
 

 

 
MANUAL OF ADMINISTRATIVE 

OPERATION 

 
 

 

 
 
 

FIRST PRESBYTERIAN CHURCH OF CHILI 
3600 Chili Avenue • Rochester, NY • 14624 

phone:  585-889-9896 • fax:  585-889-4991 

web page:  http://chili-presbyterian.org 
  

http://chili-presbyterian.org/


 

 

TABLE OF CONTENTS 
 
Foreword and Manual distribution    

Annual Calendar of Action Items and Timelines 
Committees Resource Document 
 

 
SECTION 1:  AUTHORITY/RESPONSIBILITY 

 
  
Mission Statement  

Preamble  
Session Responsibilities  

Committee Descriptions  
     Nominating  
     Personnel  

     Scholarship  
     Other Committees  
Mandated Actions Taken by Session  

Congregation Meetings  
Congregation Action to Come Into Compliance  

Communion Preparation/Serving/Clean-up  
 
 

SECTION 2:  POLICY 
 

Housing Fund  
Memorial Fund  
Endowment Policy  

Policy for Loan of Equipment  
Fall Supper  
Use of Facilities and Fee Schedule  

Wedding Policy  
Funeral/Memorial Services Policy  

Funeral/Memorial Services Procedure Checklist  
Sexual Misconduct Policy  
Receiving Non-Cash Instruments in Support of Operating Budget  

Mission Fund Policy  
Mission Fund Grant Application  
Scholarship Program and Application  

 



 

 

SECTION 3:  PERSONNEL 
 

Job Descriptions  

     Pastor  
     Minister of Music  

     Piano (organist) /Music Accompanist  
     Youth Director  
     Office Administrator  

     Custodian  
     Memorial Fund Coordinator  

 

 
SECTION 4:  FINANCIAL 

 
Financial Structure/Procedures  

 

 
  



 

 

Authority Responsibility 

 
  



 

 

First Presbyterian Church of Chili 
Mission Statement 

 
(August 5, 2014) 

 
Recognizing that Jesus is the true vine and we are the branches, 

we are called to be rooted in faith, grow together, 

and care for the community. 
 

We will do this by: 
 
Rooted in Faith 
▪ Being grounded in God’s word through preaching, teaching, and the 

sacraments. 
▪ Courageously seeking the Spirit in an age of changing dynamics. 

▪ Following Jesus’ example in humility. 
 

Growing Together 
▪ Learning together in a supportive, welcoming environment. 
▪ Being transformed by God’s abundant grace. 

▪ Loving the diverse perspectives of all stages of life and faith. 
 

Care for the Community 
▪ Tending and feeding all people with God’s grace and love. 
▪ Having the courage to risk ourselves in caring for others. 

▪ Creating a nourishing and inviting atmosphere of ease. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

PREAMBLE:  Authority and Responsibility 
 

Our church, First Presbyterian Church of Chili, is governed in the following 
ways. 

 
SESSION 
The Session's (Ruling Elders elected by the congregation), responsibilities are 

outlined in the Book of Order G-2. 0301 - G-2.0407.  Ruling Elders, together 
with teaching elders (the pastor) exercise leadership, government, spiritual 
discernment, and discipline and have responsibilities for the life of a 

congregation as well s the whole church. 
 

TRUSTEES 
The Corporation's (Trustees elected by the congregation), responsibilities are 
outlined in the Book of Order G-4.0101-G-4.0102.  Trustees receive, hold, 

encumber, manage, and transfer property, real or personal, for and at the 
direction of the Session.  The Trustees at First Presbyterian Church of Chili 

have their own manual of procedures. 
 
DEACONS 

The Deacons’ (elected by the congregation) responsibilities are outlined in the 
Book of Order G-2.0201 - G-2.0202.  The Deacons’ ministry is under the 
supervision and authority of the session.  The Deacons’ ministry of care is one 

of compassion, witness, and service, sharing in the redeeming love of Jesus 
Christ for the poor, the hungry, the sick, the lost, the friendless, the oppressed, 

those burdened by unjust policies or structures, or anyone in distress.  The 
Board of Deacons at First Presbyterian Church of Chili has their own manual 
of procedures. 

  



 

 

SESSION RESPONSIBILITIES 
 

(approved 5-29-02, revised 1-14-09, 2-17-11, revised and approved 5-21-13) 
 

The Book of Order G-2.0301 - G-2.0407 speaks to ruling elders and 
responsibilities. 
 

Ruling Elders may be elected to serve a term of three years.  They can be re-
elected for another 3-year term.  They can serve no longer than 6 consecutive 

years.  G-2.0404 
 
The position of Ruling Elder is one of tremendous importance and 

responsibility.  In a sense, you will have the opportunity for three years to 
shape our congregation’s witness to Christ’s love.  As a member of the Session, 

you will share oversight of every aspect of our congregation’s ministry, and will 
be called on to discern God’s will and desire for our congregation’s witness. 
 

A Ruling Elder needs to be an enthusiastic supporter, encourager, and 
challenger of our congregation, seeking to help us be the best that we can be, 
in service to Christ.  From time to time, elders must be courageous in asking 

the hard questions, or helping the Session and the congregation to face and to 
resolve difficult issues.  The encouragement of elders, by presence at activities 

and by verbal support of persons in our congregation, is a marvelous resource 
for strengthening our congregation.  Elders need also to be good 
communicators, both listening to one another and to members and paying 

attention to the congregation’s need for accurate and adequate information. 
 

Responsibilities include:  
1. Since Ruling Elders are the spiritual leaders of the congregation, it is 

especially important for them to model the commitment and participation 

expected of all members of the congregation, including: 

 presence at worship as often as possible 

 participation in the general life of the congregation 

 participation in special programs and projects 

 financial support of the church’s ministry and mission 
2. A commitment to encouraging us to stretch and grow, in our witness to 

Christ. 
3. Attendance at monthly meetings of Session and special meetings 

occasionally.  The quorum for Session meetings will be the Moderator and 
three ruling elders (Session action 2-6-12). 

4. Attends occasional special called meetings of Session (usually after worship, 

to receive new members or to approve baptisms, or, to deal with specific 
issues stated in the purpose of the call). 

5. Serves on one of the church Committees, or as a Facilitator for a Seasonal 
Team, usually as “Elder of Responsibility.”  

Current Elder Assignments: 
Long Term Mission & Outreach Coordinator 

Nominating Committee Chair 
Personnel Committee Chair 
Seasonal Team Facilitator 



 

 

Representative to Mission Fund Committee 
Scholarship Committee Chair 
Commissioner to Presbytery 

Clerk of Session (if the Clerk is serving as a Ruling Elder) 
 
6. Serves communion periodically on a Sunday morning or during a special 

worship service.  May accompany the pastor when serving home 

communion.  Orientation is provided.  See instruction at the end of this 
Section. 

7. Is available for support of the pastoral ministry of the congregation 

(visitations with Pastor or another member of the church; support of 
Deacons in their ministries of caring; inform Pastor and Deacons of the 

needs of members or families). 
8. By arrangement during Session meetings, present new members/families 

for public welcome during worship; assist with baptisms; assist with 

confirmation; assist with installation of officers. 
9. Participates in the orientation and examination of new offices.  The Session 

holds orientation and examination of new officers between the date of 
election and the date of ordination/installation.  Attendance at Presbytery 
Leadership Development Day is encouraged. 

  



 

 

FIRST PRESBYTERIAN CHURCH OF CHILI 
JOB DESCRIPTION 

 

NOMINATING COMMITTEE 
(approved 2/8/01, revised and approved 5/21/13, 

revised and approved, 8/15/16) 
 

Purpose 
Acting on behalf of the congregation, the Nominating Committee seeks to 

discern those whom God is calling to lead this congregation, invites them to 
assume offices of leadership, and presents their names to the congregation for 

election. 
 
1. To nominate persons to serve as officers on the three (3) boards - Session, 

Deacons, Trustees. 
2. To nominate persons to serve on Committees. 

 
Composition (see G-2.0401)  
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 on the session.  The pastor shall serve ex-officio and without vote. 

 
The size of Nominating Committee is 5 persons including: 
One Ruling Elder (currently serving on the Session) 
One Deacon (currently serving and selected by the Deacons) 
One Trustee (currently serving and selected by the Trustees) 
Two congregational representatives 
(Session action 2-6-12) 
 

The Nominating Committee is chosen annually; by the congregation. 
 

Work 
The work of the Committee starts in August/September and can usually be 
concluded in 8-10 meetings, ending by December. 

 
1. Nominating Committee Chair meets with the Clerk of Session to determine 

which positions are due to be filled.   A worksheet is created for the Nominating 

Committee’s use. 
2. The Chair prepares Nominating Committee member folders with pertinent 

information regarding the nominating process. 
3. The Committee determines whether persons whose terms are ending wish to 

serve another term by giving them a call or talking with them in person. 
4. Prepare an article for newsletter regarding Nominating Committee at work – 

include “inner call” and “call” from Committee. 
5. Develop method for selection of nominees.  
6. Provide a copy of the job description for the position they are considering, if 

requested. 
7. Prepare slate for inclusion in January Annual Report. 



 

 

8. Write thank you to all nominees for willingness to serve, either new or 
continuing (these are written by Nominating Committee member who extended 
the call).  Also, thank you notes to those who considered but had to say no. 

 
9. Inform candidates for Session, Board of Deacons, and Board of Trustees of their 

attendance at the required training/orientation breakfast meeting and their 
participation on installation Sunday.   

10. Identify nominees at Annual Meetings. 
11. Gather feedback from those who declined positions so Session, Boards, and 

Committees can evaluate any issues which may be hindering people’s 
willingness to serve. 

12. Provide an opportunity to those completing terms to comment on their term of 
service. 

13. Periodically update Nominating Committee Job Description and seek Session 
approval of any changes. 

 
Other Information 

All communicant members of the church are eligible to serve as Elders, 
Deacons, or Trustees.  In addition, to meet civil law, Trustees must be at least 

18 years of age. 
 
Because of representative nature of Session, Deacons, and Trustees, nominees 

to these Boards should reflect the make-up of the congregation with regard to 
age, gender, interests, etc. 
 
  



 

 

FIRST PRESBYTERIAN CHURCH OF CHILI 
JOB DESCRIPTION 

PERSONNEL COMMITTEE 
(approved approximately 11-99, revised and approved 5-21-13) 

 

Book of Order 
In delineating the responsibilities of the Session, the Book of Order G-3.0110 
references personnel ..."a Council shall make provision in its manual of administrative 
operations G-3.0106) for the process of electing executive staff and the hiring of other 
staff, the description of the responsibilities of the positions, the method of performance 
review, and the manner of termination of employment. 
 
Constitution 

 The Personnel Committee of the First Presbyterian Church of Chili consists of 
one current Ruling Elder of Responsibility appointed by Session, one Trustee 

appointed by the Trustees, one Ruling Elder, elected by the congregation and 
one congregational representative elected by the congregation. 

 The Elder of Responsibility to the Personnel Committee is appointed by the 
Session at the February Session meeting and serves as the Chair of the 
Personnel Committee. 

 The Trustee member is appointed by the Trustees at the February Trustees' 
meeting.  

 The Congregational member is elected as a member-at-large at the Annual 
Meetings of the Congregation and Corporation in January. 

 
Term 
The terms of the Committee members begins immediately upon appointment/election.   
For appointed Session and Trustee members:  Term is for one year.  Members can be 
re-appointed to coincide with their term on respective Boards. 
The Congregational representative’s term is two years. 
 
Description 
The Personnel Committee relates to the paid staff of the church.  It is responsible for 
hiring personnel as directed by the Session, conducting an annual review of their 
performance based on the approved job description, and preparing proposed salary 
figures for the budget.  
 
In February of each year, the Personnel Committee will present the Sexual Misconduct 
Policy to all staff, Session, Trustees, and Deacons for review.  Each person will 
complete Attachment A (Acknowledgement of Receipt) and return to the Office 
Administrator for filing in the church records. 
 
Annual reviews of the staff will be performed in the May/June timeframe to allow for 
any salary or other payroll adjustments recommended, to be reviewed and approved 
by Session, prior to the Stewardship campaign. 
 
The Personnel Committee will annually review the following: 
1. The process for staff evaluations to be performed prior to the annual review. 
2. Upon completion of the annual reviews all job descriptions will be reviewed and 

any recommended changes will be proposed to Session for approval. 

3. Each October the Sexual Misconduct Policy will be reviewed and any recommended 
changes will be presented to Session for approval.  

 



 

 

FIRST PRESBYTERIAN CHURCH OF CHILI 
JOB DESCRIPTION 

 
SCHOLARSHIP COMMITTEE 

(Approved 5-21-13) 
 
Background 
See policy document, First Presbyterian Church of Chili Scholarship Program, 
approved by Session April 4, 2006.  (See Policy Section of this Manual) 
 
Constitution 
The Session will appoint a Current Ruling Elder of Responsibility to coordinate with a 
screening committee and assist in the administration of the program. 
 
The Session will appoint a screening committee of three members annually.  They will 
be responsible for selecting recipients. 

 
Activities of the committee include: 
1. identifying graduating seniors 
2. providing application forms and requirements to these seniors on a timely basis 
3. insuring that notification of results are promulgated to the candidates 
4. coordination of public (worship service) recognition 
5. providing news media with information re:  awards 
  



 

 

 
OTHER COMMITTEES OF THE CHURCH—MAKE-UP, TERMS, ETC. 

 

ENDOWMENT 
The make-up and responsibilities are defined in detail in the Endowment Policy 
approved by the congregation (see policy section). 
 

INVESTMENT 

The Investment Committee is responsible to the Board of Trustees.  Their role is to 
manage the Housing Fund portfolio as well as the investment of the Endowment 
Portfolio.  There are four members of the Committee appointed by the Board of 
Trustees with open ended terms.  The Finance Chair serves ex-officio. 

 
FINANCE 

The Finance Committee description can be found in the Finance section within the 
financial structure document. 
 

MISSION FUND COMMITTEE 
The make-up and responsibilities are defined in detail in the Mission Fund Policy 
approved by the Session (see policy section). 
  



 

 

MANDATED ACTION TAKEN BY SESSION 
TO COMPLY WITH PC/USA BOOK OF ORDER 2011-2013 

February 6, 2012 

 
Clerk Huffman reported that the subcommittee (Elders Richard W. Stowe, Pat Olson, 
Nancy Huffman and Pastor Brandi) appointed by Session met and has made 
recommendations for Session action to move into compliance with the Form of 
Government in the Book of Order. 
 
By motion (Elder Constantine) Session approved and adopted the following: 
 
1. The quorum for Session meetings will be the moderator and three ruling elders. 
2. Now that there is no membership category called "Inactive Membership Roll," we 

will adopt a new rolls category listing as per G-1.0404 called "Other Participants."  
The list will be subdivided:  "Other Participants - Active" (to include what we now 
call friends -- they actively participate in the church but are not members.  They 

will be included in the Church Directory); "Other Participants-Inactive" (to include 
what is currently called the Inactive Membership Roll -- people who no longer 
participate in the life of the church but are still "connected"). 

