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Introduction

\\Y

elcome to the office of Clerk of Session! You have joined a unique and important group
of people in the Presbyterian Church (U.S.A.). The Book of Order mandates that each
governing body of the PC(U.S.A.) have a moderator and a clerk'. Clerks of Presbyteries,
Synods, and the General Assembly are called Stated Clerks. Those serving Sessions are
called Clerks of Session or Clerks to Session. This depends on whether you are currently
serving on Session or not.

As clerk, you will record a good deal of the history of your church as you write the
session minutes. Future generations will learn what your church did to further Christ’s
mission in the world by reading the minutes you write. It follows then, that it is
important that you keep accurate records of all the proceedings in session meetings and
in congregational meetings.

This handbook has been prepared to provide Clerks of Session with information and
examples to assist them in their work and to insure that they have easily accessible
information about what must be included in the session record books.

This handbook has been prepared by drawing on information in the Book of Order and
in various manuals for clerks of session throughout our denomination. Special
appreciation is noted for the work of Elder John Bolt, former Stated Clerk for the
Presbytery of West Virginia, and Teaching Elder Ken Hockenberry, Stated Clerk of
Chicago Presbytery.

If you have any questions, or need assistance, please contact me at the presbytery office
(lhargrove@pbyofnewcovenant.org).

Lynn R. Hargrove
< R1A4,,
P w % General Presbyter + Stated Clerk for Administrative Process
0 —

A
1 G-ggm“i%f O@er, The Constitution of the Presbyterian Church (U.S.A), Part II, 2011/2013)

(Us A)


mailto:lhargrove@pbyofnewcovenant.org

Manual for Clerks of Session Revised November 2025

Presbytery of New Covenant Page 3 of 53
Presbytery of New Covenant

The Office of the Clerk of/to Session

T

he Clerk of Session shall be an elder elected by the session for such term as it may
determine®. The clerk may be a member of the session, or may be an elder not currently
serving. If the clerk is not a member of session, general privilege of voice may be given
by session but s/he may not make motions or vote. Session may ask the clerk to be its
parliamentarian and in all cases shall give the clerk voice in matters pertaining to the
minutes and the clerk’s report.

The person chosen to be clerk of session needs to be knowledgeable about session
responsibilities, to have an understanding of Presbyterian polity, and be willing to learn
basic parliamentary procedure. S/he must be able to write a clear record of the
proceedings at session and congregational meetings and make those minutes available
promptly following the meeting.

When the pastor or elders need a strong lay leader, the clerk of session is the “first
among equals.” This responsibility flows to the clerk not because of any explicit
statement in the Book of Order, but because the officer who receives the
correspondence, keeps the records, and routinely discusses the work of the session with
the pastor and all of the committee chairpersons to form the agenda and refer business,
is the officer to whom they would take a problem. Presbyterian polity does not provide
for any other lay officer to carry out these responsibilities.

In spite of the fact that the core functions of the clerk are secretarial, the session, in
electing a clerk should seriously consider the qualifications needed to carry out the very
significant “silent” functions of being the primary administrative officer of the
congregation.

2(G-3.0104
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Responsibilities at a Glance

=

A SR S

Annually

Complete the annual statistical report (see Pages 24-26) requested by the General
Assembly accurately and report to the PC(U.S.A.) by the deadline noted. Also,
return other paperwork requested by the presbytery’s stated clerk by the deadline
noted (Supplemental Report, Members of Session form, Necrology Report).

Have your Session Records Reviewed with your fellow clerks, choosing a date and
time from those set by the stated clerk of the presbytery. Bring your minutes
since your last review. Include a copy of your Bylaws and Articles of
Incorporation and your congregation’s required policies (see G-3.0106).

Communicate dates and other information on Presbytery meetings to the Session
so that ruling elder commissioners can be elected. Typically, the presbytery
meetings are held on the third Saturday of March, July and November.

Monthly
Send meeting notices by mail or email.

Contact committee chairpersons about unfinished and referred business.
Ask for recommendations to be in writing.
Develop the docket or agenda for the meeting with the moderator.

Record the minutes of each meeting. It is 30helpful to use a template with room to
take notes and minutes. This should be a full and accurate record of the proceedings
of the session (G-3.0204).

Keep the roll of session membership and attendance (G-3.0104). The session shall
“provide by rule” the number present for a quorum. (G-3.0203)

Bring all official correspondence to the attention of session, and respond as directed
by the session.
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8.

A

Keep a list of unfinished business, including all matters referred to a committee or a
staff member for later report to session, and remind the appropriate persons(s) if not
reported expeditiously.

In consultation with the moderator, prepare a statement of highlights of session
actions and reports following the meeting for information for the congregation (may
be included in the next issue of the congregation’s newsletter). Note: confidential
matters should not be included.

Ongoing

Arrange for the careful preservation of session records (G-3.0104), making
recommendation to the session for the permanent safe-keeping of its records
(G-3.0107).

Furnish extracts from the minutes when required by another governing body of the
church (G-3.0104).

Maintain and preserve rolls and registers required of session (G-3.0204a&b). (See
Rolls and Registers, page 11.)

Be responsible for the preservation of the records of the Board of Deacons and the
Board of Trustees (G-3.0107).

Be familiar with the responsibilities of the session as described in the Book of Order
(G-3.0201).

Be prepared to respond to questions of parliamentary procedure in meetings if
requested to be parliamentarian. (Meetings shall be conducted in accordance with
the most recent edition of Robert’s Rules of Order, except in those cases where the
Book of Order provides otherwise (G-3.0105). Copies of Robert’s Rules of Order and
the latest Book of Order should be available at meetings.)

As needed

Notify the session or congregation of special meetings, describing accurately the
business that will be transacted. Congregations shall provide by their own rule for
minimum notification requirements and give notice are regular services of worship
prior to the meeting (G-1.0501 and G-1.0502).

Serve as secretary for meetings of the congregation (G-1.0505), seeing that the
minutes are received by session and are inscribed in the permanent session minute
book. It is helpful to have the congregation delegate to session the authority to
approve minutes of the congregational meetings, but these minutes should be posted
for the congregation to see.

Receive and submit communications from/to other governing bodies.
Notify the stated clerk of the presbytery of changes in the membership of session.
Assist the moderator in preparing the agenda for session meetings, as requested.

Assist in church officer training when requested.
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7. May moderate the congregational meeting, if requested by the moderator, during the
pastor’s salary review. If this occurs, a temporary clerk should be appointed.

8. Perform such other duties as may be assigned by the session or moderator.
HELPFUL HINTS 3
Written reports facilitate the meeting flow.

Meeting may be informal, but all actions must be approved.

Each member of session should receive a copy of the minutes
soon after the meeting.
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Sample Session Docket/Agenda

Your Presbyterian Church
Stated Session Meeting
Month Date, Year

Call to Order, Declaration of Quorum and Opening Prayer
Approval of the Docket and the Minutes of the previous stated meeting
Communications

Clerk’s Report
Session class of (year) was ordained and installed at the 11:00 am worship service
on (Date): list their names
Lord’s Supper was celebrated at the 11:00 am worship service on (dates)
Membership report — transfers, deaths, marriages, baptisms

Session Committee Reports
Action Items

Old and New Business
Spiritual and Pastoral Concerns

Motion for Adjournment and Closing Prayer

KHKFFRXKKKKKKR*

The docket or agenda for a session meeting can be the responsibility of either the clerk
or the moderator working together. In some instances, it is compiled by the church
secretary. Input from the moderator and other members of session is invaluable. In the
case of a pastoral vacancy, the moderator named by the presbytery often will rely on the
clerk of session to formulate the docket.

Session dockets should be made available to session members prior to meetings so that
the elders may be prepared to do the business of the church. Included in this
information are the date, time, location, agenda or order of business, financial data, and
other pertinent information as needed and available.

The value of a printed docket or agenda is three fold:
It provides for an orderly process in the handling of session business.
It informs the members of issues to be discussed.
It serves as a reminder of the necessary preparation for a meeting.

The clerk of session can take this opportunity to assist the moderator in handling
administrative details and sharing in the ministry of the church.
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Guidelines for Session Minutes

Minutes of each session meeting shall (i.e., must
include:

1.

10.

11.

12,

Whether the meeting is a regular or special
meeting.

The name of the church, the place, date and
time of the meeting.

The name of the moderator of the meeting.

The opening and closing of each meeting with
prayer.

The roll, listing elders present, elders absent
and any who are excused; the clerk, moderator
and other staff present or excused; others
present and their identity. (Please use first and last names.)

The affirmation of a quorum (G-3.0203). NEW: Sessions shall provide by rule for
a quorum for meetings; such a quorum shall include the moderator and either a
specific number of ruling elders or a specific percentage of those ruling elders in
current service on the session.

The approval of the agenda. (In case of a special meeting, the call to the meeting
stating the purpose becomes the agenda.)

The approval of the minutes of the previous meeting. (Any corrections of
previous meeting minutes shall be listed, and then corrected in the prior
meeting’s minutes.)

Clerk’s report: may include correspondence, announcements, and report of the
serving of the Lord’s Supper, in addition to listing of baptisms, marriages,
changes in membership rolls.

Reports of pastor, other staff, the treasurer and committee chairpersons should
be summarized in the minutes.

All motions and amendments, if any, and whether they passed or failed. (Details
of discussion should not be recorded, except when needed to give a sense of the
action.)

When a previous action of the session is referred to, the page on which it is
recorded, or the date of the meeting at which it occurred, should be designated.

Minutes shall include the following, when applicable:

13.
14.

Requests for marriage, baptism or funerals to occur in the church.

The administration of the Sacrament of the Lord’s Supper must be reported at
the next succeeding regular meeting. When the sacrament has been administered
to those unable to attend public worship, the name of the minister officiating and
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15.

16.

17.

18.

19.

20.

21.

22,

the name of the elder or elders assisting should be noted. (This may be part of the
clerk’s report, the pastor’s report or that of the worship committee.)

The administration of the Sacrament of Baptism must be reported at the next
succeeding regular meeting, giving the full name of adults baptized including the
maiden name of married women; the record of infants baptized, noting the name
of the child, date of birth, and the names of the parents or the one rightly
exercising parental responsibility (W-2.3014), and including the mother’s maiden
name. (This may be part of the clerk’s report, the pastor’s report or that of the
appropriate committee.)

The full name of applicants for church membership (in the case of married
women, include maiden name) and the manner of their reception:

1. by profession of faith, previously baptized
2. by profession of faith and baptism
3. by re-affirmation of faith

4. by letter of transfer, giving the name of the church
from which received

The name of the church to which a certificate of transfer is granted and the full
name of the person transferred with the date of transfer, together with names of
baptized children, if applicable.

Record (attach to minutes) the job descriptions for employed personnel, both
clergy and non-clergy, as they are approved.

Name of elders elected to be commissioners to meetings of the presbytery, and
the exact period for which elected (G-3.0202(a.)).

Record that commissioner(s) to the presbytery reported to session. The report
may be summarized.

When the session finds it necessary to exercise discipline, the “Form of
Government” and the “Rules of Discipline” should be carefully studied by a
committee of the session and if discipline be administered, the minutes of the
session must contain such a record of the proceedings which will enable the
Presbytery to know who was disciplined, why and how. It is most often advisable
for session to ask the presbytery to take jurisdiction of any matter of church
discipline.

In case of a sale, mortgage, gift or lease of property, the session records must
show: 1. Name, address and legal description of the property

Name of buyer/lessee

Sale price

Loan amount purpose and terms, including the name of the lender

Lease terms and liability insurance

AN S

Concurrence of Presbytery
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Be sure the following is included each year:

1. Approve of the annual budget.

2. Approve of the distribution of the church’s
benevolences.

3. Record the annual review with each pastor of
the adequacy of compensation.

4. Record the recommendation to be made to the
congregation for changes in the terms of call for
each pastor.

5. Note the annual review by the personnel
committee (or other responsible body appointed by
the session) of the adequacy of compensation of all
paid staff.

