in your minutes, it’s critical that the 
committee, board, and session be able to discern the meaning clearly. Be careful about assuming 
session has information (for instance, knowing where Airworx is or what it is, or that the 
Montlure Council is in contact with the Forest Service and taking appropriate precautions to 
prevent injury to participants). Offer background or rationale to your motion under “Items for 
Session action.” This is good practice to also ensure your committee knows what the minutes 
mean months or even years later. 
 
CLOSING PRAYER 
The meeting was closed with prayer led by _______ at _______ p.m. 
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Next meeting scheduled for ____________, 2012 at ______ p.m. 
 
As soon after the meeting as is possible the minutes should be completed and emailed to all who 
attended (or all on the committee) so any corrections can be made before they are emailed to the 
Clerk of Session to be included in the next session meeting packet. Session meets on the 4th 
Tuesday of each month (November and December may change depending on where the holidays 
fall). Minutes need to be submitted by the Thursday prior to each session meeting. 
 
	
	