3. We will continue the current practice of holding orientation and examination of 
new officers between the date of election and the date of ordination/installation.  
We will encourage attendance at Presbytery Leadership Development Day. 

4. The Church Treasurer will be elected by the Session to serve an "open-ended," 
indeterminate term.  (Open-ended meaning serving at the will of the Session 
and/or until the Treasurer informs Session that s/he no longer wishes to serve.  
When possible, a transition period of simultaneous overlap should occur with 
Treasurer and Treasurer-elect). 

5. Clerk of Session will be elected by the Session to serve an "open-ended," 
indeterminate term.  (Open-ended meaning serving at the will of the Session 
and/or until the Clerk informs Session that s/he no longer wishes to serve.  When 
possible, a transition period of simultaneous overlap should occur with Clerk of 
Session and Clerk of Session-elect). 

6. We will change the name of our current Session manual to:  Manual of 
Administrative Operations. 

7. We will change current name of Stewardship "Commission" to Stewardship 
"Committee" to be in compliance with definitions of Committees and Commissions 
in G-3.0109. 

8. The church's Mission Statement be reviewed and approved annually with an in-
depth review and update (new statement) to occur every five years. 

9. We will review the financial aspects of administration and identify a working group 
to do this.  The group will define the tasks and develop a "how to" document 
including process, how records are kept, looking at how we can improve the 
process, etc. 

10. We will encourage participation in the life of our Presbytery by having a Delegate at 
every meeting, serving on Committees, administrative Commissions, hosting 
meetings, etc. 

11. We will develop a regular process for review of the Manual of Administrative 
Operations. 

12. We will continue our annual process for review of the Sexual Misconduct Policy. 
 



 

 

 

 

FURTHER CLARIFICATION OF MEMBERSHIP ROLLS -- See #2 above 
As per the New Form of Government PC/USA and the Book of Order (G-1.04) there are 
now only three categories of membership:  Baptized Member (G-1.0401), Active 
Member (G-1.0402, and Affiliate Member (G-1.0403).  There is a new category called 
Other Participants.  There is no longer a category of "Inactive Members." 
 
"Other Participants" is defined (G-1.0404) as follows:  Persons who are not members 
of, or who may have ceased active participation in the Presbyterian Church U.S.A. are 
welcome and may participate in the life and worship of this church and receive its 
pastoral care and instruction...." 
 
The New Form of Government gave Sessions the responsibility to organize their 
membership rolls.  At its Stated Meeting on 2-6-12, Session implemented a distinction 
between (1) individuals who are actively involved in our church life and share their 

time, talents and treasure but are not members  -- "Other Participants-Active", and, (2) 
individuals who were active members who for various reasons no longer actively 
participate in the life of the church -- "Other Participants- Inactive."    
 
The purpose of the distinction, "Other Participants-Active" is to give proper recognition 
to those individuals who are very much a part of the life of our church.  They 
contribute, they participate and are active but they have not joined as full members.  
"Other-Participants-Active" will be included in the Church Directory.  Previous 
directories referred to these persons as "Friends of the Church." 
 
  



 

 

CONGREGATION MEETINGS 
The Book of Order provides direction in detail for the calling, moderating, types etc. of 
meetings of the Congregation.  (G-1.01-G-3.0105)  Following are some of the salient 
points included in those sections. 
 

TYPES OF MEETINGS 
Annual - a requirement 
Special - called by Session 
Special - called by Presbytery 
Special - called by Session at the request of ¼ the members on the active membership 
roll 
 

CALLING 
The call of all congregational meetings must be publicly announced in worship, two 
consecutive Sundays prior to the meeting and that one e-blast be done to announce 
the meeting.  Additional optional venues for announcements may be:  (1) weekly 

bulletin or announcement sheet, (2) church newsletter.  (Adopted at Congregation 
meeting 4/29/12) 
 

MODERATOR 
The person moderating the meeting cannot be a member of the congregation.  It is 
normally the pastor, interim pastor or an ordained person designated by Presbytery. 
 

QUORUM 
A quorum consists of one-tenth of Active Membership.  (Adopted at Congregation 
meeting 4/29/12) 
 
CONTENT 
There are specific requirements for the annual meeting, e.g., receiving reports, 
addressing the compensation package of the pastor, etc.  In general, meetings are only 
to address the subjects included in the call of the meeting. 
 

SECRETARY 
The Clerk of Session shall act as secretary.  The Session may approve the minutes for 
inclusion in Session records.  These minutes must be available at the next Annual 
Meeting and may be amended by vote of the Congregation. 
 
ROBERT’S RULES OF ORDER 
Robert's Rules of Order, Newly Revised is the parliamentary authority for congregation 
meetings.  (Adopted at Congregation meeting 4/29/12) 
  



 

 

 
CONGREGATION ACTIONS TO COME INTO COMPLIANCE WITH 
PC/USA NEW FORM OF GOVERNMENT, BOOK OF ORDER 2011-

2013 REQUIREMENTS 
April 29, 2012 Special Meeting of the Congregation 

 

Rev. Wooten presented Session's recommendations to fulfill requirements for the New 
Form of Government.  By motion (Jerry Huffman, 2nd Sara Heer) the congregation 
approved the recommendations of Session to fulfill requirements to come into 
compliance for the New Form of Government as follows: 
 
1. That we maintain the current practice that one-tenth of Active Membership be the 

quorum for congregation meetings. 
2. That Robert's Rules of Order, Newly Revised be the parliamentary authority for 

congregation meetings. 
3. That meetings of the Congregation be announced in worship, two consecutive 

Sundays prior to the meeting and that one e-blast be done to announce the 
meeting.  Additional optional venues for announcements may be:  (1) weekly 
bulletin or announcement sheet, (2) church newsletter. 

4. That we be consistent with the Form of Government G- 2.0404 with Elders and 
Deacons serving a maximum of three years; can re-elect for another three-year 
term, and serve no longer than six consecutive years.  (Terms of service for 
Trustees are also governed by G-2.0404.  See G-4.0101) 

5. That the size of Nominating Committee be five persons including: 

• One Ruling Elder (currently serving on the Session and set forth for election 
by the congregation) 

• One Deacon (currently serving and selected by the Deacons and set forth for 
election by the congregation) 

• One Trustee (currently serving and selected by the Trustees and set forth for 
election by the congregation) 

• Two congregational representatives 
(The Nominating Committee is a Committee of the congregation and is elected by 
the congregation.  The above slate will be presented to the congregation and 
elected at the annual meeting of the congregation.) 



 

 

FIRST PRESBYTERIAN CHURCH OF CHILI -- COMMUNION 
PREPARATION 

Elders and Deacons will be assigned to serve, and either set-up or clean-up for each 
communion service. 

PROCEDURES FOR PREPARATION OF REGULAR COMMUNION 

Communion Ware: 
The communion ware is kept in the free-standing cupboard in Fellowship Hall.  On a 
normal Sunday you will need: 

• A white table cloth (several are hanging on the rod in the Adult Lounge closet), if 
there is not already a seasonal table cloth on the table. 

• Five gold plates for gluten-free bread cubes. 

• One plate for the uncut loaf of bread (scored on the bottom to facilitate breaking 
the loaf). 

• Lace paper napkins to place on bread plates. 

• One silver pitcher, filled with enough grape juice for the chalice. 

• One silver chalice (do not fill). 

• Five trays for communion cups. 

• Disposable communion cups. 
 
Quantities of Communion Elements:  (The setup Elder provides bread / setup 
Deacon provides juice) 

• Bread -- one loaf of gluten-free bread (approximately 22 ounces), with crusts 
removed and cut into cubes.  On a normal Sunday, you will need enough bread for 
five trays (30 - 40 cubes per tray). 

• Grape juice -- one bottle of Welch’s grape juice (64 ounces / must be Welch’s due 
to allergy).  Place the communion cups in the trays and use the available squeeze 
bottle for filling the cups.  A few days before setting up, check the kitchen 
refrigerator for partial bottles of grape juice.  If that juice has not begun to ferment, 
you may use it for the communion service. 

• One small loaf of bread for the Pastor to break (score the bottom, do not cut) on a 
plate. 

 
Procedures: 
Please arrive at church at least 1 hour before worship starts. 
Try to have the communion table completely set 30 minutes before worship 

begins.  Be sure to check special service times with the Church Office, e.g., Maundy 
Thursday and Christmas Eve. 

• Place the table cloth under the glass, then prepare the elements as follows: 
 

Arrangement of the Communion Table on Regular Sundays (from the congregation’s 
view) 

 

 



 

 

• Stack the plates with cubed bread and place a linen cloth over the top – do not re-
cover the plates AFTER communion. 

• Before the service, servers discuss who will serve the aisle and the nursery and 
Children’s Church. 

• Servers move to the front pew during the doxology. 

• The linen napkins and covers on the juice trays are removed.  

• Two servers serve each aisle distributing the bread/juice.  As you serve the bread, 
say to the first person on the aisle:  “The body of Christ, broken for you.”  As you 
serve the tray with the juice, say “The blood of Christ, shed for you.” 

• The fifth server will serve the people in the nursery and Children’s Church. 
Communion Preparation 

 

PROCEDURES FOR PREPARATION OF COMMUNION BY INTINCTION 

 
Communion Ware: 

• A white table cloth (several are hanging on the rod in the Adult Lounge closet), if 
there is not already a seasonal table cloth on the table. 

• Two plates for bread – located in the Pastor’s office. 

• One unbroken gluten-free loaf of bread (score the bottom). 

• 2 chalices (1 full and 1 empty). 

• One pitcher, filled. 

• No linen cloth is needed to cover the bread. 
 

Arrangement of the Communion Table on Intinction Sundays (from the 
congregation’s view) 

 

 
 

Procedures: 
Please arrive at church at least 45 minutes before worship starts. 
Try to have the communion table completely set 30 minutes before worship 
begins.   
Place the table cloth under the glass, and then prepare the elements as follows: 
 

• Before the service, servers discuss with the Pastor who will serve which aisle (two 
on the west side and two on the east side). 

• Servers move to the front pew during the doxology. 

• Servers will stand at the north end of the aisles (front), including the Pastor.  One 
server will serve the bread to the people and another will serve the chalice.  As you 
serve the bread, say “The body of Christ, broken for you.”  As you serve the chalice, 
say “The blood of Christ, shed for you.” 



 

 

• After the people have received communion, two servers will serve the servers, the 
organist, and anyone else who has not come forward. Two servers will serve the 
people in the nursery and Children’s Church.  

• Be alert to anyone who would like to receive communion but who is unable to come 
forward.  The servers will take the elements to that person where he or she is 
seated. 

 

PROCEDURES FOR CLEANING UP FOR ALL COMMUNION SERVICES 
 
The following is the check-list for cleaning up after communion services. 

• Remove empty cups from the pews and the balconies, and throw them away. 

• Clear the communion table, and take communion ware to the kitchen for washing. 

• Carefully refold the table cloth and hang on the bar in the closet in the Church 
Lounge.  If the cloth is in need of laundering, please select a volunteer to clean it.   

• If used, replace the napkins carefully.  Launder and press linen napkins that are 

soiled. 

• Return communion ware to the cupboard in the Fellowship Hall, or to the Pastor’s 
office. 

• *Unused bread may be either taken home for your own use, or offered outside to 
the birds. 

• *Unused grape juice may be either left in the refrigerator or taken home for your 
own use. 

 
*NOTE:  If there is home communion or a service at Legacy/Westwood Commons, give 
the elements to the Deacon in charge of that ministry.  
  



 

 

Policy 
  



 

 

FIRST PRESBYTERIAN CHURCH OF CHILI 

INVESTMENT COMMITTEE FOR THE 
HOUSING AND ENDOWMENT FUNDS 

(April 1, 2009) 
 
The Investment Committee is responsible to the Board of Trustees.  Their role is to 
manage the Housing Fund Portfolio as well as the investment of the Endowment 
Portfolio.  There are four members of the Committee appointed by the Board of 
Trustees with open-ended terms.  The Finance Chairman serves ex-officio. 
 

HOUSING FUND 
The decision to sell the church-owned manse at 19 Indian Hill Drive and to use the 
proceeds to establish a housing fund was made at a properly called meeting of the 
corporation on March 20, 1983.  The resolution put forth at that meeting, as amended 
and approved by the congregation, is shown on page 2 of this document.  The entire 
action was subject to the approval of Presbytery, which was later received. 
 
Following the sale, the Board of Trustees chose to invest the net proceeds of $61,800 
into a Certificate of Deposit for a period of 4 years at an interest rate in excess of 
11.8%. 
 
When the CD matured, interest rates had fallen dramatically, and the Trustees 
decided to form an Investment Committee, responsible to the Board, with a goal of 
achieving a minimum return of 10 % annually.  The first Committee constituted 
included Warner Meininger, Dave Scribner and R. W. Stowe, with the finance 
chairman (Dave Abell) an ex-officio member.  Later, Jerry Huffman was added to the 
Committee since he had established tracking software to stay abreast of fund 
performance. 
 

ENDOWMENT FUND 
Policy for the Endowment Fund was approved by a vote of the Congregation on 
January 26, 1997.  The initial donation to the fund of $1,000 occurred in December 
1998.  By mid 1999 there were sufficient funds available to considering investing in 
the stock market.  At that time, the Housing Fund Investment Committee was tasked 
with the additional responsibility of managing these funds until they reach $400,000 
at which time a paid investment manager will be used.  The goal is to achieve an 
annually compounded return on investment equal to the annually compounded rate of 
inflation, as reported in the Consumer Price Index, plus seven percent (7%).  The fund 
managers shall accept the level of risk necessary to meet this goal. 
 

Resolution for the Sale of the Manse 
(As amended and approved by the congregation on March 20, 1983) 

 
It is hereby resolved that,  
 
The church manse at 19 Indian Hill Drive in the Town of Chili, County of Monroe and 
State of New York shall be sold and the proceeds thereof shall be invested by the 
Board Trustees with the proceeds and any investment income to be used for the 
purpose of providing a housing allowance for the church pastor; (and/or to provide for 
repair, rehabilitation and improvement of the church facilities: provided that any 
invasion of the investment of the principle be approved by the corporation). 
 
  



 

 

 
In furtherance thereof, the Board of Trustees is hereby authorized and empowered to: 
 

1. Offer the property known as 19 Indian Hill Drive for sale, either directly or 
through a licensed real estate broker, at such price, based upon at least three 
competent appraisals, as shall be determined by the Board of Trustees, and 
perform all acts necessary and appropriate for the proper marketing of such 
property. 