6. Note whether new officers have received training and been examined (G-2.0402).

7. Report the ordination and/or installation of elders and deacons at the next
succeeding meeting.

8. Report the recognition of trustees (if any) at the next succeeding meeting.

9. Report that property and liability insurance has been obtained (G-3.0112). (Insert
photocopy of the church’s certificate of insurance.

10. Record report of annual financial review or audit.
11. Record marriages, births, deaths.
12. Record election of clerk and treasurer.

13. Record annual review of church rolls and if anyone is moved to inactive or
removed.

14. Report reception of new members; dismissal/transfer of members to other
churches.

15. Record approval of curricula, teachers for the educational program.
16. Attach copy of Annual Statistical Report (to OGA) to minutes.
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Clerk’s Annual Report

At the last meeting of each calendar year, please include the following in the Clerk’s
Report:

1. Record that job descriptions have been approved for all employed personnel,
both clergy and non-clergy, and indicate by page number where the latest job
description for each staff person is located in the minute book.

2. Record changes during the year in the Session, the Board of Deacons and the
Trustees through death, resignation, or removal.

3. State the composition of the session with regard to racial ethnic members,
women, men and age groups, and how this corresponds to the composition of the
congregation. (This requirement may be fulfilled by photocopying the annual
statistical report required by the General Assembly into the session records.)

4. If congregation has a Board of Deacons and/or Trustees, report in the minutes
where their records are kept, and that they have been reviewed by session.

5. Include an Annual Narrative Report. (Moderator’s annual report, or periodic
reports to the session of ongoing church life will satisfy

" 0 Ty .
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Nuts & Bolts of Session Minutes

The method of recording session minutes is somewhat dependent on local
circumstances. The following is the suggested procedure used by the majority of
churches:

1. Clerk takes notes for the minutes at meeting.

2. Clerk writes the minutes and types or arranges for
them to be typed.

3. Clerk makes copies and distributes before the next meeting;

4. At the next meeting, the minutes are either approved as distributed or corrections
are made and the corrections are noted in that meeting’s minutes (as well as originals);

5. Clerk types or arranges for someone to type approved minutes in the session
permanent minute book (these may be photocopied as long as archival quality paper is
used);

6. If using a computer for minutes in the permanent minute book, a laser printer and
archival quality paper must be used;

7. If you wish, 200-250 pages may be professionally bound into volumes. This can be
done by the Presbyterian Department of History at a reasonable cost (215) 627-1852.

8. Do not use erasures, whiteout, strikethroughs or footnotes; or insert in the records
separate sheets of paper with written or printed matter on them.

9. The records of each session meeting are to be duly attested (signed in ink) by the
clerk. The records of congregational meetings are to be attested by the clerk AND the
moderator.

10. The minutes of congregational meetings, the annual report of the church treasurer or
treasurers, and the annual statistical report required by General Assembly are to be
included with session minutes. These are to be typed or photocopied into the permanent
record book.

11. Minutes should be interesting, with enough information so that future generations
will know what happened in the church years before. The minutes play a role in
recounting the history of the congregation, often retrievable in no other way.

12. The minutes of a meeting should never reflect the clerk’s opinion, favorable or
otherwise, on anything said or done.

13. Session minutes should be available to any member who asks.

14. It is recommended that a “church office copy” of session and congregational meeting
minutes be kept in a notebook for handy reference. Typically this is not the set of
minutes to be reviewed by presbytery.

SESSION MEETING MINUTES MUST BE ATTESTED (SIGNED IN INK) BY THE CLERK.
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Sample Minutes of Stated Session Meeting
Your Presbyterian Church
Month Day, Year

The Session of Your Presbyterian Church held its Stated Meeting in the church library
on (Month Day, Year) at (Time). The meeting was called to order by Moderator (Name),
who declared a quorum was present and opened the meeting with prayer.

Attendance: Ruling Elders (name), Visitors (name), Moderator (name), Excused
(name)

Docket: It was moved and seconded that the docket be approved. The motion was
approved.

Minutes: It was moved and seconded that the minutes of the Stated Meeting of (date)
be approved as written (corrected); motion approved.

Communication: A letter was received from the Stated Clerk of the presbytery
requesting the names of any elders or deacons who died in the past year for the
presbytery’s necrology report.

Clerk’s Report:
Membership updates
Deaths
Weddings
Baptisms
Other information

Committee Reports: (indicate any actions taken)

Christian Education: requested approval for the elementary students to use the
“We Believe” curriculum in Sunday School. The motion was approved.

Finance: reported that pledges received exceed last year at this time.

Worship: requested approval for communion to be served at the church retreat
at Mo-Ranch. The motion was approved.

Property: reported that bids for a new air conditioner are being received and be
brought to the next meeting for approval.

Old and New Business:

Report from commissioners to the presbytery meeting: A & B attended the
presbytery meeting held at First Presbyterian on (date). They recommended the
keynote speaker, and were pleased to hear of the new worshipping communities in the
presbytery.
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Financial Review Committee Report: The chairperson of the Financial Review
Committee reported that the 2013 financial records of the church have been reviewed

by the committee. No discrepancies were found, and the following recommendations
were made:

Spiritual and Pastoral Concerns:

Requests for prayer were made for L&M and the birth of their baby; for M&E
who are having marital difficulties; for P who lost his job and is seeking employment;
for the teachers at the pre-school as the director just quit.

Motion for Adjournment and Closing Prayer:

There being no further business to come before the meeting, it was moved and
seconded that the meeting be adjourned. The motion was approved. The meeting was
closed at (time) with prayer led by (name).

Respectfully submitted,

(Name)
Clerk of Session
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Congregational Meetings

Congregational meetings may be called by the session, the presbytery, or by session by
written request of one-fourth of the members of the congregation on the active roll.
(G-1.0502) Your congregation’s by-laws should include what constitutes a quorum.
(G-1.0501) Proxy voting is not permitted in church meetings. We believe that the Holy
Spirit guides us in our decision making, and one must be present in the room to be open
to such guidance by the Spirit. Be prepared for a ballot vote if needed. Minutes of all
congregational meetings shall be included in the session record book along with session
minutes in chronological order.

Minutes of these meetings shall include:

1. Indication of whether the meeting is “regular” or “special.”

N

If it is a “special meeting,” the minutes shall include the call to the meeting, which
will serve as the agenda.

Name of the church.

Date, time, and place of the meeting.

Name of the moderator or presiding officer.
Presence of a quorum.

Opening and closing of the meeting with prayer.

Record of all actions, whether adopted or lost.

© © N o ;s

When applicable, action by the congregation on any change in each pastor’s
compensation, with terms of call specified.

10. Minutes of the meeting of the congregation and corporation at which the annual
financial reports are made should indicate, at least:

a. report of a full financial review of the financial records (G-10.0400d)
(formerly referred to as “audit”) (See Appendix)

b. acomplete, itemized report of income and expenditures for the year

c. provide the complete, itemized proposed budget adopted by the session for
the coming year

d. details of the status of loans from General Assembly, Synod, or Presbytery, if
any are outstanding

11. If the congregation does not approve the minutes before adjournment, session
may approve the minutes at its next scheduled meeting.

CONGREGATIONAL MEETING MINUTES MUST BE ATTESTED (SIGNED IN INK) BY THE
MODERATOR AND THE CLERK.
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Sample Minutes of the Annual Congregational Meeting
Your Presbyterian Church
Date

The congregation of Your Presbyterian Church was called to meet on Sunday, (date),
immediately following the 11:00 am worship service. The meeting was called to
order by the Pastor/Moderator (name) who opened the meeting with prayer.

Clerk/Secretary: (name) was present and served as secretary. The clerk advised the
moderator that a quorum was present. The moderator agreed. The clerk reminded
everyone of the voting eligibility for this meeting.

Reading of the Call (for Special or Called Meeting) ... the call was found to be in
order.

Approval of the Docket: The docket was found to be in order and approved by
consent.

Members who join the Church Triumphant in the last year: The clerk read the
names of the members who died. They are ... (names). The pastor offered a
commemoration prayer.

Minutes of the Congregational Meeting(s) (for last year): The minutes of the Annual
Congregational Meeting of (date) and the Called Congregational Meeting of (date)
were distributed. They have been reviewed and accepted by the Session as an
accurate reflection of the actions taken at those meetings.

Review of the “Summary for (year)” and (year) Annual Report Supplement: The
summary for (year) and the (year) Annual Report Supplement (with Minutes,
Statistical and Financial reports) were distributed and discussed by the
congregation. Copies of the full Annual Reports were made available in printed
and/or electronic means, and upon request. Members asked questions about these
reports.

Review of the Session Approved Church Budget for (year): The treasurer, (name),
reviewed the (year) Church Budget which was approved by the Session on (date).
Questions were asked, opportunity was offered for any member to make any budget
recommendations to the Session for their consideration.

Approval of the Change in the Pastor’s Terms of Call: The Session reviewed the
Pastor’s Terms of Call and made the following recommendation for changes:

Past Year Proposed Amount
Salary $ $
Housing $ $
Expenses $ $
Board of Pensions $ $
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This change in the pastor’s call represents a (number)% increase. The pastor spoke
to these terms and left the room. The clerk assumed the chair. Discussion followed.
The motion was approved. The pastor was welcomed back to the meeting with
applause.

Congregational Nominating Committee: The Nominating Committee is comprised
of two members from the Session, (one from the Deacons), and (number) from the
congregation. The following persons were nominated to serve in the committee:
(names). A motion was made to elect (names) to the Nominating Committee. The
motion was approved.

Old/New Business: (note, if any)
Adjournment: There being no further business to come before the meeting, a motion

was made and seconded to adjourn. The meeting closed at (time) with prayer by
(name), and the singing of “Blessed Be the Tie that Binds”.

Attest:

Moderator Clerk/Secretary
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The Session’s Relationship to Other
Organizations

All organizations of the congregation are accountable to the session. All organizations
should make a financial and programmatic report to session and the congregation
annually.

G-3.0201 The Session: Composition and Responsibilities
... In light of this charge, the session has responsibility and power to:
b. Provide that the Word of God may be truly preached and heard.
c. Provide that the Sacraments may be rightly administered and received.
d. Nurture the covenant community of disciples of Christ ... including
directing the ministry of deacons, trustees, and all organizations of the
congregation ...

G-3.0106 Each council shall develop a manual of administrative operations that will
specify the form and guide the work of mission in that council. All councils shall adopt
and implement the following policies: a sexual misconduct policy, a harassment policy,
a child and youth protection policy and an anti-racism policy. Each council’s policy
shall include requirements for boundary training which includes the topic of sexual
misconduct, and child sexual abuse prevention for its members at least every thirty-six
months.

Board of Trustees: G-4.0101
...The powers and duties of the trustees shall not infringe upon the powers and duties
of the session or the board of deacons.

Board of Deacons or Individual Deacons: G-2.0202

...Deacons may be individually commissioned or organized as a board of deacons. In
either case, their ministry is under the supervision and authority of the session.
Deacons may also be given special assignments in the congregation, such as caring for
members in need ...

Nominating Committee: G-2.0401
The church nominating committee is a committee of the congregation, not the session.

It does not report to the session, although the committee may wish to consult with
session, and provide updates on their progress to the session.