2. Receive and accept purchase offers for such property. 
3. Obtain such approvals and consents to the conveyance of such property as may 

be required by the Constitution of the United Presbyterian Church in the United 
States of America, the laws of the State of New York and the bylaws of the 
Presbytery of the Genesee Valley. 

4. Upon obtaining such required approvals and consents, convey the interests of 
the Church in said property and execute a deed and such other documents as 
may be necessary and appropriate to effectuate such conveyance. 

5. Invest the proceeds of such sale, after payment of all costs of sale and closing, 

including advertising, realtor's commissions, legal fees and other related costs, 
in such manner as may be permitted by the Constitution of the United 
Presbyterian Church in the United States of America and the laws of the State 
of New York, such proceeds and any investment income to be used solely for the 
following purposes: 

  
 Housing allowance for the Church Pastor, and/or provide for repair, 
rehabilitation and  improvement of the church facilities; provided that any invasion of 
the investment of the  principle be approved by the corporation. 
 



 

 

MEMORIAL FUND 
Approved and Revised by Session November 21, 2017 

 
BACKGROUND 
The Memorial Fund of the First Presbyterian Church of Chili has been in existence 
since the late 1950’s.  Recently, the Session has reviewed the policies and mechanics 
of the Fund to assist those who have identified, or are considering identifying, the 
Fund as the recipient of memorial gifts.  Following is a brief description of the intent, 
mechanics, and options as they currently exist. 
 
PURPOSE 
It is the intent of the First Presbyterian Church to provide the opportunity for 
members and friends of the Church to designate the Memorial Fund of the First 
Presbyterian Church of Chili as a vehicle for contributions to be converted, as needs 
arise, to lasting material objects which appropriately enhance God’s work through this 
body of Christ. 
 
MECHANICS 
As gifts are received, the Church will maintain a record (for at least five years) of all 
gifts.  The Memorial Fund Coordinator will acknowledge receipt of each gift within two 
weeks of the date of receipt.  The family of the deceased will be provided, weekly, with 
a list of donors to allow for their acknowledgements.  They will also be provided with 
this description of the Fund. 
 
OPTIONS 
Options available to families designating the Fund for memorial gifts are as follows: 
 
1. To have the contributions placed in the Fund with no restrictions.  In this case the 

Session would determine both use and time of use. 
2. To have contributions placed in the Fund with no restrictions, but the family 

requests notification of how funds were used. 
3. To request that funds be used for a specified purpose, subject to approval of 

Session. 
4. To request that the family be contacted by Session when an application has been 

identified, seeking concurrence. 
 
If no response is received from the family within a reasonable time, the Session will 
assume Option 1. 
 



 

 

FIRST PRESBYTERIAN CHURCH OF CHILI, NEW YORK 
ENDOWMENT POLICY 

(approved 1-97) 
 

RESOLUTION TO IMPLEMENT THE ENDOWMENT POLICY 
WHEREAS, Christian people are called to be faithful managers of all the gifts of God 
such as time, abilities, the created world, and money (including accumulated, 
inherited, and appreciated resources); and 
 
WHEREAS, there are many ways available for giving to the work of the Church such 
as bequests in wills, trusts, annuities, life insurance, and transfers of property (cash, 
securities, stocks, bonds, real estate); and 
 
WHEREAS, it is the desire of the congregation to encourage, receive, and administer 
these gifts in a manner consistent with the faith expressed by the grantors and in 
accord with the goals of this congregation; 

 
THEREFORE BE IT RESOLVED, that this Congregation, in a duly constituted 
meeting on January 26, 1997 approve and establish on the records of the church a 
separate fund to be known as the Endowment Fund (hereinafter called the Fund), of 
the First Presbyterian Church of Chili, 3600 Chili Avenue, Rochester, New York 
14624. 
 
BE IT FURTHER RESOLVED that the purpose of the Fund is to receive gifts and to 
manage, invest, and re-invest the principle and income from such assets to create a 
fund which can be used to expand and enrich the mission and ministry of the 
congregation locally and globally and to assist in capital improvements of church 
owned facilities, consistent with the goals of the congregation. 
 
BE IT FURTHER RESOLVED that the following Plan of Operation shall be for the 
administration and management of the Fund.  
 

PLAN OF OPERATION 
I.  General Administration of the Fund: 
An Endowment Committee (hereinafter called the Committee) will be established to 
administer the Endowment Fund of the First Presbyterian Church of Chili (hereinafter 
called the Church), and will report to the Session and the Board of Trustees of the 
Church. 
 
The Committee will consist of three (3) members, at least one (1) of which will be a 
member of the Board of Trustees.  Non-Board of Trustee members will be elected by 
the congregation of the Church for a term of five (5) years.  [Initially, one (1) member 
will be elected to a term of seven (7) years.  The Board of Trustees member assigned to 
the Committee will serve a term concurrent with his or her term on the Board of 
Trustees.  The Pastor will serve as an ex-officio member.  A Chairperson will be elected 
by the Committee. 
 
The Committee will be responsible for all decisions regarding the investment of funds, 
except as noted herein.  The Committee shall meet at least quarterly and shall make a 
report to the Session and the Board of Trustees every six months.  A report will also be 
made to the Annual Meeting of the congregation and corporation of the Church. 
 
  



 

 

II.  Acceptance of Endowment Funds: 
Any donations to the Fund are subject to acceptance.  An active program shall be 
maintained by the Church to encourage donations which are unrestricted in any 
manner or, if restricted, are restricted in a manner which supports the work and 
mission of the Church. 
 
All proposed donations should be reviewed by the Committee before any decision is 
made by the Session as to acceptance of the donation. 
 
The Committee is under no obligation to accept any donation which is restricted.  It is 
the responsibility of the Committee to analyze any restrictions attached to a proposed 
donation and to determine the cost of complying with those restrictions before 
recommending to the Session that the donation be accepted. 
 
The Church may from time to time receive undesignated contributions in the form of 
cash or negotiable securities, for which no clear use is specified.  The Committee will 
attempt to communicate with the donor to determine intent and to act according to 

that intent.  Should the donor be deceased or otherwise unable to communicate his or 
her intent, such contributions shall be placed in the Fund. 
 
Donations of real property are not to be accepted by the Fund.  It is the responsibility 
of the Session to receive real property donations and to determine their acceptability 
and use.  Upon request by the Session, the Board of Trustees may convert such 
donations to cash and transfer said cash to the Fund.  Transferred funds may be co-
mingled with other assets of the Fund. 
 
A detailed list of all gifts accepted will be part of the Committee’s annual report to the 
congregation and corporation of the Church. 
 
III.  Other Sources of Funds: 

The Church presently controls additional investments such as the Memorial Fund, 
Capital Improvements Fund, and Housing Allowance Investment Fund. These funds 
may be co-mingled for investment purposes, while maintaining the integrity of the 
provisions of the funds as they were established.  The individual funds will be reported 
separately and investment income will be allocated to each fund in proportion to each 
fund’s share of the co-mingled total. 
 
Quarterly combined fund shares will be calculated on the basis that funds withdrawn 
during the quarter will not be allocated earnings during that quarter, and funds 
deposited within a quarter will earn income beginning the next quarter following. 
 
Proceeds from investment of the principal amount of these special purpose funds will 
be used for their original intended purposes and their use will be directed by the 
authority(ies) presently responsible for those funds.  The intent of co-mingling these 

various funds is solely for the purpose of investment management. 
 
IV.  Investment Management: 
Until the principal value of the Fund reaches four hundred thousand dollars 
($400,000), investment management will be directed by the Committee.  After that 
point is reached, the Fund will be managed by a paid investment Manager (hereinafter 
called the Manager) designated by the Committee.  A simple majority of the Committee 
is required to appoint the Manager.  The Manager makes day-do-day investment 
decisions which fall within the return, risk, or other guidelines set forth herein or as 
established by the Committee.  The Manager will invest the Fund principal and any 
realized gains.  The Manager may invest in any publicly traded or government 



 

 

guaranteed vehicles determined by the Manager to meet the investment goals of the 
Fund.  No other private investments are allowed.  Expenses of managing the Fund will 
be taken from the earnings of the Fund. 
 
V.  Investment Goals: 
A. Maintenance of Principal:  All donations to the Fund constitute the Principal.  

Maintenance of Principal is a primary goal of the Fund.  Annually, the principal 
amount will be adjusted to reflect inflation as reported in the Consumer Price Index 
published by the U.S. Government.  Reports will clearly state the original principal 
invested and the current principal adjusted for inflation. 

B. Return:  The goal for the annually compounded return on investment is equal to 
the annually compounded rate of inflation as reported in the Consumer Price Index 
plus seven percent (7%). 

C. Risk:  The Manager shall accept the level of risk necessary to meet the Fund’s goal 
for return on investment. 

D. Asset Allocation:  Allocation of the assets of the Fund shall be determined by the 
Manager. 

E. Social Aspects of Investment:  It is desirable that the Fund be invested in a manner 
that furthers the principles of the Christian faith and the mission and ministry of 
the Church.  However, no general restrictions shall be placed upon the Manager 
which prohibit ability to meet the goals of the fund.  Should the congregation wish 
to make or prohibit investment in a specific instrument they may, by two-thirds 
(2/3) majority vote of members in attendance at a properly constituted meeting, 
direct such investment or non-investment in a specific instrument.  In the case of a 
prohibition, if the investment has already been made by the Manager, the Manager 
will be expected to carry out the wishes of the congregation with utmost 
expediency.  Performance of directed investments, including the expense of 
divestiture, will not be counted for or against the performance of the Manager. 

 
VI.  Performance of Manager (Committee) 

The Committee shall provide the Manager of the Fund with the investment goals set 
forth in this policy.  [Prior to the Fund reaching $400,000, the Committee will be 
judged on the criteria set forth for the Manager.]  Recognizing that the return will vary 
from period to period, the Manager’s performance will not be judged solely on rate of 
return, but on the totality of the achievement of stated goals.  Performance of each 
selected type of investment will be compared to performance of similar investments 
during the same period, using generally accepted indices.  The Manager’s performance 
will be reviewed formally on a quarterly basis by the Committee, and an annual 
written report shall be prepared.  The Manager may be terminated for failure to meet 
investment goals or for any other reason, by a simple majority of the Committee. 
 
VII.  Use of Funds 
There are basic guidelines that must be adhered to when determining if unrestricted 
endowment funds are an eligible source of funding for any expenditure.  These 

guidelines include: 
 
1.  It is intended that the investment income of the Fund be used EQUALLY in three 
(3) basic areas: 
 A.  Mission Projects benefiting persons or organization s outside the 
congregation and having no 
 direct tie to the Church. 
 B.  Projects related to the physical plant and facilities of the congregation, 
including any facilities 
 of organizations tied directly to the Church. 



 

 

 C.  Programs and projects that enhance the ongoing fellowship of the Church 
and the 
 Church’s mandate to nurture and grow the members of the congregation in 
their spiritual lives. 
 
The split has been referred to as:  1/3 outside the walls, 1/3 on the walls, and 1/3 
inside the walls. 
 
It is possible for the then-current Session to modify this ratio in a short term situation 
by a two thirds (2/3) majority vote of the current Session ,but over any given five (5)-
year period of time, the cumulative expenditures must essentially reflect the expected 
ratio. 
 
2.  If there is a shrinkage in the principal value of the Fund, as defined herein, any 
income yielded must first be used to return the Fund to its full principal value before 
any funds can be declared available for distribution. 
 

3.  Proceeds of the Fund as defined herein will not be withdrawn until the calendar 
year following the year in which they are earned.  It is strongly urged that specific line 
items be included in each calendar year’s budget, indicating proposed use of the 
earned income for the information of the congregation. 
 
4.  Loans from the Fund shall be discouraged.  No loans from the Fund should be 
considered before the Fund reaches a threshold value of one hundred thousand 
dollars ($100,000).  
In addition, principal may be loaned to the Board of Trustees for the purpose of 
building facilities for the Church or for making major repairs or renovations to existing 
Church properties at an interest rate commensurate with the investment goals of the 
Fund.  Such loans require the approval of a two-thirds (2/3) majority of the 
congregation at a properly constituted meeting, with recommendation by the Session 
or the Board of Trustees.  The return on such loans will not be counted for or against 
the performance of the Manager. 
 
Loans for renovation or repair shall be repaid on a not more than five (5) year 
amortization schedule. 
 
Loans for new construction shall be repaid on a not more than fifteen (15) year 
amortization schedule. 
 
5.  Invasion of principle other than for the purposes stated in paragraph (4) above is 
not allowed, except in cases of extreme need created by catastrophic circumstances.  
Catastrophic circumstance is defined as major financial liability sustained by the 
congregation through no fault or contribution of the congregation. 
 

If such a catastrophic circumstance is deemed to exist in the majority of the 
congregation, a  two-thirds (2/3) majority of its members at a properly constituted 
meeting is required before the principal of the Fund may be invaded. 
 
VIII.  Approval of Use: 
Recommendations by the Committee for use of Fund income consistent with the 
guidelines stated herein shall be approved by a simple majority vote of the then 
current Session.  Written instructions for disbursement will be provided to the 
Manager over the signatures of the Clerk of Session and one member of the 
Committee.  The Manager will be allowed a period of up to sixty (60) days for 
divestiture of investments, beginning on the date  of approval by the Session. 



 

 

 
IX.  Audit: 
The audit of the Fund shall be included in the regular auditing process of the Church. 
 
X.  Review of Endowment Policy and Amendments: 
The Endowment Policy will be reviewed in at least ten (10) year intervals, or as 
requested by the Committee, the Session, or the congregation.  Any amendments to 
this policy which materially change the stated purpose, intent, application, use, or 
administration of the Fund must first be proposed by the  Committee and adopted by 
a two-thirds (2/3) majority vote of the congregation, at a properly constituted meeting. 
 
XI.  Dissolution: 
In the event that the First Presbyterian Church of Chili ceases to exist as a functional 
entity through merger or dissolution, then the disposition or transfer of the Fund shall 
be at the discretion congregation in consultation with the Genesee Valley Presbytery, 
and according  to the rules of the Presbyterian Church (U.S.A.). and New York State 
religious corporate law.  

 
(Approved 1/26/1997 -- Meeting of the Congregation) 
(10-year review (2007) as per Section X.  No changes proposed.) 
(10 year review (2017) as per SectionX.  No changes proposed) 



 

 

POLICY FOR THE LOAN OF EQUIPMENT 
FIRST PRESBYTERIAN CHURCH OF CHILI 

 
APPROVED BY BOARD OF TRUSTEES APRIL 13, 2009 

 
This policy supersedes all previous policies related to the loan of equipment that may 
have been in place over the years. 
 
It is the intent of the Board to be lenient with permission to borrow most equipment 
when requested by church members.  However, it should be loaned with the 
understanding that the Board is charged with the responsibility of being good 
stewards, and therefore, the Trustee approving the loan needs to be assured that 
items will be looked after in a responsible manner and returned by an agreed upon 
time (date).  Some equipment is not eligible for loan due to in-house requirements or 
the fragile nature of the equipment.  Some electrical and electronic equipment is 
intended to be eligible to church members only and is listed as such. 

 
The basic rules established by this policy are as follows: 

• Any trustee may approve a loan assuming the item(s) are on the approved list 
itemized below.  When the Trustee approves the loan he/she is assuming 
responsibility for access, return schedule, and coordinating to ensure there will not 
be in house needs for same during the loan period. 

• Non members and/or organizations may borrow eligible items, but in this case the 
need should be scrutinized in more depth and a determination that the loan is in 
the best interest of the church on the basis of being a “good neighbor”, returning a 
favor or alleviating a hardship.  In questionable cases the trustee may wish to 
confer with the Board Chairman. 

• In cases where it appears items have not been returned, or there is damage to 
returned items, the approving trustee is responsible for follow up. 

• In unique cases, e.g. when an item is on the “not eligible” list but the need and 
justification makes sense, a trustee may take the request to the Board and request 
a “variance”. 

 
Following are the two lists of items:  eligible and not eligible.  The Board of Trustees 
has the responsibility of reviewing and updating the lists periodically. 
 



 

 

ELIGIBLE ITEMS 
Folding chairs (not padded chairs) 
Fold up tables (older) 
Coffee pots 
Silverware 
Dishes 
Pots and pans 
Floor scrubber –not pads 
Hymnals (old red) 
Projector screen (portable) 
Coat racks 
Library books 
 
ELIGIBLE TO CHURCH  

MEMBERS ONLY 
Computer 
Digital projector 
Digital camera 



 

 

ITEMS NOT ELIGIBLE 
Liturgical items 
Pianos, organs 
Sound system/components 
Vacuum cleaners 
Stoves, refrigerators 
Pew cushions 
Video system/VCR 
Typewriter 
Office computer 
Copier 
Hymnals (blue) 
Sr. High furniture 
Sump pumps 

Non folding chairs 
Chair dollies 
Non folding tables 
Communion service 
Hand tools 
Expendable supplies 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

 

APPROVED CHARTER FOR MAINTAINING AND SUSTAINING 

THE INSTITUTION OF THE "FALL SUPPER" 
(Approved by Session OCTOBER 8, 1998) 

 
Background 
After the surprise announcement preceding worship on Sept. 27th i.e. that the Fall 
Supper had been canceled, followed by the comment that based on lack of leadership 
volunteers "signing up", the institution had probably outlived its usefulness, several 
long time supporters chatted about the announcement and concluded that it was 
possibly the process that needed revision because, based on comments, substantial 
support for the annual event still existed within the congregation. With that as a 
backdrop the following proposed structure and operating mechanisms are presented 
to the Session for their approval. 

 

Structure 

A new committee to be called A Fall Supper Steering Committee would be formed 

immediately to be responsible for the Nov. 7 '98 event as well as subsequent annual 

events. 

▪ The committee would consist of 7 to 10 members. 

▪ The initial committee would include, but not be limited to Dick Stowe, Alma Stowe, 

Donna Young, Dave Abell, Sharon Breeze, Sheila Ouweleen, Judy McGaffick and 

Karen Woodward. 

▪ The committee would elect its own chair and be responsible for recruiting 

replacements and/or additional members 

▪ The committee would be responsible to Session, but would not expect to require 

any   support and would only coordinate on simple matters such as date. 

▪ Compartmentalization of funds would be accomplished by assigning a unique line 

item in the designated funds category. A detailed accounting would be included in 

the Church's Annual Report. 

 

Responsibilities 

The responsibilities would be limited to only those directly associated with the event. 

These would include but not be limited to the following items: 

▪ Recruiting individuals or teams to be responsible for the various tasks to be  

accomplished before, during and immediately after the event. 

▪ For instructing those responsible on requirements for ordering food, supplies etc. 

▪ Coordinating with church organizations interested in participating in a "bazaar" 

▪ Soliciting food via "slips" 

▪ Coordinating with Trustees on any items requiring their approval or support. 

▪ Coordinating facility availability for pre-event functions such as: set up, food    
preparation etc. 

▪ Set date and ticket prices 

▪ Assure proper accounting practices 



 

 

Follow-Up 

Following each event the Steering Committee would meet on a timely basis to 
formulate a recommendation to Session/Trustees on how proceeds should be 
allocated.  Items that would need to be considered would include: 
▪ Front end cash flow money for the next year. 
▪ Assurance that all obligations had been met. 
▪ Need, if any, for any kitchen utensils, small equipment, etc. 
▪ Requests for funds from Boards, Commissions, etc. 
▪ Balance between allocation of “in-house/out of house” causes (at least 10% would 

be recommended for mission causes). 
▪ Schedule for recommending and transferring funds (funds might be allowed to 

accumulate for an agreed upon large project). 
 
In addition to the allocation of profits, this meeting would address: 

▪ Areas where change could offer improvement for the next year. 
▪ Steering Committee make-up, selection of chair of Committee for the next year, etc. 
▪ Need, if any, for follow-up during the inactive period (December-September). 
▪ Updating required food quantities, worker lists, etc. 
 



 

 

FIRST PRESBYTERIAN CHURCH OF CHILI 
3600 Chili Avenue 
Rochester, New York 14624 
Telephone:  585-889-9896 
Fax 585-889-4991 

 
RESERVATION FOR BUILDING USE:  First Presbyterian Church of Chili 

(Approved 12-07-10) 
If you wish to use the Church facilities for your group or organization, the following 
information must be completely filled out.  Space is reserved on a first-come basis.  
NOTE:  If you have used the facility in the past, you will still need to re-apply each 
year. 
 
NAME OF ORGANIZATION:  __________________________________________ 
NAME, ADDRESS, PHONE, AND E-MAIL INFORMATION FOR PERSON RESPONSIBLE 
FOR BUILDING KEY: 
 
Name: _____________________________________  phone:  _________________________ 

Address:  _____________________________________ e-mail:  _________________________ 

                _____________________________________ 

SPECIFICS: 
Room space requested (fellowship hall, basement, etc.):  
______________________________________ 
Beginning and ending date of facility use:  ________________  TO_______________________ 
Times:  _______________  TO  _______________ 
 Daily 
 Weekly (Day of Week  ______________________) 
 Monthly (Week of Month  ____________________) 
 
Building Use Guidelines: 

Any group using Church facilities must acknowledge receipt of a copy of the Building 
Use Guidelines adopted by the Church’s governing body (“Session”).  Violation of those 
Guidelines may be grounds for termination of this Agreement or will be considered 
with regard to any future use of the Church facilities. 
Sexual Misconduct Policy 

In accordance with the Church’s Sexual Misconduct Policy, the leader of your 
organization will need to: 

*Provide the Church with a copy of a certificate of insurance, which includes 
coverage for sexual abuse, if your organization has such insurance; 
*Sign this statement, indicating there is no connection (other than such contract 

or agreement) between the Church and the organization, and that the Church is 
not involved in any way in the selection, hiring, training, or supervision of any 
employees, staff, or volunteers associated with the organization.  

Signature of organization leader:  ______________________________ 
*Read, sign below to acknowledge receipt and understanding of the Church’s 
Sexual Misconduct Policy, including acknowledgement that any occurrence of 
conduct or an event contrary to the General Principles and intent espoused in this 
Policy shall be grounds for immediate termination of this agreement. 



 

 

Signature of organization leader:  ______________________________ 
 

Please return this form to Candace Rogers, in the Church Office.  Thank you. 
BOARD OF TRUSTEES APPROVAL 

______________________________  ______________________________ 
         Representative  
  
 Date 

 SHARED USE AND OCCUPANCY AGREEMENT 
 
 
 This is an Agreement entered into between the____________________                                            

PRESBYTERIAN CHURCH, a New York Religious Corporation with offices at                                                        

________________________,                                 , New York                   (hereinafter the 

“Church”), and                                               , a New York {Not-for-Profit} {Business} 

Corporation with offices at                                                  ,                                       , 

New York                  (hereinafter the “Occupant”) 

 

 RELEVANT INFORMATION ABOUT THE PARTIES 

Ownership of Property 

 The Church is the Owner of real property known as                                               , 

in the                   of                              , ________ County, New York, which is improved 

by worship, Christian education and fellowship facilities, parking lot(s), and other 

structures and improvements customarily used in the operation and mission of a 

religious organization (hereinafter the “Premises”). The Church is willing to permit the 

Occupant to use and occupy certain portions of the Premises on the terms and 

conditions contained in this Agreement. 

Separate Entities 

 The parties represent and affirm that the Church and the Occupant are separate 

legal entities, operating independently of each other. In particular, it is hereby 

represented and affirmed that the Church exercises no control or discretion over the 

hiring, training and/or supervision of any employee or staff member of Occupant. 

 

 TERMS AND CONDITIONS 

 

1. Portion of Premises Subject to Agreement.  



 

 

 A. Exclusive Space. The Church hereby agrees that the Occupant shall 

have Exclusive Use of that portion of the Premises described in Schedule A, annexed 

hereto, subject to the terms and conditions of this Agreement, during the hours         am 

to           pm, Monday through Friday of each week.   

 [If the Occupant is not to have “exclusive” use of any portion of the Premises, then 

the following may be used: “Occupant shall not have exclusive use of any portion of the 

Church Premises.”] 

 B. Shared Space. The Church hereby agrees that the Occupant shall 

have Shared Use of that portion of the Premises described in Schedule B, annexed 

hereto, subject to the terms and conditions of this Agreement, during the hours      __   

to           , on __________________________ of each week, during the term of this Agreement, 

as specified in Paragraph 3 below, together with rights of ingress and egress, and use 

in common of entryways and hallways, sidewalks, driveways and parking lots. The 

Church may designate in writing reasonable restrictions on the use of common areas. 

 C. Other Space. Except as described in A or B above, the Occupant shall not 

have any rights of use or occupancy in other areas of the Premises, and it shall take 

such steps as are necessary and appropriate to ensure that its visitors, guests, 

employees, agents and staff do not enter or remain within any areas of the Premises not 

included in the Exclusive Space or Shared Space. This shall not prevent the parties from 

entering into such agreements as shall be appropriate for use by the Occupant of other 

portions of the Premises for special events or on an occasional basis. 

 

 2. Use of Space.  

 A. The Occupant shall use and occupy the Space solely for the following 

purpose:                                                                            . Such use and occupancy 

shall be in compliance with all applicable laws, ordinances, codes, rules and regulations 

relating to such uses and occupancies, and in such manner as shall not result in the 

Premises being found in violation of any applicable law, ordinance, code, rule or 

regulation. 

 B. The Church may establish additional reasonable rules, regulations and 

policies relating to the use and occupancy of the Premises, consistent with the shared 

use of such facilities by other organizations and groups. 

 



 

 

3. Term of Agreement.   

 This Agreement shall commence on                          ,20     , and end on                       

_____________, 20        . [You may wish to add the following: “Notwithstanding the 

foregoing, this Agreement may be terminated by either party on written notice given at 

least               days prior to the date on which termination is to occur.”] 

 

4. Use and Occupancy Fees; Additional Charges.  

 The Occupant shall pay to the Church the sum of $                         on the first 

day of each month. Monthly payments not made by the fifth day of the month shall be 

subject to a late fee of $               . The Occupant shall be responsible for any costs 

relating to telephone service and cable television service, if any, provided to its space. If 

the Occupant wishes to install or use window-unit type air conditioners or space 

heaters, the Occupant shall be responsible for any increased utility costs relating to 

such use, as reasonably determined by the Church, which shall be paid within 20 days 

of written notice by the Church of the amount of such cost. 

 

5. Maintenance and Custodial Services. 

 A. The Church shall be responsible for all maintenance relating to the 

structure  and exterior of the building, and the plumbing, heating and electrical 

systems; provided, however, that the Occupant shall be responsible for and shall 

reimburse the Church for any costs relating to damages caused by its visitors, guests, 

employees and staff. 

 B. The Church [will] [will not] provide custodial services for the Exclusive 

Space. The Church will provide custodial services for the Shared Space; provided, 

however, that following use of the space described in Schedule B, the Occupant shall be 

responsible for leaving such space (and any facilities, fixtures or appliances which may 

have been used in such space) in a clean, orderly condition, at least equivalent to the 

condition it was in prior to such use. 

 

6. Utilities and Services.   

 Except as otherwise provided in this Agreement, the Church shall pay for all 

utilities, including electricity, gas or oil, water and pure waters, together with  real 

property assessments, if any, refuse removal and snow removal. The Church agrees to 



 

 

keep the premises heated to a minimum temperature of 68  Fahrenheit during the 

times which the  Occupant is using the building, unless prevented by any cause beyond 

its control. 

 

7. Renovations and Decoration.  

 Prior to performing any renovation, change or decoration (including repainting, 

etc.), the Occupant shall provide the Church with such drawings, plans and 

specifications as the Church may reasonably require, and no such renovations, changes 

or decorations shall be performed until the Church has given its approval in writing, 

which approval shall not be unreasonably withheld. The Occupant shall be responsible 

for obtaining any permits which may be required for such work, and shall be solely 

obligated for any costs relating to such work. The Occupant shall do nothing, or fail to 

do anything, which results in a lien or encumbrance against the Premises, and failure 

to remove any lien or encumbrance within 15 days of written notice from the Church 

shall constitute grounds for immediate termination of this Agreement. All work shall be 

done in a good, workmanlike manner, and in compliance with all applicable codes, rules 

and regulations. Any such renovations or improvements shall remain the property of 

the Church upon termination of this Agreement, unless otherwise agreed between the 

parties in writing. 

 

8. Fixtures and Equipment.  

 Any fixtures or equipment installed or used by the Occupant shall remain the 

property of the Occupant, and may be removed upon termination of this Agreement, 

provided that any repairs which may be necessary because of the removal of such 

fixtures or equipment shall be the responsibility of and shall be paid for by the 

Occupant. 

 

9. Security.  

 The Occupant shall provide the Church with a list of all staff members or 

employees who have keys to the Premises and/or possess any security code and/or 

password for any alarm system. The Occupant shall promptly notify the Church of any 

change in this list, and shall obtain the return of any key in the event that a person 

ceases to be an employee or staff person. 



 

 

10. Insurance. 

 A. The Church shall maintain fire and hazard insurance and comprehensive 

public liability insurance with respect to the Premises. 

 B. The Occupant shall maintain comprehensive public liability insurance and 

all-risk personal property insurance with respect to its occupancy and use of the 

premises and its personal property within the premises. The public liability insurance 

shall have a single limit of not less than $1,000,000 for any one occurrence, for personal 

injury, bodily injury and death, as well as for damage or injury to, destruction of, or loss 

of use of property. Such policies shall name the Church as an additional insured (except 

in the case of the Occupant’s personal property coverage), and shall provide for 30 days 

notice to the Church prior to any amendment, change, modification, lapse or 

cancellation of coverage. 