...Ruling elders and deacons shall be nominated by a committee elected by the
congregation, drawn from and representative of its membership. Congregations may
provide by their own rule for a congregational nominating committee, provided that
the committee shall consist of at least three active members of the congregation, and
shall include at least one ruling elder who is currently serving on the session. The
pastor shall serve ex officio and without vote ...
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Pastor Nominating Committee (When there is a Pastoral Vacancy)

It is vital that the Session and any interim pastor work closely with the Committee on
Ministry of the Presbytery, through the assigned transition team to the church, and the
General Presbyter. This is one of the most significant ways the presbytery serves the
local congregation — in the procedures and process guidance of finding a new pastor.

G-2.0801 Pastoral Vacancy

When a congregation has a vacancy in a pastoral position, or after the presbytery
approves the effective date of the dissolution of an existing pastoral relationship, the
congregation shall, with the guidance and permission of the presbytery, proceed to fill
the vacancy in the following manner.

G-2.0802 Election of a Pastor Nominating Committee

The session shall call a congregational meeting to elect a pastor nominating committee
that shall be representative of the whole congregation. The committee’s duty shall be
to nominate a pastor for election by the congregation ...

The pastor nominating committee is a committee of the congregation, not the session.
The committee has several points of contact with the session and the presbytery:
0 The pastor nominating committee develops the Ministry Discernment Profile
(MDP) which includes the position description.

0 The session and then the presbytery (through the Committee on Ministry)
approve the MDP.

0 The committee negotiates the salary of the new pastor in consultation with the
session/board of trustees.

0 The General Presbyter does a reference check on the final candidate(s) for the
position.

0 The committee requests session to call a congregational meeting when it is ready
to bring a candidate.

Session and Personnel Committee: G-3.0102 Ecclesiastical Jurisdiction
[Councils, like the session] ... They have the power to establish plans and rules for the

worship, mission, government, and discipline of the church and to do those things
necessary to the peace, purity, unity, and progress of the church under the will of
Christ. They have responsibility for the leadership, guidance, and government of that
portion of the church that is under their jurisdiction.

The session supervises all ordained and non-ordained personnel, often through a
Personnel Committee. The session recommends to the congregation the “Terms of Call”
(salary, including housing, benefits, etc.) of all ordained personnel; the congregation
approves these terms of call or any subsequent future changes in the terms of call
annually. The terms of call must meet the minimum guidelines set by presbytery unless
a waiver is granted.
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It is recommended that the Personnel Committee for each church consist of a majority
of session members, and several congregation “at large” members.

Outside organizations
Session controls the use of all church property, including granting permission for the

sanctuary to be used for weddings. The purpose of an organization using the church
should not be contrary to the mission of the congregation or the Presbyterian Church
(USA). It is wise to have a written contract for all organizations using the church
building, stipulating any rental fee, maintenance standards, and rooms of the church to
be used.

G-4.02 Church Property (summary)

All leases for a period of 5 years or longer must be approved by the presbytery. Any
sales contract for property owned by the congregation/church must be approved by the
presbytery. Any contract to purchase property must be approved by the presbytery.

Whenever a congregation is formally dissolved by the presbytery, or has become extinct
by reason of the dispersal of its members, the abandonment of its work, or other cause,
such property as it may have shall be held, used, and applied for such uses, purposes,
and trusts as the presbytery may direct, limit, and appoint, or such property may be sold
or disposed of as the presbytery may direct, in conformity with the Constitution of the
Presbyterian Church (U.S.A.).



Manual for Clerks of Session Revised November 2025

Presbytery of New Covenant Page 21 0f 53

Actions that must be approved by more than
one council

One of the hallmarks of the Presbyterian Church (USA) is its connectional system. There are a
number of actions that require approval beyond the session. Among them are:

0 Application to presbytery to take an inquirer under care of the presbytery: session,
Committee of Preparation for Ministry, and presbytery.

0 Loans that use the church or its property at collateral for a mortgage, and all sales of

property: session and trustees, trustees of presbytery, and presbytery (ecclesiastical and
corporate). These also require the initial approval of the congregation.

0 Allleases of church property for a period of more than five years: session, Finance
Committee of presbytery, and the presbytery.

0 All changes of church location or church name: session, congregation (ecclesiastical and

corporate), Committee on Ministry (COM) of presbytery, and presbytery (ecclesiastical
and corporate).

0 All changes in the annual terms of call for the pastor: session recommendation,
congregational approval, Committee on Ministry, and the presbytery.

0 Dissolutions of pastoral calls and calls for new pastors: congregation, Committee on
Ministry, and presbytery.

0 Appointment of moderator of session, or temporary pastoral relationship: session,
Committee on Ministry, and presbytery.

0 Call for a special session meeting when requested by two members of the session in
writing. (G-3.0203)

0 Call for a special congregational meeting: session, or presbytery, or session when
requested in writing by one-fourth of the active members of the congregation. (G-1.0502)

0 Session meeting when a pastor is ill or out-of-town: pastor grants permission and
appoints a member of presbytery as moderator pro tem. (G-3.0201)

0 All waivers from the Book of Order terms of election (g-2.0404): congregation,
Committee on Ministry, and presbytery.
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Relations with Other Councils G-3.0202

Sessions have a particular responsibility to participate in the life of the whole church
through participation in other councils. It is of particular importance that sessions:

g

Elect, as commissioners to presbytery, ruling elders from the congregation,
preferably for at least a year, and receive their reports.

Nominate to presbytery ruling elders from the congregation who may be

considered as commissioners to synod and General Assembly, and to serve on
committees or commissions of the same ...

See that the guidance and communication of presbytery, synod, and General

Assembly are considered, and that any binding actions are observed and carried
out.

Welcome representatives of the presbytery on the occasions of their visits.

Propose to the presbytery, or through it to the synod and General Assembly, such
measures as may be of common concern to the mission of the church; and

Send to presbytery and General Assembly requested statistics and other

information according to the requirements of those bodies, as well s voluntary
financial contributions.
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Rolls and Registers
Rolls

The Rolls of the church should contain information about those who are
members of the local church. It is the responsibility of the Clerk of Session to
maintain, or to oversee the maintenance of the Rolls as required in G-3.0204a.

1. Names of members shall be placed upon, removed, or deleted from the rolls of
the church only by order of the Session (G-3.0204a)

2. Session shall maintain the following membership rolls (G-1.04):
Baptized Members (G.1.0401)

A Baptized Member is a person who has received the Sacrament of
Baptism, whether in this congregation or elsewhere, and who has been
enrolled as a baptized member by the session by who has not made a
profession of faith in Jesus Christ as Lord and Savior. Such baptized
members receive the pastoral care and instruction of the church, and may
participate in the Sacrament of the Lord’s Supper.

Record the name, date of baptism (if known), church where Sacrament of
Baptism occurred. Names should be removed from this roll when profession
of faith is made, or when the person moves from the community.

Active Members (G-1.0402)

An Active Member is one who has made a profession of faith in Christ, has
been baptized, has been received into membership of the Church, has
voluntarily submitted to the government of the particular church, and
participates in the church’s work and worship.

Record name, date received into membership, and method of reception.
Record date of removal from the particular role and whether by death,
transfer to another church, placed on inactive roll, or removed.

Inactive Members (This category is no longer in the Book of Order)

You are not required to keep a roll of Inactive Members, but you may if you
want. An Inactive Member is one who no longer participates in the
church’s work and worship.

Record name, date; indicate if inactive member is subsequently removed or
reinstated with date of action. (See Appendix for additional information on
roll review.)

Affiliate Members (G-1.0403)

An Affiliate Member is a member of another congregation of this
denomination or of another denomination or Christian body, who has
temporarily moved from the community where the congregation of active
membership is situated. A certificate of good standing from the appropriate
council or governing body of that congregation should be presented. The
person will be received by the session as an Affiliate Member. An Affiliate
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Member is not eligible to be elected to ordered ministry or other office in the
congregation, and does not have a vote in congregational meetings. An
example of an affiliate member would be a college student living in your
community while attending school.

Record name, date of affiliation, name of home church, date of renewal, date
of return to home church.

Roll books usually provide double pages for a chronological roll by date of reception into
membership with columns for name, how received, name of church from which member
transferred if that is the manner of reception, date of deletion from the active roll and
reason—by death, inactivity, or transfer, in which case the name of the church to which
the member is transferring is listed.

Pages may be provided in the same binder for an alphabetical listing of members along
with the membership number that is assigned in the chronological roll.

Pages also may be provided for Baptized, Affiliate and Inactive member rolls in the same
binder.

Pages containing columns for the information requested may be obtained through
Cokesbury, (800) 672-1789 or www.cokesbury.com

Registers

Registers are historical records and need to be carefully maintained. It is the
responsibility of the Clerk of Session to maintain or oversee the maintenance of
Registers as required in G-3.0204b. All information in the Register should be able to be
cross-referenced to the minutes. Please do not erase, cross out, or use “white out”. Use
the remarks section to make any changes.

According to the 2013/2015 Book of Order, there shall be registers of baptisms
authorized by the session, of ruling elders and deacons, of installed pastors with dates of
service, and such registers as the session may deem necessary. These are suggestions
for information for the register:

Baptisms

Register of Infant and Adult Baptisms shall include name, parents’
names, and date of birth of those being baptized.

Elders

Register of Elders shall include each elder’s name, the name of the church
in which each was ordained, date of ordination, terms of active service, and
record of removals.

Deacons

Register of Deacons shall include each deacon’s name, the name of the
church in which each was ordained, date of ordination, terms of active service,
and record of removals.


http://www.cokesbury.com
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Pastors

Register of Pastors shall include the names of pastors, co-pastors,

associate pastors, assistant pastors, interim pastors, stated supplies, and
parish associates serving the church, with dates of service.

Although no longer required by the Book of Order, you might want to keep a register of
marriages. If so, here is suggested information:
Marriages

Register of Marriages shall include marriages of members of the church,

all marriages conducted by the ministerial staff of the church, and all
marriages performed on church property.

All registers may be kept in the same binder, or in the binder
with the rolls. You may use the Westminster Binder, or simply
use a loose-leaf notebook. Special pages for the Westminster
Binder may be obtained through Cokesbury Book Stores (800)
672-1789 or www.cokesbury.com .
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Annual Statistical Report

Introduction

The presbytery must make an annual report to the General Assembly,* which specifies
the type of information it needs. Much of the information is gathered from local
congregations by means of the "Session Annual Statistical Report."

The data entered need not be perfect. The information is used to keep track of trends
and much is expected to be subjective. Both the total active membership and the
financial data for recent years are available on the General Assembly’s web site
(www.pcusa.org) for all churches that complete the Report.

Some of the information requested can be difficult to obtain accurately (such as ages of
members) and some information related to the budget may be requested in different
categories than your bookkeeper has used. The report form comes with a workbook,
which provides explanations of each item and provides a place to do a draft before
transferring the figures to an online form.

Suggestions are made here to try to make the process easier. As with most jobs, keeping
up on a monthly basis rather than waiting until the end of the year makes it easier. In
addition, keeping up makes the total time spent less.

The form is divided into two main parts: Membership and Finances. For this discussion,
Membership will be considered in two parts: active members and other data.

In order to collect the data, it is suggested that it be done regularly (each month) rather
than waiting until the end of the year.

One way is to keep a notebook with pages labeled for various categories and enter the
information after each Session meeting. This could also be done using Excel or setting
up a table in MSWord.

Reporting Membership
The report gives the number of active members at the beginning of the reporting period.

Gains: Certificate gains are adults transferring their membership from another church.
Youth Professions of Faith are typically those completing a confirmation class who are
under the age of 17. Profession of faith (18 and older) or reaffirmation of faith are those
who join the congregation who are not included in the first two categories.

Losses: Certificate would be those who transferred to another church. Death seems
obvious. Deleted from the Roll for any other reason, which would include those who
have been temporarily excluded or removed from active membership under a
disciplinary process (D-10.0300), which is rare within a congregation.

Ending Active Membership is the total of gains and losses compared to the beginning
membership.

Congregational Life

These data includes:

3G-3.0302¢
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Baptisms — Infant/Children presented by others, at confirmation, adults

Weekly average worship attendance

Friends of the congregation — those who participate regularly but have not joined
Number of Ruling Elders on Session

Do you have Deacons?

Gender distribution — women, men, non-binary/genderqueer

Age distribution of members — 6 categories

Youth in the Congregation — 4 categories (Pre-school, Elementary, Middle and
High School)

Disability and Racial Composition
Number of persons with disabilities (Hearing, Mobility, Sight, and other)
Racial ethnic composition of congregation

NOTE: If you are using some sort of computer membership system such as
PowerChurch Plus or Ease, it is possible to keep track of some of these items through
the proper use of the system. Years of birth of all members may not be known so you will
need to make educated guesses in order to determine age distribution.

Look at the workbook for the definition of a person with a disability. This is not the
usual definition. The definition is that the disability "substantially limits participation”
but the application of the definition is left to you. Just as in age distribution, use of
personal knowledge is expected to be applied rather than a formal survey. Data collected
with such a vague definition cannot be worth very much so don’t worry about this too
much; just do your best. A person in a wheel chair may not be “substantially limited”.
That person can’t help set up tables for a church dinner but neither can the 95-year-old
who lives alone and drives to church each week and serves on a church committee. Both
of these describe persons in one church who would not consider themselves
“substantially limited”.

Financial Data (in whole dollars)

The financial reporting is broken down into broad categories. The most important is the
estimate of budgeted income and expenses. Note that the values to be reported are for
the whole congregation. If there are several accounts in the main finances, all must be
included. If groups within the church maintain their own accounts (such as Presbyterian
Women, Building Fund, and so forth), all of these should be included if their finances
are substantial. If these group’s monies are small, they can be ignored as long as you do
this consistently over the years. The financial reporting is really looking for trends.

Per Capita Apportionment Payments: Many presbyteries and synods have a per
capita apportionment to be used for ecclesiastical expenses. Presbytery of New
Covenant and Synod of the Sun do not. This does not mean that per capita is not
important. This is figured based on the number of church members multiplied by a
figure provided by General Assembly. In 2025, the figure is $10.84. This can be
remitted through the presbytery to the General Assembly.
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Other Information

Annual Review of Terms of Call: Each year the Session is required by the Book of
Order (G-2.0804) to review the adequacy of the salaries of all pastoral staff. If session
wishes to make any change in the terms of call as they were last approved by presbytery,
the changes must be brought to the congregation for approval, contingent upon the
approval of presbytery that, finally, approves terms of call and all changes in terms of
call. As soon as the congregation has approved new terms of call for its pastor(s), the
terms of call forms must be returned to the Committee on Ministry for recommendation
to the presbytery.  These forms are available on the presbytery’s website
www.pbyofnewcovenant.org under “Our Filing Cabinet” under the “Resources” tab.

Minimum Compensation for Pastors: The presbytery adopts minimum terms of
call for all installed pastors. These terms are reviewed and updated annually. All terms
of call must meet this minimum standard for presbytery to approve the call. This
information is available on the presbytery’s website (see above).

Ruling Elder Commissioners to Presbytery

Presbyterian polity is representative. It works when each church takes seriously its
responsibility to elect ruling elder commissioners who attend the meetings, stay through
the end of the meeting, and report to session. Presbytery of New Covenant holds three
regular presbytery meetings a year. The dates and times are published annually and are
available on the presbytery’s website, www.pbyofnewcovenant.org under the tab
“Presbytery Meetings”.

Each session is responsible for electing ruling elder commissioners to presbytery. The
number of commissioners depends on the size of the congregation. The number of
ruling elders to which a congregation is entitled also varies according to the presbytery’s
Parity Plan. The Book of Order (G-3.0301) states that “the presbytery shall adopt and
communicate to the sessions a plan for determining how many ruling elders each
session should elect as commissioners to presbytery, with a goal of numerical parity of
teaching and ruling elders. This plan shall require each session to elect at least one
commissioner and shall take into consideration the size of congregations as well as a
method to fulfill the principles of participation and representation ...”

The docket and meeting packet are distributed prior to the meeting. This information
should be given to the commissioners so that they can access the meeting materials,
which can also be distributed to members of the congregation, as appropriate.

Commissioners are asked to report to session about the meeting, including significant
actions taken by the presbytery; a summary of issues deliberated upon; policy decisions
made; implications of presbytery actions for the congregation; concerns and
opportunities open to the congregation through presbytery; and any other matter which
will help with the congregation’s participation in the total ministry of Jesus Christ.
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“Presbyterian Postlude” is published after each meeting, and can be helpful in this
report.

Session members, including presbytery commissioners, should bear in mind the
opportunities and need for nominations to presbytery committees. We are committed
to finding Presbyterians with skills and interests in serving on a presbytery committee,
and welcome your suggestions. We strive for inclusion so that all voices are represented
at the table. Please share the gifts of your congregation with the presbytery.
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Writing A Manual of Operations

One of the changes under the New Form of Government (nFOG) was the requirement
for each council to develop a manual of administrative operation that specifies the form
and guide the work of mission in that council (G-3.0106). Prior to the Book of Order
2011/2013, this was required of those entities above the session. It now includes the
session which is considered to be a council of the church.

A manual of operation differs from the church by-laws. Since it falls under the session,
it does not need congregational approval, although input from congregation members in
its writing might be helpful. Its purpose is to provide guidelines for how the structures
of the congregation operate, especially in light of their Mission and Vision statements.

Introductory paragraphs might include a general description of the work of the
congregation though the various committees/ministry teams (which would include the
session). It could include a line saying, “The contents remain flexible allowing
amendments and additions to be made as recommended by the committees and
approved by the session.” How the details of the committee work are defined are up to
the session.

A manual that uses more “guidelines” than hard and fast “rules” often makes it easier for
the work of the church to be accomplished, and to become more “permission giving.”
Using the word “ordinarily” instead of the word “shall” assists in that effort.

Committee/Ministry Team (C/MT) structure could include its membership composition
(how many members, terms of service), and skills and abilities that are helpful in its
work. It could address how meetings are convened — how often, face to face or
electronically. It could outline how committee members are assigned tasks and how
reporting is done. The tasks or functions of the C/MT could be included, whether
written generally or specifically. A C/MT could be able to set up task groups as needed
without having to revise the manual of operations.

Use of the property might be addressed. This could include the use by outside groups,
who is responsible for maintenance and clean up, any costs for using the facility.
Wedding and/or funeral policies could be included.

The manual of administrative operations should be the reference that answers questions
about how we do things in this congregation. Each manual will be as unique as each
congregation. Writing a manual of operations will help define the policies, procedures
and practices of a congregation and to discern what is working and what might need to
change. A question to ask is, “What do we need to do to do the work we are called to
do?”



Manual for Clerks of Session Revised November 2025

Presbytery of New Covenant Page 310f 53

Sexual Misconduct Policy

The Book of Order 2011/2013 contained a new directive for all councils of the church
which was to “adopt and implement a sexual misconduct policy” (G3.0106). Many have
wondered how this differs from a “Child Protection Policy.” A sexual misconduct policy
is broader in order to protect the whole congregation, and those outside as we engage
our communities to make disciples.

Having a sexual misconduct policy gives people language and a framework for
discussing these types of issues as an abuse of power. Recognizing that power is given
by individuals and communities gives us a greater responsibility to ensure that no one is
being abused or mistreated. A sexual misconduct policy helps us to set up appropriate
boundaries in our ministry — defining appropriate friendships, counseling limitations,
and the complexities of communication technology. No one on the church staff or in a
position of leadership is exempt, nor should be the members of the congregation.

The sexual misconduct policy should include the basic principles of conduct and
definitions of inappropriate behavior. Sexual misconduct can include sexual abuse
including that with children, as well as sexual harassment.

How the church will respond to allegations of sexual misconduct would include
reporting requirements as well as the response process. Prevention and risk
management should be addressed in the policy, including issues of liability and
insurance as well as employment practices.

Education and training is another area to include in the policy, in order to raise
awareness of this problem. This could include the requirement for ministers,
volunteers, elders, deacons, and staff to be trained, as well as how often.

Another area to consider is how to meet the needs of all involved — the victim, the
accused, their families, as well as the congregation. The needs of each will be different,
but should be fair and compassionate.

The Presbytery of New Covenant adopted their policy in June of 2011. It is available on
our website, www.pbyvofnewcovenant.org. It can be used as a model for the policy for

your congregation.

Anti-Racism/Harassment Policies +
Boundaries Training

The Book of Order 2023/2025 contained a new directive that all councils of the church
adopt two new policies, Anti-Racism as well as a Harassment policy. This provision also
required boundaries training which includes the topics of sexual misconduct, and child
sexual abuse prevention training for its members at least every thirty-six months.
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Appendix
I. A Full Financial Review Defined

The “Form of Government” of the Presbyterian Church requires the following;:

“A full financial review of all financial books and records shall be conducted
every year by a public accountant or committee of members versed in
accounting procedures. Reviewers should not be related to the treasurer(s).
Terminology in this section is meant to provide general guidance and is not
intended to require or not require specific audit procedures or practices as
understood within the professional accounting community.” (G-3.0113)

Therefore, a financial review is required for every church organization or group which
has a treasury, and which receives and disburses funds. Groups within the local church
whose financial transactions must be reviewed might include the General Operating
Fund, Benevolence Fund, Memorial Fund, Wills and Endowments, Board of Deacons,
Board of Trustees, Building/Maintenance Fund, Choir, Youth, Church School,
Presbyterian Women etc. This review benefits the treasurers, the contributors and those
who benefit from expenditures ... giving assurance that donations are used as the donor
intended, for the benefit of the specific group, and as a witness to the Lordship of Christ.

The persons making the full financial review do not need to be C.P.A.'s, but there should
be some understanding of accounting procedures. Look for persons who have been
Trustees or who have some experience in business accounting. Remember that those
doing the financial review must not be related to the Treasurer(s).

To be available for review are financial ledgers, records of all forms of income, deposit
slips and bank account records, withdrawal slips and canceled checks, authorization of
payments, copies of invoices and expense vouchers, and a balance sheet. Financial
records from relatively small groups would require less validation; but it is important
that each report a Beginning Balance, Income, Expenses, and a Closing Balance.

Unless a congregation and its income/expenses are very large, it is not necessary to have
a professional audit made. A full financial review implies that the financial review
committee has checked through the records, has spot-checked those records and
(hopefully) has approved them, and (if helpful) has made suggestions for improvement
to the Treasurer or Finance Committee. The report of the financial review

committee must be approved by the Session, Trustees or whichever body
has created the committee, and this approval must be recorded in the
official minutes of that body.

This report may be a simple statement such as: "We have reviewed the financial

statements of the various Funds of Church and affiliated organizations for
the year ending December 31, , as set forth in the Annual Report of

Church. During the course of our review, nothing came to our attention
that would require modification of these financial statements.”
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I1. Review the Active Roll of the Church (G-3.0201c¢)

A Resource for Clerks of Session in the Presbytery of New Covenant
2013/2015

Reviewing the church rolls is an annual responsibility of session. Under the current
Book of Order, a person may be deleted from the active roll when s/he has ceased to
participate actively in the work and worship of the congregation for a period of two
years. The session shall seek to restore members to active participation and shall
provide written notice before deleting names due to member inactivity.

A session may ask the clerk to bring recommendations to them of those who may be
considered inactive; or may ask a committee to conduct the review and bring
recommendations to the session for action.

Before any member is removed from the active roll, it is incumbent upon session to
exhaust all possible avenues of inquiry and pastoral care.