 

11. Indemnification.  

 The Occupant shall indemnify and hold harmless the Church from any and all 

damages, costs, expenses and liabilities for anything and everything whatsoever arising 

from or out of its use and occupancy of the Premises, whether caused by the employees, 

staff, agents, guests or visitors of the Occupant or otherwise, and from any loss or 

damage arising from any default or negligence, or the failure to comply with any term 

or conditions of this Agreement, by the Occupant. 

 

12. Assignment; Subletting.  

 This Agreement may not be assigned by the Occupant, nor may the Occupant 

sublet any portion of the Space which is the subject of this Agreement. 

 

13. Termination. 

 Upon termination of this Agreement for any reason, Occupant shall surrender 

the Space to the Church in the same condition as it was in at the beginning of the 

occupancy period, normal wear and tear excepted.  

 

 

 

 



 

 

14. Defaults. 

 A. This Agreement and the occupancy hereunder are subject to termination 

by the Church upon the occurrence of any one or more of the following events (herein 

called an "event of default"): 

  1. If Occupant shall fail to pay any occupancy fee or additional charges 

when they are due and payable, and such failure shall continue for ten (10) days. No 

notice of default from the Church to the Occupant under this subsection shall be 

required. 

  2. If Occupant shall vacate or abandon the Premises and permit the 

same to remain unoccupied or unused for the purposes specified in Paragraph 2 for 

more than thirty (30) days. 

  3. If any petition for  bankruptcy, reorganization, composition, 

extension, arrangement, or insolvency proceedings shall be filed by or against the 

Occupant and such proceeding is not be dismissed within ninety (90) days after the 

institution of the same. 

  4. If in any proceedings a receiver or trustee be appointed for 

Occupant’s property, and such receivership or trusteeship shall not be vacated or set 

aside within ninety (90) days after the appointment of such receiver or trustee. 

  5. If Occupant shall fail to perform or observe any other requirement 

of this Agreement, or shall violate any condition, rule or regulation of this Agreement, 

and such failure or violation shall continue for thirty (30) days after notice thereof from 

the Church to the Occupant, unless the failure or violation is of such nature as to be 

unable to be cured within said 30-day period, provided that Occupant is diligently 

pursuing remedy of the failure or violation. 

 B. Upon the happening of any one or more of the events of default described 

in Paragraph A of this section, and the expiration of any period of time prescribed above, 

the Church may give the Occupant a notice of termination, effective at the expiration of 

five (5) days from the date of service of such notice, and at the expiration of such five (5) 

days, this Agreement and the term hereof, as well as all of the right, title and interest of 

Occupant hereunder, shall wholly cease and expire in the same manner and with the 

same force and effect as if the date of expiration of such five (5) day period were the date 

originally specified herein for the expiration of this Agreement. Occupant shall then quit 

and surrender the Premises to the Church, but shall remain liable for any unpaid 



 

 

occupancy fees for the full term of the Agreement, and for any damages, cost or expense 

resulting from Occupant’s failure or violation, including but not limited to the cost of 

any litigation or proceeding relating to the enforcement of the Church’s rights 

hereunder, including but not limited to reasonable attorney’s fees. 

 This Agreement is entered into on the             day of                       , 20_____             

 

                                         PRESBYTERIAN CHURCH 

      

 

By: ________________________________________ 

 

                                                                                   
      (Name of Organization or Group) 
 

 
     By: ________________________________________ 
 
  



 

 

 
 
 
 
 

FEE SCHEDULE FOR USE OF FACILITIES 
Church members may use Church facilities without charge for weddings, anniversary 
celebrations, or similar functions EXCEPT for a custodial fee of $75.00 (which may be 
optional upon the approval of the Trustees). 
 
Please note that there are no alcoholic beverages allowed on Church property.  Please 
note also that there is no smoking allowed within the Church building.  Smoking is 
only permitted outside the east door of the building, where there is an ash receptacle 
for discarding all smoking debris. 

 
USE FEES FOR NON-MEMBERS (per day): 
  Fellowship Hall (main floor)     $ 40.00 
  Dining Room (downstairs)          40.00 
  Kitchen and Dining Room         60.00 
  Kitchen (only)          30.00 
 
  Sanctuary (wedding rehearsal included)   per wedding policy 
 
  Sunday School Rooms (each)        20.00 
    
  Custodian           75.00 
 
MISCELLANEOUS GROUP RATES (per day): 
 
  AA, non-profit organizations    NO CHARGE 
 
  

 
A Custodial Fee of $75.00 may be charged to any group/organization, 

if the area used by your group is NOT CLEANED PROPERLY after each use. 
 
  



 

 

WEDDING POLICY 
FIRST PRESBYTERIAN CHURCH OF CHILI 

Approved by Session April 18, 2017 

 
The Session of the First Presbyterian Church of Chili welcomes those couples that 
have decided to join in marriage.  This policy describes both the Christian guidance 
and expectation that the Session believes is appropriate for the involvement of church 
staff, preparation, remuneration, etc. 
 
We believe that a wedding is a service of worship in which the gathered community 
thanks God for the couple’s commitment to each other, witnesses their promises to 
each other, covenants to support their commitment together, and invokes God’s 
blessing on their new relationship.  With this in mind, the Pastor will work with the 
couple to create the wedding service. 
 
Officiating 
It is expected that the Pastor of the First Presbyterian Church of Chili will officiate at 
all weddings held at the church.  In special situations, the minister shall have the 
authority to approve another ordained person to assist in the ceremony or another 
ordained Pastor to solely officiate.  When the church is without a Pastor, the Session 
will approve the Pastor to officiate, following coordination with the Presbytery assigned 
moderator.   
 
It is expected that the couple will have at least one consultation session with the 
Pastor before the wedding is scheduled.  It is also expected that the couple will provide 
a marriage license to the Pastor at the rehearsal.  Also, an additional copy of the 
license will be provided for the Clerk of Session who maintains records of marriages 
that take place in the church. 
 
Constraints on picture taking, decorations, etc., will be discussed and agreed upon 
with the Pastor. 
 
Music 
It is assumed that the Minister of Music would be involved, in concert with the Pastor, 
in the design of the service and would approve and cooperate with family wishes to 
have others (sometimes family members) augment the coordinated musical offerings.  
 
Facilities and Planning Logistics 
The logistics of preparation, i.e., access to the building, use of rooms other than the 
sanctuary, provision of childcare, etc., shall be coordinated with the Pastor.  For 
planning purposes, the couple should be aware that the sanctuary will seat 160 
people comfortably on the first floor level.  Another 50-60 people may be seated in the 
balconies, but the view from the balconies is not wholly satisfactory.  If bulletins are 
requested, coordination with the Pastor should be completed at least two weeks before 
the ceremony. 



 

 

  
 
Fees  
Remuneration for fees associated with use of the church, music, and the Pastor is 
expected at the time of the rehearsal. 
 
The schedule below is intended to compensate the church for its costs.  If the couple 
wishes to express their appreciation of the support of the church, they may provide an 
additional donation. 
 

Item Church Members Friends of the 
Church 

Sanctuary N/C $150 

Custodian $75 $75 

Administrative N/C $25 

Bulletins N/C $75 

Musician $150 $150 

*Pastor $200 $200 

*The Pastor is not expected to pass this on to the church.   
 
Please be aware that the policy of our church prohibits: 

• Alcoholic beverages on the premises 

• Smoking within the building 

• Food in the sanctuary 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

POLICY FOR FUNERALS/MEMORIAL SERVICES 
HELD AT THE FIRST PRESBYTERIAN CHURCH OF CHILI 

Approved by Session March 21, 2017 
 
The First Presbyterian Church of Chili’s basic policy is to be supportive and helpful for 
any families, be they church members or friends in their time of loss.  The following 
policy attempts to provide answers to most questions families frequently ask.  The 
Session and the Pastor have discretion to do what makes sense for the church and the 
family in specific situations. 
 
Officiating 
It is expected that the Pastor of the First Presbyterian Church of Chili will officiate at 
all funerals/memorial services held at the church.  Having others officiate or to share 
in officiating is acceptable when recommended by the Pastor. 

 
Music 
It is assumed that the Church Organist would be involved in the design of the service 
and would approve and cooperate with family wishes to have others (sometimes family 
members) augment the coordinated musical offerings. 
 
Receptions 
The family will coordinate with the Pastor regarding a possible reception after the 
service. 
 
Communication 
The responsibility for coordination/communication lies with the Pastor.  Disposition of 
flowers and memorabilia is the responsibility of the family to communicate to the 
Pastor. 
 
Honorarium 
It is the policy of Session that all supporting staff be properly compensated for effort 
not included in their defined role.  The following table provides suggested 
remuneration.  The Session will have funds available to insure staff is properly 
remunerated for unusual situations.  Costs are sometimes covered by prepayment to a 
funeral director and prepayment packages may differ in what is covered. 

 

Item Honorarium 

Sanctuary/Fellowship 
Hall 

N/C 

Audio Visual N/C 

Administrative N/C 

Custodian* N/C 

Musician $150 

Pastor $200 

*Custodian remuneration $75.00 by Session funds. 
Please be aware that the policy of our church prohibits: 

• Alcoholic beverages on the premises 

• Smoking within the building 

• Food in the sanctuary  



 

 

POLICIES, PROCEDURES AND CHECK LIST 
FOR MEMORIAL SERVICES AND RECEPTIONS 

AT THE FIRST PRESBYTERIAN CHURCH OF CHILI 
Written and compiled by Ginny Harkness and Alice Hassett 

Updated February 2017 

1. It shall be the policy of the Board of Deacons that a meal or meals can be 
provided during calling hours and/or immediately following a Memorial Service 
at our church, in response to a specific request of any person with “active 
member” status at the First Presbyterian Church of Chili.  This service shall be 
offered for an active member’s spouse or children.  This service can also be 
extended to an active member’s parents if so requested by the member or the 
Pastor. 

2. It shall also be a policy of the Board of Deacons that light refreshments of 
cookies, punch and coffee are offered to both active members’ immediate and 
extended family after a Memorial Service sponsored by our church.  Immediate 
family is defined as spouse and children.  Extended family is defined as 
parents, in-laws, siblings, cousins, aunts and uncles. 

3. House-sitting service is available for the family of the deceased during the 
calling hours and/or Memorial Service. 

The Pastor and the Board of Deacons have the right to diverge 
from the above stated policies,  according to their discretion. 

Sanctuary Preparation for Memorial Service 
Location: 
The Deacons will be informed by the Pastor or the Moderator of the Board of Deacons 
regarding locations, date, and time. 
 
Refreshments: 
When the type of refreshments have been determined, the Special Events Coordinator 
will solicit from fellow Deacons and/or our congregation. 
 
Ushers: 
Two ushers will be selected from Elders or Deacons, one for each entrance to the 
sanctuary.  Ushers will be responsible for: 

- Being at church at least ½ hour prior to the start of the service. 
- Providing a glass of water at the lectern for the Pastor or speaker. 
- Lighting the chancel candles 15 minutes prior to the service, and 

extinguishing them after the benediction. 
 
Funeral Service: 

Center post between the front doors must be removed for the entrance/exit of the 
coffin and pallbearers. 
 
Reception: 
Determine who will set up, serve, and clean up. 

- Set up (2 people needed) 

- Serve (up to 4 people needed) 
- Clean up (up to 4 people needed) 



 

 

- Checklist: 
_____ Tablecloths, napkins, the right size of plates, 9 oz. cups or glasses. 
_____ Plates for cookies, etc., sharp knife, serving utensils, plastic wrap or aluminum 
foil. 
_____ Centerpieces, table decorations. 
_____ Coffee, pots, filters (if necessary), foam cups, extension cords, half-and-half or 
cream, 

sugar, spoons, and plates to set them on, after use.  Start coffee one hour 
before needed. 
_____ Tea, lemon, sugar, foam cups, spoons, and plates to set them on after use.  
Begin to heat 

water 1 hour before needed. 
_____ Water, pitchers, ice. 
_____ Iced tea or lemonade, pitchers, lemon slices as garnish. 

_____ Punch bowl, ladle, appropriately sized cups (9 oz.), ice.  Always have extra 
supplies 

of ingredients. 
_____ Milk, with appropriate method of keeping it chilled. 
_____ Special dietary:  sugar-free cookies, gluten-free items, and plain iced tea. 
_____ Roll of paper towels for quick cleanups. 
 
Miscellaneous: 
_____ Chairs/card tables, etc. 
_____ Fans in hot weather. 
_____ Extension cords. 
_____ Containers for packing up leftovers. 
_____ Always, extra ice. 
 
Reminders: 
Be sure that primary people involved in the service are served refreshments.  They are 
often overlooked, as they stand in the reception line, greeting friends.  Always send 
extra food home to the bereaved family. 
 
Final Check: 
Is microphone turned off?  Lights and fans off?  Water removed from the lectern?  
Sanctuary clean?  Windows secured?  Doors secured? 
  



 

 

POLICY ON SEXUAL MISCONDUCT 
First Presbyterian Church of Chili, New York 

Amended and Approved By Session 4-16-13 
 

PREAMBLE 
 

The introduction to our Mission and Ministry Statement of the First Presbyterian 
Church of Chili states that:  In our quest to realize the good works of the Lord, our 
purpose is: 

• To Embrace all who seek Jesus Christ as their Lord and Savior 

• To Gather for inspiring worship through the Word and music 

• To Nurture one another as faithful Christians 

• To Reach Out to our Community and the world 

• To Teach God’s Word to all generations 
 
Our Policy on Sexual Misconduct reflects our commitment to our Mission and Ministry 
Statement.  In an effort to embrace and nurture all members of our church 
community, the First Presbyterian Church of Chili, New York (hereafter referred to as 
the “Church”) assert its absolute and unwavering continuing commitment to their 
physical, emotional, and spiritual well-being.  For the purposes of this Policy, any 
person participating in or attending an activity sponsored by or authorized by the 
Church is considered a member of the church community. 
 
 

GENERAL PRINCIPLES 
 
No sexual contact (which, for the purposes of this Policy, shall be defined as any 
touching of the sexual or other intimate parts of a person not married to the actor, 
whether directly or through clothing, for the purpose of gratifying the sexual desires of 
either party) shall take place on church property or in the space used by the Church 
during an official church activity.  Examples of off-site activities are picnics, retreats, 
and mission trips. 
 
All employees, volunteers, staff, ministers of the Word and Sacrament, and lay persons 
(children, youth, and adults) are entitled to an environment free of sexual harassment, 
sexual malfeasance, and sexual abuse. 
 
The Church is committed to take seriously all allegations or discovery of incidents of 
sexual misconduct by responding promptly, firmly, fairly, openly, and according to the 
applicable laws of the State of New York and the provisions of this Policy. 
 