Ordinarily, a person is considered potentially “inactive” if there is no evident support of
the church (time, talent, treasure) for a period of two calendar years. While no longer
required, a session may want to keep an “Inactive Roll”.

Here are some helpful hints:
1. In alarge church the rolls might be divided so that a portion is reviewed each

quarter, or month.

2. Active Members who do not meet the session’s definition of participating in the
work and worship of the congregation MUST be contacted and encouraged to
resume active participation. A visit or phone call by an elder (not the pastor) is
the best way of doing this. Alternately, the clerk may write a letter to such
persons. This contact should

offer to discuss any difficulties;

invite resumed participation in the work and worship of the congregation;

offer to assist them in finding a new church home, and

be sure they realize that failing to respond to this contact within a

specifically set period of time (set by session) will result in removal from

the Active roll or transfer to the Inactive Roll (loss of voting privilege or
right to hold office).
e. assure them that at any future date they can be restored to the Active Roll
by making that request to Session.

3. Itis recommended that names never be physically deleted, rather applicable
notations be made next to names.

4. At all times, anyone, regardless of membership status, should be welcome at
worship and communion.

e TR



Manual for Clerks of Session Revised November 2025

Presbytery of New Covenant Page 34 of 53
5. A member does not have to be returned to the Active Roll in order to transfer the
membership to another church. It is a courtesy to the requesting church to
indicate that the person(s) have not been active, but not necessary.

Following are two sample letters to potentially inactive
members — one for those still living in town; one for
those who have relocated.

Letter to those who have relocated:

CHURCH LETTERHEAD
Date

(inside address)

The Session of [name] Presbyterian Church is in the process of fulfilling its responsibilities as defined in
the BOOK OF ORDER, Paragraph G 3.0201c, which states: “The Session shall review the roll of
members at least annually.” Since your move to , we hope that you have found a
new community of faith near home. If, in fact, you have become members of another church, please
advise us of the name of that church, so that we might note it in our Church Register.

If you have not yet sought a local church, the Session would like to encourage you to seek the fellowship,
support, and spiritual nurture of a faith community. We would be glad help find another church if that is
your desire.

Please let me hear from you. You may e-mail me at , or return the
bottom portion of this letter to me in care of the church, marked appropriately. If I have not heard from
you by December 31 (concerning your wishes), your name(s) will be placed on our Inactive Roll. At a later
date, should you desire to be restored to the Active Roll or transfer your membership to another church,
we will be delighted to facilitate your active membership.

Please know that you will continue to be in our thoughts and prayers, and we particularly wish you a
blessed Christmas and a joy-filled New Year.

Sincerely yours,

[your name]
Clerk of Session

Please complete as appropriate, and return to [name of church] at the above address.

has/have joined another

church.
Name of Member(s)
Church name:

Church address:
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I wish to speak to the Pastor, or an Elder concerning this matter.  (Circle one, if applicable)
Letter to those still living locally.

CHURCH LETTERHEAD

Date

(inside address)

Dear

The Session of [name of your] Presbyterian Church is in the process of fulfilling its responsibilities as
defined in the BOOK OF ORDER, Paragraph G-3.0201c¢, which states: “The Session shall review the roll of
members at least annually.” We have missed you during the past year and wonder if you have become
involved in another community of faith. If so, we can transfer your membership to that church.

It may be possible, however, that you have not become active in another church. The Session would like
to encourage you to return to active participation in the ministry of our church, or to seek the fellowship,
support, and spiritual nurture of another community of faith. If there is something I, or another member
of Session, or our Pastor can do to facilitate your active participation in a Christian ministry, whether at
[name of church] or another church, please do not hesitate to let us know. You can reach me by e-mail
or at home ( ). The Pastor may be reached at the church office.

Please let me hear from you, either by e-mail, phone call or returning the bottom portion of this letter,
marked appropriately. If, however, we have not heard from you be December 31, your name will be moved
to the Inactive Roll. At a later date, should you desire to be restored to the Active Roll, or to transfer your
membership to another church, we will be delighted to see that your request is honored.

Please know that you and your family will continue to be in our thoughts and prayers, and we pray that
you and yours have a blessed Christmas holiday season and joy-filled new Year.

Sincerely yours,

[your name]
Clerk of Session

Please complete as appropriately, and return to [your] Church at the address above.

has/have joined another church.

Name of Member(s)

Church
Name:

Church Address:

I wish to speak to the Pastor or an Elder concerning this matter. (Circle one, if applicable.)
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ITI. HOW WELL DO WE KNOW OUR CONSTITUTION?

Fill in the blank, or circle the letter for the correct answer.

1. The Constitution of the Presbyterian Church (U.S.A.) consists of two parts; they are:
Part I: Part II:

2. “...The church is a community of people known by its ...
a. membership size.
b. building and grounds.
c. historical documents.
d. convictions and actions. (F-2.01)

3. The elected leaders who govern the Presbyterian Church are called
a. Bishops.
b. Priests.
c. Clergy.
d. Presbyters.
e. None of the above. (F-3.0202)

. (T) or (F) When session, presbytery, synod or the General Assembly votes, those voting must
reflect the will of their constituencies. (F-3.0204)

N

5. Session must meet
a. atleast quarterly.
b. atleast monthly.
c. at least twice a year.
d. atleast once a year. (G-3.0203)

o))

. According to the Book of Order, when does the moderator vote in a congregational meeting?
a. to break a tie.
b. to dissolve the terms of call.
c¢. to decide matters of special importance.
d. never. (find the citation ...)

. (D) or (F) An person who is not baptized may join the church in a private ceremony with
friends and family present. (G-1.0301 and G-1.0301a)

~

o]

. Meetings of the congregation shall include approval of

the annual budget.

. matters related to changes in the sanctuary.

matters related to fund raising.

. matters related to the calling of a pastor or pastors. (G-1.0503)

fo T

9. The two officers required of a governing body are
an executive and a treasurer.

. an executive and a clerk.

a moderator and a vice-moderator.

. a clerk and a moderator.

none of the above.  (G-3.0104)

o e T

10. An associate pastor is related to the session
a. strictly as an observer, without voice or vote.
b. an observer with voice.
c. a member with voice.
d. a member with voice and vote. (G-3.0201)
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11. A candidate for ministry is ordinarily ordained

a. by the presbytery of care.

b. by the calling presbytery.

c¢. by the calling presbytery jointly with a commission of the presbytery of care.

d. by the presbytery selected by the candidate. (G-2.0702)

12. The installed pastoral relations to which candidates may now be called are
a. pastor, associate pastor.
b. pastor, associate pastor, assistant pastor.
c¢. co-pastor, pastor, associate pastor.
d. co-pastor, pastor, associate pastor, assistant pastor. (G-2.0504a)

13. The pastoral relationship between a pastor and a church is dissolved by
a. the congregation.
b. the session.
c. the presbytery.
d. the chairperson of the Committee on Ministry. (G-2.0901)

14. (T) or (F) Ordained ministers serving churches are members of those churches. (G-3.0306)

15. (T) or (F) Pastors in local churches serve on session and the privilege of voice and vote.
(G-3.0201)

16. The session has the responsibility and power to
a. develop and supervise the church school and the educational program of the church.
b. to challenge the people of God with the privilege of responsible Christian stewardship.
c. tolead the congregation continually to discover what God is doing in the world and to
plan for change, renewal, and reformation under the Word of God.
d. to serve in judicial matters in accordance with the Rules of Discipline.
e. none of the above.
f. all of the above. (G-3.0201)

17. The session shall
a. hold stated meetings at least monthly.
b. review and approve the nominees for officers of the particular church.
c. review the pastor’s sermons.
d. keep a complete register of marriages. (G-3.02)

18. The congregation shall
a. approve the annual budget.
b. review the adequacy of the pastor’s compensation.
c¢. determine the mission of the particular church.
d. elect an assistant pastor. (G-1.0503)

19. Who sets the quorum for a stated session meeting?

set by the presbytery.

. set by the pastor.

set by the session.

. one third of the members (plus moderator). (G-3.0203)

fo T

20. All property held by or for a particular church is held in trust for the use and benefit of
a. the presbytery.
b. the synod.
c. the General Assembly.
d. the Presbyterian Church (U.S.A.). (G-4.0203)
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IV. Elders as spiritual leaders

(originally published in 2007 in Presbyterians Today)

By Stephany Jackson and Tammy Wiens

[llustration by Pat Hilliard

Patti Kauffman said “yes” to the call to serve as an elder because she thought her skills in
administration would be an asset to her church — Beth Salem Presbyterian in Columbus,
Ga.

"I thought that all I had to do was take notes, type up the minutes and send them to the
presbytery office,” she says. "I knew that we had some challenges before us, but I had no
idea that the presbytery was considering closing the church.”

The truth of the matter was, the church had no lights, the men’s bathroom was inoperative
and the roof was in need of repair. Members of Beth Salem had said goodbye to their pastor
because they could no longer afford his salary, and they were six months behind on
mortgage payments. The situation looked hopeless, but the members of Beth Salem refused
to give up. They looked to the session for direction.

Kauffman soon realized that administrative skills alone were not going to be enough. As
clerk of session, she began calling the other elders together for regular prayer and Bible
study.

“We all knew that we would have to do more than we felt capable of doing,” she says, “and
the only way we were going to survive was to rely totally on God.

“We asked God to give us a mission and God answered our prayers,” she continues. “The
presbytery has reinvested in our ministry. We have formed mission partnerships throughout
the community. A new sense of energy has been generated in the congregation. The lights
are back on, the roof is fixed and the bathroom has been repaired.”

With God'’s help, Kauffman says, she has even preached twice — “something I never
thought I would do.”



Manual for Clerks of Session Revised November 2025

Presbytery of New Covenant Page 39 of 53
More than budgets, buildings

Like Kauffman, many Presbyterians say “yes” to becoming an elder, thinking it means
hammering out a budget once a year, attending a few meetings, counting the offering and
making sure the church gets locked up after everyone leaves. The call to serve as elder,
however, is a call to serve the spiritual as well as administrative needs of God’s people.

It's a call to build up the body of Christ, which means much more than planning for building
repairs or making budget adjustments. It means ensuring that the members of the body
have the opportunity to be engaged in the type of ministry and mission that will help them
achieve spiritual maturity.

Elders are called to be spiritual leaders, strengthening and nurturing the faith and life of the
congregation committed to their charge. In the Constitution of the Presbyterian Church
(U.S.A.) elders are instructed to engage members in the mission of the church and to
provide opportunities for evangelism, pastoral care, worship, education and stewardship
(Book of Order, G-10.0100). Consider the spiritual vitality that might blossom within
congregations if elders would give as much time and attention to providing models for
discipleship and evangelism as they give to governance and discipline.

Today the PC(USA) and other mainline congregations stand at a crossroads. Throughout the
church and society there is a desire for radically committed and faithful leadership. People
are searching for congregations with leaders who both instruct and inspire, and who are
willing to lead by example.

Elders lead by example as they regularly attend Bible study, Sunday school or weekly prayer
services. They should be equipped to interpret and support the church’s vision. When the
need for additional training arises, the elders should be the first to receive it in order to
provide new leadership.

Elders in the Bible

The Bible portrays various forms of church government, or polity, among the earliest
Christians. There are virtues as well as limitations to every human form of government.
While Presbyterian polity is not the only one suggested by biblical patterns, it does have
strong biblical roots.

In the first five books of the Bible elders are always mentioned in connection with Moses. In
Exodus 3:16-18 God directs Moses to “assemble the elders” and lay out a plan that would
free the Israelites after years of bondage. Numbers 11 says elders were chosen after Moses
complained to God that he needed help leading the people. The role of the elder takes
various forms throughout the Old Testament. Elders are responsible for carrying out
legislative and administrative functions. They also are responsible for leading the community
by teaching and living out models of obedience to the law (see Exodus 19:7-8;
Deuteronomy 27:1, 31:9, 32:7).