 

DEFINITIONS 
 

ALLEGATION:  An allegation triggers several required actions and/or options 
discussed in OBLIGATIONS OF THE CHURCH.  For purposes of deciding when action 
is required, an allegation shall be defined as: (1) Any report in writing provided by a 
victim and presented to any member of the elected or appointed 
Boards/Commissions/Committees of the Church, (2) Any verbal report by a victim 



 

 

that is received by the Pastor or a member of Session or, by any other officer that 
passes the allegation on to the aforementioned who, in turn, validates the allegation 
through preliminary investigation.  
 
CHURCH COMMUNITY:  In this policy, the church community includes any person 
attending or participating in an activity sponsored by or authorized by the First 
Presbyterian Church of Chili, New York. 
 
MANDATED REPORTER:  All employees and volunteers of the Church are to act as 
mandated reporters.  As such, they are required to report any real incident of child 
abuse or maltreatment or any reasonably suspected child abuse or maltreatment, to 
the Pastor and/or Session and by telephone to the N.Y.S. Abuse and Maltreatment 
Register (1-800 342-3720 and in writing within 48 hours after such oral report..   
Written reports shall be made on Report of Suspected Child Abuse and Maltreatment 

DSS-2221-A (can be obtained at www.dorightbykids.org ). 
 
SEXUAL ABUSE:  “Sexual abuse” includes  

• sexual  contact in relation to a minor, 

• sexual contact  in relation to an adult who lacks the mental capacity to exercise 
informed consent, 

• sexual contact using force, threat, coercion, or intimidation, 

• the misuse of a Church office or position for the purpose of engaging in sexual 
contact.   
“Child sexual abuse” is any form of sexual contact with a child by an adult, where 
there is no consent or consent is not possible; or by another child who has power over 
the child. “Child sexual abuse” includes, but is not limited to, showing a child 
pornographic materials, placing the child's hand on another person's genitals, 
touching a child's genitals, and/or penetration of any orifice of a child's body (mouth, 
vagina, anus) with a penis, finger, or an object of any sort. Penetration does not have 
to occur.  (Kali Munro, M.Ed., Psychotherapist, 2000) 
 
SEXUAL HARASSMENT:  “Sexual harassment” consists of any unwelcome sexual 
advance, request for sexual favors, or other verbal or physical conduct of a sexual 
nature (sexual innuendo or invitations, sexual joking, comments about someone's 
physical anatomy, unwelcome touching, etc.), when submission to or rejection of this 
conduct explicitly or implicitly affects an individual's attending or participating in a 
church activity, or employment by the Church, or unreasonably interferes with an 
individual’s pursuits, or creates an intimidating, hostile, or offensive environment. 
A “hostile environment” exists if the subject of the discriminatory conduct is because 
of sex/gender; was unwelcome; is severe or pervasive (not "genuine but innocuous 
differences in the ways men and women routinely interact"); altered the conditions of 
attendance or participation at a church activity, and created an abusive situation.  
The "reasonable person" test, considering the social context, is taken into 
account.  Sexual flirtation and innuendo or vulgar language that is trivial or merely 
annoying might not establish a hostile environment. 
 
For purposes of this Policy, “sexual harassment” may include communications by a 
variety of forms, including but not limited to voice mail, e-mail, texting, and postings 
on “social interaction” websites such as Face Book, Twitter and the like. 

http://www.dorightbykids.org/


 

 

 
SEXUAL MALFEASANCE:  Sexual misconduct that is committed by a person within 
the context of an ordained (Teaching Elder, Elders, Deacons) or professional role. 
 
SEXUAL MISCONDUCT:  Sexual misconduct refers to all forms of wrongful behavior 
related to sexual contact.  Sexual misconduct is an abuse of power and a betrayal of 
trust and is at all times and in all forms wrong. 
 
VOLUNTEER:  A volunteer shall include all members of 
Boards/Commissions/Committees as well as all Sunday School Teachers and any 
persons in charge of children or youth, who do not receive any specified benefits or 
remuneration. Membership in choirs and those assisting in events (e.g. Fall Supper, or 
a Musical Concert) will not in itself establish the volunteer label for purposes of 
administering this policy.  A supervising volunteer shall be defined as one who 

instructs and has performance responsibility for other volunteers; e.g. Elders of 
Responsibility, Choir Directors, Chairs of Boards etc. 
 

OBLIGATIONS OF THE CHURCH 
 
In order to effectuate the objectives of this Policy, the Church shall be deemed to have 
the following obligations: 
 
1.  To ensure that Church employees and supervisors (paid and volunteer), any 
individual using Church premises and the responsible individual of any organization 
using the Church premises are aware that sexual misconduct is prohibited.    
 
2.  For volunteers who have been involved with our Church for less than one year and 
for all paid staff, the Church shall ascertain whether an applicant for employment has 
had sustained or has pending an ecclesiastical, civil, and/or criminal complaint of 
sexual misconduct or has ever resigned or been terminated from employment (paid or 
volunteer) for reasons related to sexual misconduct.  All volunteers and paid staff 
will be asked to read this entire policy and all Addendums or Attachments and to 
sign the “Acknowledgement of Receipt” on a yearly basis.  
 
3.  To provide a means for alleged victims to bring their complaints to the appropriate 
Church authorities: If the complaint does not involve the Pastor, he/she is the first 
person that the alleged victim should talk to. Session shall be notified if the complaint 
is determined to need further action. If the complaint does involve the Pastor, the 
Clerk of Session is to be notified and he/she shall report the complaint to Session.  
Session may request advice and counsel from the appropriate Presbytery officers 
and committees (including the Committee on Ministry).  If the alleged victim 
chooses first to discuss the matter with another church volunteer or staff member, 
such volunteer or staff member shall report the complaint to the Church Pastor or the 
Session, in accordance with the foregoing .   (In addition, see “Intervention 
Procedures,” Paragraph 2.) 
 
4.  To promptly investigate any allegation of sexual misconduct – with the guidance of 
legal counsel and Presbytery.   
 



 

 

5.  To take prompt remedial and corrective action when sexual misconduct comes to 
the attention of Church authorities.  
 
6.  To fully cooperate with social service protective services and law enforcement 
agencies when acting upon a complaint concerning possible sexual misconduct by an 
employee or volunteer.   
 
7.  To promote healing for all persons, including the congregation, involved in sexual 
misconduct and/or abuse. 
 
8.  As soon as there is an allegation, the church’s insurance company shall be notified.  
 
 

 

 
 

PREVENTION 
 
1.  All staff (employed and volunteer) shall be educated about our Church’s Policy on 
Sexual Misconduct. At an orientation meeting after the installation or ordination of all 
volunteers to all groups of the Church, including Session, Deacons, Trustees, and all 
commissions, the Policy shall be reviewed and its implementation discussed.  This 
review will also include review of the provisions of the Book of Order specifically 
requiring Teaching Elder, Ruling Elders and Deacons to report instances of sexual 
abuse (G-20102, G-4.0302 and D-20203a) 
 
2.  As part of the annual review process, the Personnel Committee shall determine that 
all paid staff are familiar with and are observing the Policy, and shall inquire as to 
suggested changes to the Policy, both as to content and implementation. With newly 
hired staff, an application form, authorized reference check, and/or authorized 
criminal background check may be part of the prevention process.  
 
3.  Volunteers with less than one year of involvement with our church will be asked to 
review and sign this document with the guidance of our Minister or a member of 
Session.  
 
4.  All employees and volunteers will be required to sign the “Acknowledgement of 
Receipt” (Attachment A). 
 
5.  Whenever feasible, the Church will implement safe practices such as the “two-deep 
rule” (two or more unrelated adults will supervise children and youth).  
 
6.  Our Session should be made aware of any adult who is frequently spending private 
time with any youth, apart from regular church activities.  Session will determine if a 
discussion/or further action is necessary. 
 
7.  No church employee, volunteer, or attendee of any church function will knowingly 
use telephones (whether landline or cell), computers or the internet in an 
inappropriate way. This includes texting or the transmission of photos or graphic 
material, voice mail, e-mail or participation in or use of social interaction websites 



 

 

such as Facebook, Twitter, etc. They will not knowingly download or transmit material 
to or from the internet that could render the church liable in regard to sexual 
harassment and discrimination policies or laws.  They also will not knowingly cause 
any other person to view material on the computer or elsewhere, that could render the 
church liable.  
 
8.  The Session of the Church will periodically review and evaluate the effectiveness of 
the Policy on Sexual Misconduct and the degree of compliance by Church officers, staff 
and volunteers. Such review shall involve, to the extent possible, broad representation 
from the Church community, and particularly those who are “stakeholders” or 
potentially most affected by the existence and implementation of a Sexual Misconduct 
Policy, such as parents, youth workers and Sunday School teachers.     
 

OUTSIDE GROUPS 

 
In accordance with the intent of this Policy to create and maintain a place for all 
persons – but particularly children and youth – to meet and participate in activities 
free of sexual abuse, sexual harassment or sexual misconduct, the following shall 
apply to any outside group (such as Boy Scouts, Alcoholics Anonymous, etc.) using 
Church facilities on a regular or periodic basis: 
 
1. At the time of the initial signing of any contract or agreement with an outside 
group, and at least annually thereafter, a copy of this Policy shall be provided to the 
group, and an acknowledgment of receipt of such copy shall be included in any signed 
contract or agreement, together with an acknowledgment that any occurrence of 
conduct or an event contrary to the General Principles and intent espoused in this 
Policy shall be grounds for immediate termination of the contract or agreement. 
 
2. Any lease, rental or other contract or agreement entered into with an outside group 
using Church facilities shall include a clause expressly stating that there is no 
connection (other than such contract or agreement) between the Church and the 
organization, and that the Church is not involved in any way in the selection, hiring, 
training or supervision of any employees, staff, or volunteers associated with the 
organization. Any outside organization using the Church premises must present a 
certificate of insurance, which includes coverage for sexual abuse, if this organization 
has such insurance.  
 
3. The Church Board of Trustees shall be responsible for implementing and 
monitoring compliance with the provisions of this part of the Policy. 

 
 

INTERVENTION PROCEDURES 
 
1.  All employees and volunteers of the Church are to consider themselves mandated 
reporters, whether or not designated as such by New York State law. 
 
2.  Upon report of an incident of suspected child abuse or maltreatment as provided in 
“Obligations,” Paragraph 3 above, a report shall be made immediately by telephone to 
the New York State Abuse and Maltreatment Register – 1 (800) 342-3720,  and in 
writing within 48 hours after such oral report.  Written reports shall be made on 



 

 

Form, “Report of Suspected Child Abuse and Maltreatment, DSS-2221-A” (can be 
obtained at www.dorightbykids.org  ). 
 
3.  In the event of an allegation of child sexual abuse, the following shall be notified:  
parent(s) or legal guardian(s) involved, the pastor of the Church, the Director of 
Christian Education, the Session, the Church’s liability insurance carrier, and the 
appropriate Presbytery executive (who may recommend contacting the Presbytery 
attorney). 
 
4.  In the event of an allegation of child sexual abuse, a special meeting of the Session 
shall be convened.  Among those invited to the meeting shall be the Session, the 
appropriate Presbytery executive, and such knowledgeable consultants as may be 
recommended by Presbytery. 
 

5.  Investigation of complaints will remain confidential unless legal procedure requires 
their disclosure.  Complainant and others involved will be protected from coercion, 
intimidation, retaliation, interference or discrimination. 
 
6.  With regard to sexual harassment, it is helpful for the victim to directly inform the 
harasser that the conduct is unwelcome and must stop.  This is strong evidence that 
the conduct was unwelcome.  N.B., the absence of complaint or protest does not 
indicate the conduct was welcome.    
 
 

 
 

CONGREGATION DISCLOSURE 
 
In accordance with the Presbytery of Genesee Valley “Policy on Sexual Misconduct, 
Section VI.H”, after an allegation of sexual abuse, a meeting of the congregation shall 
be called by the Session.  Among the purposes of such a meeting are to tell the truth 
to the extent possible and provide honest and forthright information, and to reassure 
the congregation of the continuation of ministry while justice and healing are being 
pursued.  The church will follow the Presbytery of Genesee Valley “Policy on Sexual 
Misconduct: Attachment D. Congregational Disclosure”. 
 
 

ADMINISTRATIVE LEAVE 
 

Any Teaching Elder of the Church who is charged with sexual abuse of another shall 
be subject to automatic administrative leave in accordance with the Book Of Order, 
Part II 2011/2013 D-10.016. 
Any other employee or staff member of the Church who is charged with sexual abuse 
of another may be placed on administrative leave, by action of Session, following 
consultation with the Personnel Commission and, if deemed appropriate, legal 
counsel. Such leave may be either paid or unpaid, as determined by the Session, 
pending resolution of the complaint. 
 
Any volunteer who is charged with sexual abuse of another may be suspended from 
his or her duties by action of the Session pending resolution of the complaint. 

http://www.dorightbykids.org/


 

 

 
As an alternative to administrative leave or suspension, the Session and the accused 
party may enter into such covenant agreement as Session may deem necessary and 
appropriate to closely monitor and supervise the activities and conduct of the person 
and assure the prevention of any incidents of sexual abuse. 
 
 

REFERENCES AND RESOURCES 
 

Presbytery of Genesee Valley, Rochester, New York, Policy on Sexual Misconduct, 
revised 11/27/01. F or current copies of the Policy, go to www.pbygenval.org/policies/ 
 
James S. Evinger, Disclosure of Sexual Boundary Violations to a Congregation, 
prepared for the Committee on Ministry, Presbytery of Genesee Valley, Rochester, New 
York, revised 2009. For current copies of the Policy, go to 
http://www.pbygenval.org/documents/committees/com/manual/e/Manual%20for%2
0Disclosing%20Sexual%20Boundary%20Violations%20to%20a%20Congregation.pdf 
 
Presbytery of Genesee Valley, Rochester, New York, Policy on Automatic Leave in Cases 
of the accusation of “Sexual abuse of another Person,” adopted 12/2/2008. For current 
copies of this Policy, go to 
http://www.pbygenval.org/documents/committees/com/manual/e/Policy%20on%20
Automatic%20Administrative%20Leave.pdf 
 
www.dorightbykid.orgs , Monroe County Department of Human & Health Services. 
 