In the New Testament, God calls to leadership wise, dedicated and mature persons of faith.
All members of Christ’s body, the church, are endowed with unique gifts for the purpose of
service. “Elder” can refer to one who shares in corporate leadership for a cluster of Christian
assemblies or churches (see Acts 20:17, 28; 1 Peter 5:1-2), or to one who has leadership
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over a particular congregation (see Titus 1:5-7). The term does not so much confer a title
as describe a function or role in the community.

Ephesians 4:11-13 lists some of the ministries to which church leaders are called: apostles,
prophets, evangelists, pastors and teachers (see also 1 Corinthians 12:27-31). All of these
ministries exist for the purpose of equipping the saints, members of the congregation, for
Christ’s mission. When people joyfully engage in the work of ministry, the body of Christ is
strengthened and the church matures to take on the character of Christ.

A Presbyterian asset

Elders are called to exercise leadership, government and discipline (Book of Order,
G-60302). In the Presbyterian Church congregations share a common polity that ensures
due process when disputes arise, and promotes equality for all persons. It provides a way of
living together in which the concerns and suggestions of all members are taken seriously. It
also helps assure members that finances are managed responsibly and mission is carried
out faithfully.

This form of government is one of our denomination’s assets. It can even serve as an
evangelistic strength, attracting people who have become discouraged by poorly managed
religious institutions or independent congregations.

One of the questions that elders are asked before they are ordained is, “"Will you be a
faithful elder, watching over the people, providing for their worship, nurture and service?”
The mission that Christ has set before elders requires a constant process of dying to the old
self and renewal by the Holy Spirit. Only when elders engage in transformation in their own
lives, can they lead others through the process.

This is not something anyone can do on his or her own. All church leaders need the love and
support received through regularly engaging in spiritual practices with others. When elders
take care of their own spiritual well-being, they are better equipped to model the type of
spiritual growth and maturity that will inspire and enable other members of the
congregation.

At the time that this article was written Stephany Jackson was associate for congregational
leadership and Tammy Wiens was associate for spiritual formation in the Theology Worship and
Education office of the PC(USA) s General Assembly Mission Council. Since 2024, a
Unification Commission is working to bring the Presbyterian Mission Agency and the Olffice of
the General Assembly together.

It's Greek to me A glossary

In the New Testament

Both of the following terms are used interchangeably to refer to “elders”:

e presbuteros—Greek word for elder, from which we derive the English word presbyter

e episkopos—Greek word for overseer, from which we derive the English word episcopal,
meaning bishop-led
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In the PC(U.S.A))

The role of elder has its roots in the early church, but various church traditions have come
to define the role in different ways. The following terms are used in the Presbyterian Church
(U.S.A.) and some other churches in the Reformed tradition:

e elders—elected members who are ordained to serve as the governing body (session)
of a particular congregation

e presbyters—both elders and ministers together
e presbytery—a group of congregations in one geographic region
e ruling elders—members of a church session
e teaching elders—ministers
The Order of Elders

This program provided by the PC(U.S.A.)’s Theology Worship and Education ministry helps
Presbyterian elders find mutual support and encouragement. Members of The Order of
Elders receive resources to guide their Scripture reading, prayer and study. Elders benefit
from engaging in these spiritual practices along with others across the church. The Order
welcomes individual members, but encourages sessions to sign on collectively so that there
is a built-in local community to support their discipline. The Order of Elders is open to
anyone ordained to the office of elder, whether or not he or she is currently serving on
session. Those participating in The Order say it helps them take seriously their intention to
nurture a regular rhythm of personal study and prayer.

V. Other Helpful Resources

Book of Confessions, The Constitution of the Presbyterian Church (U.S.A.), Part I
https://www.pcusastore.com/AdvancedSearch /DefaultWFilter.aspx?SearchTerm=book+of+confessions

Book of Order, The Constitution of the Presbyterian Church (U.S.A.), Part II, 2023/2025) (Note: A new
edition is published every two years to reflect any changes resulting from presbytery votes following
General Assemblies. It is usually available by September.)

https://www.pcusastore.com/AdvancedSearch /DefaultWFilter.aspx?SearchTerm=book+of+order+2025-
2027

A Guide to Parliamentary Procedure; by Greg Goodwiller; 2022
https://www.pcusa.org/sites/default/files/pcusa_guide partliamenta rocedure _2nd edition 2022.

pdf

Companion to the Constitution of the Presbyterian Church (U.S.A.); by Frank A. Beattie, © 1999, updated
by the Office of the General Assembly 2007
https://www.pcusastore.com/Products/066450146X/companion-to-the-constitution.aspx

Robert’s Rules of Order, Newly Revised, 12" Edition; © 2020. https://robertsrules.com/
Robert’s Rules of Order, Newly Revised In Brief, Third Edition; © 2020.



https://www.pcusastore.com/AdvancedSearch/DefaultWFilter.aspx?SearchTerm=book+of+confessions
https://www.pcusastore.com/AdvancedSearch/DefaultWFilter.aspx?SearchTerm=book+of+order+2025-2027
https://www.pcusastore.com/AdvancedSearch/DefaultWFilter.aspx?SearchTerm=book+of+order+2025-2027
https://www.pcusa.org/sites/default/files/pcusa_guide_partliamentary_procedure_2nd_edition_2022.pdf
https://www.pcusa.org/sites/default/files/pcusa_guide_partliamentary_procedure_2nd_edition_2022.pdf
https://www.pcusastore.com/Products/066450146X/companion-to-the-constitution.aspx
https://robertsrules.com/
https://www.boardeffect.com/blog/roberts-rules-of-order-cheat-sheet/
https://assembly.cornell.edu/sites/default/files/roberts_rules_simplified.pdf
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VI. Helpful People

Lynn R. Hargrove, General Presbyter + Stated Clerk for Administrative Process
Presbytery of New Covenant:

lhargrove@pbyofnewcovenant.org (ext. 210)

John Lemen, Stated Clerk for Judicial Process
jlemen@pbyvofnewcovenant.org

Charlie Leibold, Director of Business Affairs and Finance

cleibold @pbyofnewcovenant.org (ext. 238)

Sandra Lopez, Assistant for Finance
slopez@pbyofnewcovenant.org (ext. 225)

Darcy Bryan-Wilson, Coordinator for COM/CPM
dbwilson@pbyofnewcovenant.org (ext. 204)

Rosy Murphy, Coordinator for Youth Ministries
rmurphyv@pbvofnewcovenant.org (ext. 232)

The Presbytery of New Covenant (Administrative and Program Offices)
4803 San Felipe St., Houston, TX 77056
713-526-2585

For Questions ABOUT Polity, the PCUSA Constitution and other Constitutional Services check
out:
https://pcusa.org/about-pcusa/agencies-entities/interim-unified-agency/ministry-areas/constitutional-i
nterpretation
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VII. Books & Online Resources

from the Presbyterian Publishing Corporation

Spiritual Leadership for Church Officers 978-0-664-23198-9
Faithful Disagreement by Frances Taylor Gench 978-0-664-23338-9
The Presbyterian Elder by Paul Wright 978-0-664-50252-2
The Presbyterian Deacon by Earl S. Johnson Jr. 978-0-664-50237-9
The Presbyterian Trustee by Earl S. Johnson Jr. 978-0-664-50255-3
How to Spell Presbyterian by James Angell 978-0-664-50196-9
Making Disciples, Making Leaders by Steve Eason 978-0-664-50263-8

Searching for a Pastor the Presbyterian Way by Dean Foose = 978-0-664-50041-2
Ordination Questions by Howard Rice and Calvin Chinn 978-0-664-50213-3

The Presbyterian Handbook 978-0-664-50288-1
Companion to the Constitution by Frank Beattie 978-0-664-50146-4
Book of Confessions: Study Edition 978-0-664-50012-2
Presbyterian Creeds by Jack Rogers 978-0-664-25496-4

All items can be purchased from Cokesbury online www.cokesbury.com.
Also check: https://www.pcusastore.com/

More Suggested Resources
Presbyvterian Study Companions to the Book of Confessions & Book of Order Basic Christian

Doctrine. John H Leith. (Louisville: Westminster John Knox Press, 1993). 350 pages. ISBN
0664251927. For those who seek a deep study of catholic, evangelic, and reformed theology.
Reading Level: 12th grade-College.

Being Presbyterian in the Bible Belt: A Theological Survival Guide for Youth, Parents, and Other
Confused Presbyterians. Ted V. Foote Jr and P. Alex Thornburg. (Louisville: Geneva Press,
2000). 91 pages. ISBN 0664501095. Good for confirmation classes of all ages, easy read, and
helps distinguish at least nine unique doctrines held by Presbyterian Christians. Reading Level:
6-8th grade.

Calvin for Armchair Theologians. Christopher Elwood. (Louisville: Westminster John Knox
Press, 2002). 182 pages. ISBN 0664223036. Good companion to Calvin’s Institutes edited by
McKim. Reading Level: 9-12th grade.

Calvin’s Institutes: Abridged Edition. John Calvin. Donald K. McKim, ed. (Louisville:
Westminster John Knox Press, 2001). 189 pages. ISBN 0664222986. Good introduction to
Calvin’s Institutes, and lifts up major sections which have influenced our historic Presbyterian
beliefs and polity. Reading Level: 12th grade-College.

Christian Doctrine. Shirley Guthrie. (Revised Edition). (Louisville: Westminster John Knox
Press, 1994). 434 pages. ISBN 0664253687. Well indexed and keyed to Confessions and
Scripture, provides study questions. Reading Level: 9-12th grade.

Presbyterian Beliefs: A Brief Introduction. Donald K. McKim. (Louisville: Geneva Press, 2003).
126 pages. ISBN 0664502539. Good follow up to Presbyterian Questions, Presbyterian Answers.
References scripture and Confessions, and provides study questions at the end of each chapter.
Reading Level: 9-12th grade.
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Presbyterian Creeds: A Guide to the Book of Confessions. Jack Rogers. (Louisville: Westminster
John Knox Press, 1985). 292 Pages. ISBN: 0664254969. This book provides Presbyterian clergy,
laity, and students with a thorough introduction to their faith as set forth in the Confessions.
Rogers explains the technical terms and places current issues in perspective by examining the
meaning of creeds, confessions, and declarations. He examines their role in history, their full
meaning, and their continuing relevance to the Christian community. Good for discussion
groups. Reading Level: 9-12th grade.

Presbyterian Polity for Church Officers (3rd Edition). Joan S. Gray and Joyce C. Tucker.
(Louisville: Geneva Press, 1999). 204 pages. ISBN 0664500188. Good introduction to historic
Presbyterian polity. Includes scriptural and Constitutional citations.

Presbyterian Questions, Presbyterian Answers: Exploring Christian Faith. Donald K. McKim.
(Louisville: Geneva Press, 2003). 113 pages. ISBN 0664502504. Probably the best introduction

book to Presbyterian history and beliefs out on the market. Easy to read and covers history,
doctrine, polity, and Christian witness (piety). Cites scripture and its clear one of his primary
sources is the Confessions. Reading Level: 6-8th grade.

Sealed in Christ. John M. Mulder. (Louisville: Geneva Press, 1991). 77 pages. ISBN
0664500048. Looking at the seal of the Presbyterian Church (U.S.A.) Mulder argues that one
can discern at least 8 doctrines the Presbyterians hold as essential and formative for their
Christian witness. Good for confirmation classes of all ages, easy read. Reading Level: 6-8th
grade.