Bivona Child Advocacy Center http://bivonacac.org 
 275 Lake Avenue, Rochester, NY 14608   
 Tel: (585) 935-7800  Fax: (585) 935-7804 
 
 
Book of Order, Presbyterian Church (U.S.A.), Part II 2011/2013 
 
D-10.0106 :  Administrative Leave When Alleged 
 
D-10.0401c: Definition 
 
G-3.0109: Pastoral Inquiry 
 
D-10.0401b&d : Time Limit for Charges 
 

G-3.0106: Sexual Misconduct Policy 
 
G-4.032: Mandatory Reporting 
  

http://www.pbygenval.org/documents/committees/com/manual/e/Manual%20for%20Disclosing%20Sexual
http://www.pbygenval.org/documents/committees/com/manual/e/Manual%20for%20Disclosing%20Sexual
http://www.pbygenval.org/documents/committees/com/manual/e/Policy%20on%20Automatic%20Administ
http://www.pbygenval.org/documents/committees/com/manual/e/Policy%20on%20Automatic%20Administ
http://www.dorightbykid.orgs/
http://bivonacac.org/


 

 

 
ATTACHMENT A 

 
 

ACKNOWLEDGMENT OF RECEIPT 
 

I hereby acknowledge that I received a copy of the First Presbyterian Church of Chili, 
New York Policy on Sexual Misconduct dated ___________; that I have read the policy; 
that I understand its meaning; and that I agree to conduct myself in accordance with 
the policy.  I understand that this acknowledgment shall be retained in the church 
files. 
 
 
_________________________________________ 

[Signature] 
 
_________________________________________ 
[Printed name] 
 
_________________________________________ 
[Relationship to the Church] 
 
_________________________________________ 
[Date] 
 



 

 

RECEIVING NON-CASH INSTRUMENTS 
FOR OPERATING BUDGET 

(written approximately 1999) 
 

During 1998 some members chose to pay their pledge using corporate stock instead of 
cash.  Through articles in the newsletter, bulletin inserts, word of mouth etc. , many 
had been made aware of the tax advantages to the member of using this method. 
(There was an implied suggestion that the benefit might be shared with the church.)  
Also, during the year, the Trustees formally announced that the mechanism was in 
place to receive instruments other than cash. 
 
The issue of how long the Trustees should hold these instruments before converting to 
cash was discussed several times by the Board.  Based on the consideration that this 
was a short term issue (money needed to support current operating budget vs. long 

term investment) the Board, at their Dec 8, 1998 meeting, adopted a policy: 
 
That instruments other than cash received in support of the operating budget should 
be converted (sold) within 10 business days from time of receipt.   
 
The Financial Chairman will provide the donor with a letter acknowledging receipt and 
establishing a value based on closing prices for that particular instrument on the day 
of receipt as reported in the Wall Street Journal. 

  



 

 

POLICY FOR MISSION FUNDS ALLOCATION 
FIRST PRESBYTERIAN CHURCH OF CHILI 

Approved by Session February 23, 2016 

 
Isaiah 6:8 

Then I heard the voice of the Lord saying, “Whom shall I send? 
 And who will go for us?”  And I said, “Here am I, Send me!” 

 

Purpose 
 
In keeping with the church Mission and Ministry Statement, “To reach out to our 
community and the world”, “to teach God’s word to all generations”, and “to nurture 
one another as faithful Christians”, we as Christian people are called to be faithful 

stewards of the Mission monies and programs toward this purpose. 

 
Background Information 
 
Since the 1980’s, members of the First Presbyterian Church of Chili have supported 
youth and adult mission trips, retreats and other activities within and beyond the 
local community.  These activities have supported our church Mission and Ministry 
Statement.  In 2012, a Mission Committee was created to act as faithful stewards of 
these funds. 
 

Role of the Mission Committee 
 
This committee is responsible for allocation of three basic sets of mission funds: 

1. Designated Mission Funds – Money raised through Fund Raisers 

2. Church Yearly Budgeted Mission Funds – Designated for Presbytery and 
Local Mission 

3. Endowment Funds – 1/3 of previous year’s profits (when available) 
 
This committee is also responsible to support the Seasonal Teams with the following 
offerings: 

1. Denominational Offerings (OGHS, Peacemaking, Joy, etc.) 
2. Local Mission Offerings (SWEM Food Cupboard, Rummage Sale, etc.) 

 
This Committee will support the Mission Activities of First Presbyterian Church of 
Chili by:  

1. Helping plan and organize Mission activities that provide church and 

community members the opportunity to support and aid others, grow 
and develop a Christian belief, and insure a safe and healthy 
environment for participants. 

2. Supporting the organization of fund raising events. 
3. Monitoring and supporting the St. Pauly Clothing Box as needed. 
4. Providing estimated budget expenditures and proposed mission activities 

to the Session during the budgeting season. 
5. Providing disaster relief when needed as resources allow. 



 

 

6. Reporting Mission Fund transactions and providing a summary for the 
Church Annual Report. 

7. Meeting at least quarterly to review fund status and mission activities 
and provide meeting minutes to the Session. 

 

 

 
Committee Members 
 
The Mission Fund Committee shall have no term limit memberships made up of: 

- 1 Session member - Chair pro tem 

- 1 Trustee 
- 1 Congregation member 

- 1 Youth Director 
- 1 Youth delegate  

 
Committee membership will be established and/or confirmed by the Session annually. 
 
Supporting the Church 
 
Funds generated by the St. Pauly Clothing Box will be divided equally between the 
Mission Fund and the Church General Fund (50% each).   All other mission money 
raised through fundraisers will be donated 100% to the designated group(s).   
 
The Mission Committee will record and report all transactions to the Finance Team. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 

POLICY FOR MISSION FUNDS ALLOCATION 
FIRST PRESBYTERIAN CHURCH OF CHILI 

Approved by Session October 16, 2012  
Revised and approved by Session 5/21/13 

Isaiah 6:8 
Then I heard the voice of the Lord saying, “Whom shall I send? 
 And who will go for us?”  And I said, “Here am I, Send me!” 

 
Purpose 
In keeping with the church Mission and Ministry Statement, “To reach out to our 
community and the world”, “to teach God’s word to all generations”, and “to nurture 
one another as faithful Christians”, we as Christian people are called to be faithful 
stewards of the Mission monies and programs toward this purpose. 
 

Background Information 
Since the 1980’s, members of the First Presbyterian Church of Chili have supported 
youth and adult mission trips, retreats and other activities within and beyond the 
local community.  These activities have supported our church Mission and Ministry 
Statement. 
 
In response to Session’s request to formulate a Mission Policy and provide a funds 
management and reporting process, a Mission Committee will be created to act as 
faithful stewards of these funds. 
 
Role of the Mission Committee 
 
This committee is responsible for allocation of three basic sets of mission funds: 

4. Designated Mission Funds – Money raised through Fund Raisers 
5. Church Yearly Budgeted Mission Funds – Designated for Presbytery and 

Local Mission 
6. Endowment Funds – 1/3 of previous year’s profits (when available) 

 
This committee is also responsible to support the Seasonal Teams with the following 
offerings: 

3. Denominational Offerings (OGHS, Peacemaking, Joy, etc.) 

4. Local Mission Offerings (SWEM Food Cupboard, Rummage Sale, etc.) 
 
This Committee will support the Mission Activities of First Presbyterian Church of 
Chili by:  

8. Helping plan and organize Mission activities that provide church and 
community members the opportunity to support and aid others, grow 

and develop a Christian belief, and insure a safe and healthy 
environment for participants. 

9. Supporting the organization of fund raising events. 

10. Monitoring and supporting the St. Pauly Box as needed. 
11. Providing estimated budget expenditures and proposed mission 

activities to the Session during the budgeting season. 

12. Providing disaster relief when needed as resources allow. 



 

 

13. Reporting Mission Fund transactions and providing a summary for 
the Church Annual Report. 

14. Meeting at least quarterly to review fund status and mission 
activities and provide meeting minutes to the Session. 

 
Committee Members 
The Mission Fund Committee shall have no term limit memberships made up of: 

- 1 Session member  

- 1 Trustee 
- 1 Congregation member 
- 1 Youth Director 

- 1 Youth delegate  
 
Committee membership will be established and/or confirmed by the Session annually. 
The first meeting of the group each year will be convened by the Session representative 
when the committee will elect its own chair. 
 
Supporting the Church 
As funds for Mission activities are raised, a 10% tithe of these funds will be allocated 
to the general church budget.   
 
Funds generated by the St. Pauly Box will be divided equally between the Mission 
Fund and the Youth Director’s salary (budgeted item). 
 
Donations specific to a mission activity and funds generated by the St Pauly Box 
would be exempt from the 10% tithe. 
 
The Mission Committee will record and report all transactions to the Finance Team. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 



 

 

FIRST PRESBYTERIAN CHURCH OF CHILI 
Form / Procedure for Group or Individual Requests 

 for Mission Fund Grants 
(Approved by Session on August 20, 2013) 

 
If interested, groups like the seasonal teams or individuals may apply for grants from 
the Mission Fund to do Mission or Outreach activities beyond the four walls of our 
church.   Grants are available to Church Members who can submit for themselves or 
on behalf of non-members.    
Following is criteria from the Policy for Mission Funds Allocation at First Presbyterian 
Church of Chili:    
Purpose 
In keeping with the church Mission and Ministry Statement, “To reach out to our 
community and the world”, “to teach God’s word to all generations”, and “to nurture 
one another as faithful Christians”, we as Christian people are called to be faithful 
stewards of the Mission monies and programs toward this purpose. 
 
Background Information 
Since the 1980’s, members of the First Presbyterian Church of Chili have supported 
youth and adult mission trips, retreats and other activities within and beyond the 
local community.  These activities have supported our church Mission and Ministry 
Statement. 
 
Following is a form for the requestor to fill out (additional information can be attached) 

1. Person Requesting Funds 

Name:    

_____________________________________________________________________ 

Group (if applicable): 

___________________________________________________________ 

Address: ____________________________________________________ 

Phone No: _______________________________________ 

Email Address: _____________________________ 

2. Purpose of Funds 

Description of Project: 

__________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

3. How does this project support the Mission Fund Allocation Policy? 

________________________________________________________________________ 

 



 

 

When are funds required? 
Amount Requested: 

____________________________________________________________ 

Date required: 

________________________________________________________________ 

 
This form should be submitted to the Mission Committee Mailbox.   Grants will be 

determined based upon available funds.  The Mission Committee will review the 
request and respond to the requestor as to acceptance/rejection/future consideration 
or if more information is required.   Once accepted by the Mission Committee, this 
request will be reported to Session.    
 
Grant Status:  
Name/Group 
Recipient:   ___________________________________________________________________ 
 
Amount Approved by Mission Team: 
____________________________________________________ 
       (Amount and name/group recipient to be submitted by Mission Team Chair to 
Church Treasurer) 
 
Grant to Be Considered in the Future and Rational: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 
Grant Disapproved and Reason: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 
Mission Team Chair Signature: _______________________________________  
 
Date:_____________ 
 
 
 
 
 

 
 
 



 

 

SCHOLARSHIP PROCEDURE 
FIRST PRESBYTERIAN CHURCH OF CHILI 

 
 
1. Contact Scholarship candidates at least a month in advance of the church 

recognition date, giving them a packet with necessary paperwork: 

• History of Program 

• Requirements 

• Letter of Recommendation Guidelines 

• Deadline and Church Recognition Date Information 
 
2. Schedule individual interviews with candidates and the Scholarship Committee, 

to be held once candidates have completed their paperwork and prior to the 

church recognition date. 
 
3. Contact the recipients and create a letter to be given to each candidate during 

the church recognition.  Information about contacting Dave Abell with a copy of 
the college bill or some official form, indicating the college they will be attending 
in the Fall should also be included.  

 
4. Take an individual and group photo of each of the candidates at the service, for 

recognition purposes.  
 
5. Draft a report for the next monthly newsletter as well as local newspapers.  The 

group picture could be included with the report.  Send this information to 
Candy, for publication in the next newsletter and to Ginny Harkness, for 
submission to local newspapers.  

 
6. A Scholarship Notebook is housed in the Fellowship Hall.  Update the notebook 

with information from the recent recipients. 
 

  



 

 

 
 
 
 
 
 
Date:  ______________________________ 
 
Dear ______________________________: 
 
For many years the First Presbyterian Church of Chili had been able to offer college 
scholarships through the generosity of Eda Reinhardt.  With the depletion of funds she 
had provided, the program ended in 2005.  In early 2006, interest in establishing a 
replacement program was voiced at the time of the annual Congregational Meeting and 

at subsequent Session meetings.  That interest evolved into a new program, sponsored 
by the Session, with modified structure and criteria. 
 
The enclosed packet is being sent to all graduating Seniors from our church.  You will 
note that to qualify, the Senior must have actively participated in the life of the church 
and have demonstrated academic achievement to the best of their ability.  The packet 
includes: 

• The Session-Approved Scholarship Policy 

• An Application Form 

• Student Recommendation Forms (2) 
 
Completed applications should be returned to ______________________________, either 
by regular mail or church mailbox (in the Fellowship Hall) by 
______________________________.  Interviews of applicants will be scheduled with follow-
up notification of results.  
 
We look forward to hearing from you!  Our prayers are with you during this exciting 
time in your life.   
 
God’s Blessings, 
 
 
 
The Scholarship Selection Committee 
 

  



 

 

SCHOLARSHIP PROGRAM 
FIRST PRESBYTERIAN CHURCH OF CHILI 

(Approved by Session April 19, 2016) 
 

BACKGROUND 
Eda Reinhardt established a Scholarship Fund in 1992 which supported 34 awards 
being granted between 1992 and 2005.  At that time all funds had been used, and 
lacking new support, the program ended.  In early 2005 several members showed 
interest in establishing a similar program, enough so that the Session decided to 
explore how a new program might be structured, funded, and administered.  This 
document defines the parameters of this program. 
 
AUTHORITY 
The program is sponsored and approved by the Session of the First Presbyterian 

Church of Chili.  It will assume responsibility for the promotion, administration, and 
funding of the program. 
 
NAME 
Scholarships shall be called the “Chili Presbyterian Scholarships.” 
 
ELIGIBILITY 
To be eligible an applicant must be a graduating high school senior who is committed 
to furthering their formal education, starting the year of graduation, and who has been 
active in the life of the First Presbyterian Church of Chili.  Eligibility includes 4 year, 2 
year, licenses, trade school, and certificate programs. 
 
CRITERIA FOR AWARDS 
The selection of recipients will be based on a combination of scholastic achievement, 
contribution of time and talent to the First Presbyterian Church of Chili, as well as 
commitment to humanitarian community programs. 
 
AWARDS 
It is hoped that funding will allow 1-time scholarships up to $1,000.00 dollars to be 
established and sustained.  Session will have the responsibility to establish amounts 
based on available funding and need. 
 
FUNDING 
It is assumed that there will be enough interest among members and friends of the 
church to sustain this program at some level.  It is expected that a Scholarship Fund 
will be established and be maintained separate and apart from the annual budget.  In 
no case will this program be supported as a line item in the budget, nor will any 
contribution made to the Scholarship Fund be allowed to be used for any other 
purpose.  Should funding not be sustained, either the size of awards or 
discontinuation of the program would be the options available to Session. 
 
SCREENING 
The Session will appoint a Scholarship Committee of 3 members annually.  They will 
be responsible for selecting recipients.  Session may choose to meet with selected 
recipients between the time of selection and public recognition 



 

 

 
ADMINISTRATION 
An Elder will be assigned to coordinate with the Scholarship Committee and assist in 
the administration of the program, which includes: 

▪ Identifying graduating seniors. 