Selected to Serve: A Guide for Officers. Earl S. Johnson, Jr. (Louisville: Geneva Press, 2000).
200 pages. ISBN 0664501656. An ideal handbook for church officers and text for the mandated
officer training. Includes scripture and Constitution citations, and study questions. Reading
Level: 9-12th grade.

Online PC(USA) Resources for Elders
The PC(U.S.A.) Web site: www.pcusa.org has many helpful resources and articles. Here are some to

enrich the service of elders:

Church Leaders Church Leaders | Presbyterian Church (U.S.A.)

Regarding Ruling Elders (Archive)
https://pcusa.org/about-pcusa/agencies-entities/interim-unified-agency/ministry-areas/leader-formatio
n

Leader Formation -

https://pcusa.org/about-pcusa/agencies-entities/interim-unified-agency/ministry-areas/leader-formatio
n

https://www.pcusa.org/about-pcusa/agencies-entities/interim-unified-agency/ministry-areas/leader-fo
rmation/training

Ruling Elder Training Resources



https://pcusa.org/church-leaders
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Ruling Elder Resources
https://equip.pcusa.org/course/index.php?categoryid=35

Presbyterians Today Archive
https://www.pcusa.org/search?query=presbyterians%20today&page=1

How Presbyterians Make Decisions along with some church history
https://centernet.pcusa.org/what-we-believe/decisions/

What Makes Us Unique
https://centernet.pcusa.org/what-we-believe/what-makes-us-unique/

How to speak Presbyterian: What is all this Presbyterian lingo?
https://centernet.pcusa.org/what-we-believe/how-to-speak-presbyterian/

P.C.(USA) Structure and Governing Bodies
https://www.pcusa.org/sites/default/files/howitworks.pdf

Light Our Way: A Guide for Spiritual Care in Times of Disaster
https://www.nvoad.org/wp-content/uploads/light our way 2018 final-published-copy.pdf

Seeking To be Faithful Together: Guidelines for Presbyterians During Times of Disagreement
Seeking to be Faithful Together: Guidelines for Presbyterians in Times of Disagreement

Presbyterian Church (U.S.A.)

https://pcusa.org/resource/seeking-be-faithful-together-guidelines-presbyterians-times
-disagreement-korean

https: .
-disagreement-spanish
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Clerks of Session: New Roles and Possibilities

A Leader Reader by Paul Rack

The New Clerk

Under the 0dd Fora of Govertiment it was oflen the job
of the clerk {of session and presbytery} to interpret its
detailed rules and procedures. In this role, the cerk had
Lo give balanced, neutral advice uncontrolled by other
agendas (like those of pastors or cxecutives). We clerks
were always primarily responsible to the constitution.

Our new Yorm of Government emphasizes flexibilite
and permission -giving, The rules and regulations have
been significantly trimmed, leaving more room for
local presbyterics and sessions 1o orgamze themselves
according to their own mission. This means that the
Book of Oveder Yas a more general and less immediate
influence on our &y work, while we will be increas-
ingly governed by the bodys administrative manual.

As a presbylery slated clerk, also charged with resoure
ing and advising session clerks, | feel a need to rethink
our work for this new way of operating, We derks have
skills and expertise that our cosncils will require as they
reorganize for mission. But we have to see ourseives loss
as “canon lawyues” and more as lunctional and critical
enablers of mission, This is a very exciting time for us]

As we move forward with the flexibility and permis-
sion given by the new Form of Government, sessions
and presbyteries will require insight in developing
newe approaches Lo mission. It is the clerk who is often
already equipped wilh Lhe knowledge, background,
and experience that the council will need to advance
its mission. 'this capertise emerges in three aveas,

Clerks Hoid Institutional Memory

First, clerks carry the institylional memory of the
body. While it may no longer be expressed in lerms

of detailed legislation (o be enforced, owur nstilutional
heritage Is still relevant Lo Lhe decisions we make today.
This is true even if our awarenesy of our past often tails
us more aboul whal net to do and what didnl work,
or at lcast won't work loday. Having this longiludinal
scope is essential if 4 session or preshytery is going lo
avoid some of its previows mistakes. the dedde is the
persor, in the stucture who has most direct access o
this data,

Clerks are, in a sense, story-keepers. We maintain the
narrative thal constifutes the groups idenlily. On one
Tewel this story is siven in our constititian and wrillen
in the minutes. Bub on a more subtle level, presbyler-
ies and churches have an “oral 1radition”™ of anecdotes,
memarics, habits, and even legends. Clerks, espacially
those who have been around a while, and whe have
served in many different areas, ave intimate with this
slash of material. We canserve amd integrate both the
wrilten and oral stories of the body, making it available
to inloTm ils current witness.

Clerks Know Structuras
and Relationships

Second, clerks have exlensive knowledge of orga-
nizational structures and relationships. We have

Clerks of Sesstom: New Rolos and Possibilites
w2l reshyierianlouder.com
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always dealt with the inferactions amoug oany
different eatities, on both the conprepationst and
presbytery levels. Therelore, we can give cogent aad
sometimes pointed advice abouwl the promises and
consequences of parficular decisions and propas-
als. Instead of resisting an Initiative by stating, “The
ok of Order says vou cac’t do that” zow we can
respond, “Thal might work, but here ave the picfalls;
and here are some examples of where that sort of
thing worked well”™ Now its not just about what the
Book saps, thoagh thal 3s impactant, Moteso, we
need to asl aboat how a peoposed action is eflective,
fain suthenric, or fairhful.

T other wards, the role of the cleck is evolving 1o have
more & dowith assisting a presbytery or congregation
in turning its often vague, abstract vision inlo aclual
wowking stroctites; procedures, and velaidionships, We
are anewing away irom the mle of referses and toward
that of structural archilects.

Clerks Ensure Inclusion of All

Third, this Foowledye aboul struclyres and history
also entails a commiiment to the openness and ingh-
gion that ars hallmarks of our history, as rellecied in
Ihe aew TFoundations section of the Nook of Order.
Clerks arve still ealled fo ensure thal all ol a councils

The proshylerian form of gme.tnment set .
forth in the Constiluliva of he Fresbyterian’ °
" Chrch (5.4.) is E,mu.tlr_ed in Seripfureand
buill-aronnd the marks of tha trde (_'hl.uch
It is in all t]mms sub;n:cL G L Lord "ol the
. Church: Tn’the power’ of the Spirit, Jesus
E_ Christ deaws uun?npmy COMImUnities (i
i tadividual belitvers inte the sovvareign activ
Jty of the Lriune Goil'at sf] times and places, . .
As the Church secks refirm andifiegh divec
t1011 if looks o ]esus ‘Christ wha noes, ahead s,
o’ uy and calfs vs to- follow it United with -
: Chnst in the powes of tEle Spicit, the Church |
. secks.not [ta] be' wufor ned o, this warld, -
.l [16]-be transformed d by the “¢newmg of
-our] winds,sp thal [we] may diséern what'ts
the will of God- “hat 1s gc-nd a.ud dLL.L[.JLleJI.-
N pL]’J( E!‘ (1'{011'1 1? ) R
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constitnencies have a voice and that winontes are
aet shut out or wargicalized.

Clerks have always been called to pive unbissed sssis

taace and advics o hose wanting to Jo things L
wientf against the grain of the Teadess. The clerk is still
the ane best positioaed to “wulch the hack” of those
called o risk-laking or innovative ministries. Fram
their perch near the cenfer of voelesingtical leadership,
clerks cun ek actively 2o slow the momentom of iai-
tiatives that threuien 1o rofl over weaker parties. Ai (he
sarc time, the cletle can abso danea wag Zor new things
tn happen, chipping away ot the crippling inerlia and
disirust for which many sessions and presbyteries as
justly fifamious.

Living into the New Order

In ahort, the new clerd will serve as the wgent and
guardian of the spirik of Mexibility and perrnissiun-
giving embodied in the rew Lorm of Goveeament,

Bt for oar charck w Tive o this new order, Lwo
things will have to happen. I the first place, serks will
have to realize Lhal we are indead I a new ecefusias-
tical warld now. Lunetioning uncor the new Lorm of
Governmeat as if it were the old will simply nat work.
Too aflen we were simply the “hrakeman” enforcing
detailed rules and regulalions, At the same time. we
Always lwd a positive and crabling role, seeing the
“tules as Llools” for mission, Tlis aspect of nue wark
now moves to the cenfer,

Mdoreover, our Taowledge of the old rules gives us
credibility and creates trust among those who are
ussure of aud even threatened by these chanyges. We
can couvey to people that we will not be mindlessty
rishing into the latest fad. Racher; we will be guided
with care, digcernment, and circumspection,

Presbyteries especially will atso have to realive the
potential major asset thew have iz & good, forward-
laoking clerk, Furlunmately, many do. But those oth-
ers that are carelessly [olding she clerlds job inta shal
ol the executive in order ta suve mumey are robbing
themselves of invaluable insight and perspeclive.
biost importantly, ihevy are possibiy severing the
coungil front the most freitfid ennneeZon it has to its
W slory, structures, and comunilment o inclysion,
And they are removing the orly independent agent
Upon whom churches and the preshytery may rely
for clear and meutral insight. The Lrust that clerks

LCictks 0F Sezsion: Mew Roles wnil Possibdlilies
wn TheP resheberian L ee d nnoom

hawe carned by being shone the agendas of various
Torcas may be sl il hair position is subsumed voder
something else.

Underswod wisely, clerks now bave maore 15 doand,
argmably, greater buportavce And councils have a
deeper need for sumeone in leadership who brings the
skilis clerka have. We carry the memary, the orgakiza-
Gomal wnderslanding, and the commmitment to inclu-
siveness thal preshylevios need il thew are Lo fulfil rheir
vision and missional vocation.

Canzyrigle d2 301 7 wawne L ha Presbrtesianl tad crcam
FPermizsion geen to the puectser o copy this page
For vse lecal clrzh selling,
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Paul Rack iz stated clede of the Presbytery of Elizabelh,
which is based in Plaindield, 3.0,
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The Role of Ruling Elders on Session

A Leader Reader by Sieve Lytch

Qualities of a Session Member

Since the time of the Bible, God has cafled on leaders
tor Gods poople. Moses, Deborah, and David in the
{Old Testament and Peter, Paul, and Priscllain Lhe New
Lestament are just a frw of the people God chose Lo
lead Israel and the church. God still calls women and
men to lead Gods people. When the members of a
Presliylerian comgregation clect someonc to be a ses-
sion member, it means they see gitts of faith and judg-
menl that God has given that person so he or she can
lead the chuorch.

‘The most important responsibility sesslon members
have is to nurture their relationship with Christ. IIe is
the head of the church, He is the one to whom they
are accountable, and their duty is to fead the church
where Christ directs it ‘That doesnt mean thar scssion
members should disregard the insights and opinions
of Lhose who elecled them. I fact, good session mem-
bers are good listeners. Christ ofien speaks through
lhe collecled wisdom of his people. But ultimately,
sesyion members make decisions based on their un-
derslanding of what Chnst wants the church to do.
Scssion members canmol discern Christs will unless
they are continually cultivating their relationship with
him through daily prayer, Bible study, and ather spiri-
tual disciplines.

Session members do not {ead Gods people Ina histori-
cal vacwum. They inhert a rich tradition that infarms
and enriches thewr work, Theretore, they need to be
familiar with the Constilution of the Preshytorian
Church (U5.A.) that is made up of the Book of Con-
Sfessions and the Book of Order. Presbyterians de not.
claim thal the way we do things iy the only way to serve
CGod faithfully. There is much we can learn from other
Christians, Nevertheleas, we hate been entrusted with a
particular way of approaching the gospel and orga-

niving Christs work. It is a lively tradition thal is al-
ways being reformed. It is always open to criticism and
change, bul session members need to understand the
tradition they have inherited so they can critique it
in love. They are not expected to he experts bul to be
familiar encugh with the basic principles of our state:
ments of faith and eur church governnient that they
can lead within the framework of the Preshyterfan
tranch of the famiiy of faith.

People inside and oulside the church look to session
members as examples of what it means to be a Chris-
tiam. Fheredore, they should fake special care that the
wily they live rellects well on Christ. This docsn't mean
session members are expected to be perfect. In fact,
the longer we follow Christ and the ddoser we come
lo him, the more we realize how imperfzel we are and
how much we rely on his grace. A1l Christians should

Lk Bale of Buling Blders on Seasion
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live upright lives, but session members have a spocial
responsibility Lo do juslice, love mercilully, and wall
hembly with God.

Finally, session members lead by example. They can't en-
courage church members 10 be good stewards of thetr
financial resources unless ey themselves are generous
givers. They can't ask others to hedp the poor and needy
unless they are engaged in mindsties ol service, IUs hard
to expecl mermbers o iovile frierds o church unless
session members are comfortable speaking about thefr
laitk in Christ. Bul biving a Chrisilike lile also means
recognizing our human limitalions. [0s ool up 1o ses
siom members to do all the worle of the clinrch. In fact,
if they do, they have fallen down in theix responsibility
Lo inviilve olhers. Bven as session members lead by ex
ample, they need to obey the fourth commandment and
ubserve a regular Sabbath rest.

Responsibilities

of a Session Member

'The specthic respensibilivies of the session are spelled
out in the Book of Order in chapter 3 of the "Torm of
Grovernment” 'Thev inchede:

« providing worship for Gods people,

» receiving and dismissing chirech members as well
ay eyuipping them Lo do Christs worls,
overseetng ull Lhe congregation’s programs,
approving the annual budget (while cdlearly com-
municaling with the congregalion},

overseeing church property; and

guiding the church’s ministries of justice, service,
and evangelism.

-

*

]

-

Many sessions delegate these responsibilities to com-
mmittees. Session commiittees provide opporfunities to
draw oo the leadership gifts of other members of the
congregation.
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[t is also {nportant that scssion members cuflivale
their relationship with the pastor and others om the
chiirch staff. The church sia relics on session mem-
bers to Lift therm up ds prayer daily and Lo show pastorad
concern for them and their families. Session members
should develop the kind of relationship with the pas-
tor in which they can offer supporl and construwckive
guidance. Bt is the resporsibility of session members Lo
lel 1he pastors and Lhe resl of the sesston know about
anv pastoral concerns and also any groups within the
church that need attention.

A Session Member Serves
the Whole Church

Session members are ordained to serve the whole
church, nol just the focal congregation. Lhey should
keep up with what is going on within the life of the
preshylery, the syned, and the General Assembly so
Lthey can inlerprel Lhe sclions of those conmcils for the
local church and participate as commissioners 1o the
vlher councils,

While session members are involyved in the day in and
dav vut work of the church, it is important thal they
abwags keep the Lig potore it mind. ‘tHhey should be
able to step hack from the work of their commiliess
and see how all the work of the church fits together.
Session oembers need to work together as a team of
spirimal Teaders. This in-olves spending lime together
in prayer, Bible study, faith sharing, and stralegic plan-
ning. It means leeping in touch with whal is going uvn
in the comenuily and the world so Lhat they can iden-
tify new ways far the church (o respond Lo new Giroum-
stances. Session members should always be thinking
aboul what 1he church will be like at least three years
inta the future,

The role ol 2 session member is key in the ife of the
church, Many people feel overwhelmed when they
are chosen ta serve. Buk Christ gives us what we necd
when he calls us, Le most Impaortant thing a session
memher can dois Lo show the mest of the church how
graciously the Lord provides (v Lhose who follow him
in faith.

About the Writer

Steve Lyteh is @ Presbyterion jaster who fas served in
Virginda, New Jersey, South Carobing, and Kemwdky, He
currently lives fu Piftsburgh, Pennsylvania.
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The Meaning of Church Membership

A Leader Reader by Susan Andreus

Meeting Our Members

« Anna is a Lhirty-year-old single woman whe is a suc-
cessful lawyer in a large mctropolitan arca. She Lives
a comfaortable and sy fe, il finds hersell restless
and unfocused much of the dme. She has started
attending worship at a local Presbyterian Church,
drifting back to the congregation where she was con
firmed fificen yvears tarllﬁr She i booking for some-
thing to give meaning to her 1ife and a way te serve
others beyond her small, privare veorld,

Doug has never attended church or found anything
attractive about religion, Bul recently he murnied Beth,
who 3s & praclicing Christiun, aud he Inds something
deep und compelling about her life of faith. He has
siarted reading the Bible and exploring thenlogical

ideus, and finds himesell opening vp to the presence of

God th_rou.gh the weekl}-' ritual of wors;hip_ Doug feels
drawn to Jesus Christ and vearns to nake a conumit-

ment. Buthe still has intellecioal doclis aboul some of

the traditional doctrines of the faith.

= Sheifa is married to Don. an Air Foree officer who
maoves arotind evary two or three years. Such constant
mobility is hard on the family, bat Sheila has learned
that the church welcames hor wherever she poes. Tler
faith s strong and siuple and nourishing, and she
quickly finds a congregation: in each new compiumty
where hor pifls and Lalents are wanmnly welcomed.

Amna, Doug, and Sheila represent ditferent kinds of

members in owr congregations today—approaching
church membrership {from 2 vatiety of places on their
spiritual journeys. Anna will join a church by reaifirma-
tion of faith—retuening to an active life of faith afler a
long period of inactivity. Doug will make a profession of

faith—clabiming Jesns as Lond [or the it time in his hife,
not out of intellactuial certainly but out of a heart yearn-
ing for a personal relalionship with God. And Sheila will
join by transfer of letter-  easily moving {rom one com-
mumt\.' of faith t another, fnding o commaon story and
a spizitual family wherever she gocs.

The Three Cs of Church
Membership

There are three contral values or ideas that shape onr
understanding of church membership:

I. Covenant, As with all agpecls of the Christian life,
church membership begins with Cod- -with God’s cov-
enant nade with each one of us theough baplism. From
the beginning of the Bible to the cnd, (_.Ud savs [0 us, T
will be your God and you will be 1nvpmplc—no matter
whai® And Gaod iu][rH\ thiz covenant promise again and
again by forgiving us and re-creating us and encourag-

The Mearing of Chuarch WMembership
wow, (hePreslbylerianleadercom
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ing us through ail the failures and all the struggles and all
1he perplexities of Iife. The uliimale expression of God's
tenacily and love [or us comes Lhrough Lhe life, death, and
resrrection of Jesus—wherne God’s Word becomes llash
and dwclls among us—taking every moment of human
iving and transforming it into the lilkeness of God. Such
cxtranrdinary love and faithfulnoss is the heart of God’s
cavenant with us. And this holy covenant becomes the
model for our human covenants, our hman promises
1o be loving and faithtul and constant in all the relation-
ships of our living, Church membership is our primary
covenant response 1o Gods dependable presence in our
Lives.

2. Commitment, Just as (God stays connected to us
no matter what, we are called through choech, mem

bership to stay connected to God faithfully, regularly,
permanenthy—in gond times and in bad. Loyalty and
fidelily ave becoming rare values in our fast-paced and
novel ly-oriented world, But itis only through long-term
cnmuniiment and disaplined participation that church
membership can change ws and root us in whal is really
imporlant. Every member of a church is a “minister”—
one who serves God. And commitment is the fuel that
cnergizes our minislry, year in and vear oul.

3. Comununiiy. [0 his letter to the Corinthians, the
aposile Paul olfers an organic image of the church. We
are the body o Christ, an inlerconnected, interdepen-
dent, integraled commuanily of believers, dependent on
one another to make the chuech whole, Our covenant
commilment is nol just with God bud with one another.
And so a3 church mermnbers we admit our need for oth-
ers and their need for us,
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Conclusion

And so. becoming a church member is o cotisnilment
L a covenant relationship—a velatfonship with a living
aud risen Jesus, and a relationship with a valnerable and
growing comumnunily of faith, Or, as the Book aof Order
savs: “One becemes an aclive member of the church
through faith in fesns Cheist as Savior and acceptance
of his Lordshipin all of life” (G-5.0141)

Profession of feith in Jesus Christ iz first of all a mat-
ter of frust—not intelleclual covlainty or maral per-
[ection. In the Presbyterian Church, we do aot have
to understand or know all the doctrines of the faith,
Neither do we have to masler all the disciplines of a
matare spieitrel life, Prolession of faith is the begin-
ning of a journey toward the knowledge and certainty
of God, and it will take the rest of our Hves o com-
plete this journey. 1o trust s the ey

Bt tnast in Jesus Christ only comes alive through dis
cipleship  through obedient living, loving service, and
datly disciplines of Filly. "Lhe Book of Order (G-5.0102) is
explicit abong what faithful church memberdip requires:

a. proclaiming the good news,
b. Laking part in the common life and worship of a pur
Licular church,
. praving and sludying Scripture and the faith of the
Christian Church,
d. supporting the work of the church through the giv
ing of money, tinle, and talents,
. participating in the governing responsibilities of the
church,
f demaonstrating & pew yualily of {ife within and
through the charch,
g responding to God'’s activity in the world Lthrough
service o others,
h. fiving responsibly in the personal, Gamily, vocational,
pelitical, cultural, and social responsibililies of life,
i working in the world for peace, justice, freedotn, and
humnan Gulillneent.

T

|l

Active chrch membership calls us and equips us to be
Gods yeast and salt and light in the unfiished cathe-
drad ol the world,

May it be sol

About the Writer

Susan Andrews is the General Preshvter of Hudson River
Preshytern after serving over thivly yoars as a parish
paster. She afse served as the Moderatar of the 215th
General Assembly m 2003,
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toward, our polity expresses our faith, Once we are
called by God, trained in Scripture, and empowered
in worship, then our polity gives us a way to go forth
together in ministry, truly being the church for the
world God has made.

For More Information

James W, Angell, How to Spell Presbyterian, rev. ed.
(Louisville, KY: Geneva Press, 2002). See the chap-
ter on polity.

Book of Order (Louisville, KY: Office of the General
Assembly, Presbyterian Church (US.A.), 2009).
There is no better book on Presbyterian polity—for
historical context, theological foundation, and daily
application—than the Book of Order itself. It would
not be a bad thing for every Presbyterian to have
a copy; for officers, it is a “must-read,” especially
the first four chapters of the Form of Government,
which represent the foundation of our governance.

William Chapman, History and Theology in the Book of
Order: Blood on Every Page (Louisville, KY: With-
erspoon Press, 1999). The long-time polity instruc-
tor at Princeton Theological Seminary, Chapman’s
book brings a passion (as the dramatic subtitle
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suggests) borne of a lifetime reading and using the
church’s constitution.

Joan S. Gray and Joyce C. Tucker, Presbyterian Polity
for Church Officers, 3rd ed. (Louisville, KY: Geneva
Press, 1999). This book is still the defining polity
textbook and an interesting and accessible read
for anyone who desires to learn more. The fourth
edition provides the most up-to-date information
on the Book of Order, published in 2012 by Geneva
Press.

Clifton Kirkpatrick and William H. Hopper Jr., “Pres-
byterians Do It Decently and in Order;” in What
Unites Presbyterians (Louisville, KY: Geneva Press,
1997). Kirkpatrick, past Stated Clerk of the General
Assembly, was charged with preserving the Con-
stitution of the church, It is no surprise, then, that
he and Hopper do an excellent job of laying out
simply and clearly the theological foundations of
our governance.

About the Writer

Brian Ellison is pastor of Parkville Presbyterian Church
in Parkville, Missouri, and a former stated clerk of
Heartland Presbytery.
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