▪ Providing application forms and requirements to those seniors in a timely 
manner. 

▪ Insuring that notification of results are promulgated to the candidates. 
▪ Coordination of public (worship service) recognition. 
▪ Providing news media with information regarding the awards. 

(Some of the above tasks may be delegated to the Scholarship Committee) 

 
 



 

 

CHILI PRESBYTERIAN SCHOLARSHIP PROGRAM 
APPLICATION FORM 

 
NAME: 
 
ADDRESS: 
 
HIGH SCHOOL ATTENDED: 
 
HIGH SCHOOL MAJORS: 
 
 
INSTRUCTIONS FOR APPLICANTS 
 
(1) Read Chili Presbyterian Scholarship Program Policy. 
 
(2) Provide the Screening/Selection Committee with the following: 

• High School transcript; grades 9-12 (partial for 12). 

• Two recommendations from teachers of your choice. 

• Provide a listing of accomplishment in the following three areas: 
 
Scholastic and Extra-Curricular Achievement 
Awards received (such as induction into the National Honor Society, or other 
awards given for academic achievement), involvement in and offices held in 
extra-curricular activities; participation in special school projects and honors 
and awards associated with special projects—robotics, athletics, Odyssey of the 
Minds, other competitions such as music, etc.). 
 
Contribution of Time and Talent to the First Presbyterian Church of Chili 
Examples included but not limited to Youth Group participation/attendance, 
providing assistance in Sunday Circle classes or child care, choir, participation 
in worship as liturgist; mission trip, participation in mission programs of the 
church; participation in stewardship.  
 
Commitment to Humanitarian Community Programs 
Examples included but not limited to:  Scouting and scouting awards; volunteer 
work; junior achievement; Presbytery activities, participation/offices in youth 
organizations with humanitarian/community mission. 

 
(3) Answer the following in essay form: 

• Why did you decide to pursue a career in ________________________ (please 
list). 

• Describe how your participation in the First Presbyterian Church of Chili 
has affected your life to date. 

• What are your career and personal goals for the next decade? 
 
 
 



 

 

 
(Date) 
 
 
 
 
 

First Presbyterian Church of Chili Scholarship 
Letter of Recommendation 

 
 
Your student, _____________ is eligible for the ( year)  First Presbyterian Church of Chili 
Scholarship.   Qualifications for this scholarship include academic performance to the 
best of his/her ability and volunteer work.   

 
Your student would like you to write a letter of recommendation for this scholarship, 
based upon your experiences with this student in your class. 
 
Please return the letter to (student’s name) by June 1, (year).  

 
 

Thank you for your help with this important honor, 
 
 

First Presbyterian Church of Chili Scholarship Committee 
 



 

 

CHILI PRESBYTERIAN SCHOLARSHIPS ANNOUNCED 
SAMPLE 

 
The Session and Scholarship Committee from the First Presbyterian Church of Chili 
are pleased to announce the recipients of the 2010 First Presbyterian Church of Chili 
Scholarships:  Fiona DePaul and Gage Oliver.  Fiona and Gage have been such a 
special part of our church family.  We are very proud of the accomplishments of both 
of these young people and we are pleased to give them this recognition from their 
church family. 
 
Fiona is the daughter of Laurie and Tony DePaul.  She will graduate from Churchville-
Chili Central School in June.  In the Fall, she will attend Monroe Community College, 
where she hopes to pursue a career in the arts.  Fiona is very appreciative of the love 
and support from her church family. 

 
Gage is the son of Lori and Scott Oliver.  He will graduate from LeRoy Central School 
in June.  In the Fall, he will attend Genesee Community College, to pursue a career in 
Digital Arts and Photography.  Gage feels that our church is full of people that he 
considers his second family.  The Youth Mission Trip to Wilmington, Delaware was the 
most awesome experience that he had with our church. 
 
Congratulations, Best Wishes, and God’s Blessings to Fiona and Gage! 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

Scholarship Recipient 

Please bring a copy of your college bill 

to Sandy McCauley when you receive it. 

They will take care of writing the check from our church –  

the First Presbyterian Church of Chili. 

Best wishes! 

 

 

 

Scholarship Recipient 

Please bring a copy of your college bill 

to Sandy McCauley when you receive it. 

They will take care of writing the check from our church –  

the First Presbyterian Church of Chili. 

Best wishes! 

 

 

 

Scholarship Recipient 

Please bring a copy of your college bill 

to Sandy McCauley when you receive it. 

They will take care of writing the check from our church –  

the First Presbyterian Church of Chili. 

Best wishes! 

 

 

 

  



 

 

PERSONNEL 
 

  



 

 

JOB DESCRIPTION: 
PASTOR, HEAD OF STAFF 

FIRST PRESBYTERIAN CHURCH OF CHILI 
(approved by Session 4/19/16) 

 
“Recognizing that Jesus is the true vine and we are the branches,  

we are called to be rooted in faith, grow together and care for the community.” 
 
Position Description  
As a full time position, the Pastor is expected to provide a balanced ministry of 
preaching, teaching, pastoral care and organizational leadership to the congregation of 
the First Presbyterian Church of Chili, New York to enable the church to grow to its 
full potential in membership and in spiritual vitality.  The Pastor will carry out his/her 
ministry in a manner which empowers the congregation to fulfill its ministry in the 
name of Jesus Christ. 
 
The Pastor is accountable to the congregation through the Session.  The Pastor is 
accountable to the Session through the Personnel Committee.  The Pastor is reviewed 
by the Personnel Committee annually.  The Pastor is accountable to the Presbytery as 
per requirements in the Book Of Order.  
 
Qualifications 

• A strong, active, and vital faith in Jesus Christ. 

• Ordained as a Teaching Elder in the Presbyterian Church (USA) in fulfillment of the 
standards of ordination of the Presbyterian Church (USA). 

 
Responsibilities 
The Pastor provides a balanced ministry to the congregation of the First Presbyterian 
Church of Chili.  Areas of responsibility are listed below.  Other duties and special 
assignments may be required.  It is expected that the Pastor is able to implement 
responsibilities with flexibility and judgement. 
 

1. Preaching 

• Preach and lead worship enabling the congregation to grow in awareness of 
God’s presence in their lives and in the world, and which encourages the 
congregation to live its faith, individually and collectively. 

 
2. Teaching 

• Work with children and adults in teaching the word of God. 

• Work with teachers of adults and children to provide vision and guidance. 

• Work with the Youth Director to provide vision and guidance. 
 
3. Pastoral Care 

• Provide pastoral care for those in crisis situations 

• Regularly engage in visits with members of the congregation 

• Provide vision and guidance to the Deacons as they provide caring ministries 

• Involvement in the work of the Stephen Ministry in the congregation 
  



 

 

 
 
4. Organizational Leadership and Management 

• Works with the Session, Deacons, Trustees, the congregation and its 
organizations to develop programs enabling the church to grow through our 
Mission Statement. 

• Makes use of social media (i.e. Facebook Page) as a way of promoting the 
Mission and ministry of the church. 

• Communicates policy decisions to appropriate individuals, staff, boards, 
commissions, and committees. 

• Implements policies and operating procedures as defined by the Book of 
Order and Session. 

• Has direct oversight for church office functions in implementing policies and 
procedures. 

• Provides direct supervision and guidance to the Office Administrator in the 
management of the church office and affairs. 

• Provides direct supervision, guidance and support to Youth Director. 

• Provides guidance and support to the Minister of Music and Music 
Accompanist. 

• Oversees the preparation of church publications assuring accuracy of 
content and form. 

• Participates in and implements planned-giving initiatives (i.e. Endowment, 
etc.) 

• Participates in and implements stewardship initiatives. 
 
5. Ministry beyond the sanctuary 

• Participates in the Presbytery of the Genesee Valley as per requirements in 
the Book of Order for teaching Elders. 

• Promotes the congregation’s participation in local, national, and global 
mission. 

 
6. Continuing education and self-development 

• Engages in self-directed activities to improve pastoral and ministerial 
knowledge and skills. 

• Engages in self-directed activities to improve leadership and management 
skills. 

• Participates in Study Leave. 
 
7. Hours of Work 

• It is expected that the Pastor will normally spend 40-45 hours per week 

(including the Sunday schedule) fulfilling the responsibilities of the position.   

• It is expected that the Pastor will be “accessible” and that the congregation 
will know how to contact the Pastor when he/she is not in the office.  

• The congregation deeply respects the Pastor’s need for time apart (for 
spiritual renewal, for growth in ministry, and for his/her family).  The Pastor 
is encouraged to take two days off per week (the current pattern is Friday 
and Saturday). 

 



 

 

Benefits 
The benefits are listed in the Terms of Call which is annually approved by the 
Congregation. 
 
Performance Review 

• The Pastor’s performance will be reviewed at least once per year by the 
Personnel Committee.  

• A written copy of the performance review is to be given to the staff member and 
signed by both the reviewed and the Chair of the Personnel Committee.  

• Once each year an accounting of vacation and sick time is to be submitted to 
the Personnel Committee. 

  



 

 

JOB DESCRIPTION: 
MINISTER OF MUSIC 

FIRST PRESBYTERIAN CHURCH OF CHILI 
(approved by Session 6/21/16) 

 
“Recognizing that Jesus is the true vine and we are the branches,  

we are called to be rooted in faith, grow together and care for the community.” 
 
Position Description 
The Minister of Music is under the direct supervision of the Pastor, as Head of Staff, 
and is accountable to the Session through the Personnel Committee.  The Minister of 
Music works cooperatively with the Pastor in planning services and special music 
programs. 
 
Qualifications 

• Demonstrates an ability in choral directing and choral leadership. 

• Demonstrates an ability in the performance of a variety of music selections, 
both traditional and contemporary. 

• Knowledge of vocal music suitable for various aspects of worship. 

• Understanding of and sensitivity to the congregation’s abilities and preference 
in hymns that are sung in worship. 

• Ability to work collaboratively with the Organist and others. 
 
Responsibilities 

• Rehearses with and accompanies the Senior Choir on a weekly basis and on 
special occasions (Christmas Eve, Christmas, Good Friday, and Easter.)  The 
Minister of Music is present on the agreed upon rehearsal time, Sundays with 
practice ½ hour before the service and all other special worship services. 

• Provides disciplined rehearsals for the benefit of all musicians and their talent 
levels.  Practices to ensure competency during worship service and expansion of 
repertoire of varied kinds of music for the enrichment of the service. 

• Provides for advance planning/practice of various music selections (i.e. several 
weeks in advance) so that the performance of selection will be of high quality. 

• Rehearses with other choirs (children, junior, worship team, bell choir etc.) and 
musicians as needed/requested. 

• Works with the Pastor and other special groups in planning the musical 
program. 

• Meets with Pastor and other staff members as needed. 

• Oversees the music library and orders new music with approval of the Session. 

• Searches for opportunities to develop and expand the churches music program. 

• Encourages and works with children and youth to be part of the music worship 
service. 

• Weddings and Funeral / Memorial Services:  It is assumed that the Minister of 
Music would be involved, in concert with the Pastor, in the design of the service 
and would approve and cooperate with family wishes to have others (sometimes 
family members) augment the coordinated musical offerings.  Any remuneration 
received for these services is independent of the position salary. 
 



 

 

 
 
 
Benefits 

• The Minister of Music shall have four weeks paid vacation each year, preferably 
during the summer time.   

• The Minister of Music will be permitted two (2) paid sick weeks during each 
calendar year.  Any additional sick time shall be uncompensated.  For purposes 
of this paragraph, one (1) week of employment shall include one mid-week 
rehearsal time and one Sunday worship, and absence from any one of such 
times because of sickness shall constitute absence of one-half (½) week.   

• In addition, the Minister of Music is offered long term paid sick leave for two 
weeks with a doctor’s recommendation.  This may be extended with Session 
approval.  

• It shall be the duty of the Minister of Music, in co-operation with the Pastor, 
and subject to the approval of Session, to arrange for substitutes for each 
absence for vacation or illness. 

• Unused vacation and sick time cannot be carried over into the next year.  

• In case of resignation or termination, unused paid vacation will be prorated 
quarterly. 

• The salary of the Minister of Music is determined by the Session.  It is 
commensurate with demonstrated proficiency. 

• A 403B Plan is available. 
 
Performance Review 

• The Minister of Music’s performance will be reviewed at least once per year by 
the Personnel Committee.  

• A written copy of the performance review is to be given to the staff member and 
signed by both the reviewed and the Chair of the Personnel Committee.  

• Once each year an accounting of vacation and sick time is to be submitted to 
the Personnel Committee. 

  



 

 

JOB DESCRIPTION: 
PIANO (ORGANIST) / MUSIC ACCOMPANIST 
FIRST PRESBYTERIAN CHURCH OF CHILI 

(approved by Session 6/21/16) 
 

“Recognizing that Jesus is the true vine and we are the branches,  
we are called to be rooted in faith, grow together and care for the community.” 

 
Position Description 
The Piano (Organist) / Music Accompanist is expected to present music suitable to 
worship enhancement through performance of Choir anthems, coordinating musicians 
and playing suitable organ and piano music. 
 
The Piano (Organist) / Music Accompanist is under the direct supervision of the 
Minister of Music and is accountable to the Session through the Personnel Committee.  
The Piano (Organist) / Music Accompanist works cooperatively with the Minister of 
Music and the Pastor in planning services and special music programs. 
 
Qualifications 

• Demonstrates an ability to accompany congregational singing with sensitivity to 
congregation’s ability. 

• Demonstrates an ability to perform a variety of music, both traditional and 
contemporary. 

• Demonstrates an ability to accompany vocal and instrumental presentations. 

• Demonstrates proficiency in playing the piano and organ. 
 
Responsibilities 

• This is a part time position which supports and enhances the worship 
experience at First Presbyterian Church of Chili through the use of music. 

• The employment term is from the week following Labor Day through the week 
before Memorial Day.  Time off will be scheduled for the week of Thanksgiving 
and three weeks following the Christmas Eve service. 

• Rehearses with and accompanies the Senior Choir on a weekly basis and on 
special occasions (Christmas Eve, Good Friday, and Easter.)  The Piano 
(Organist) / Music Accompanist is present on the agreed upon rehearsal time, 
Sundays with practice ½ hour before the service, and all other special worship 
services. 

• Rehearses with and accompanies other choirs (children, junior, bell choir etc.) 
and musicians as needed/requested. 

• Practices to ensure competency during worship.  Practice includes expansion of 

repertoire of varied kinds of music for the enrichment of worship. 

• Work with the Pastor, Minister of Music, and other special groups to provide for 
the total music program of the church.  

• Weddings and Funeral/Memorial Services will be done at the request of the 
Minister of Music. Any remuneration received for these services is independent 
of the position salary. 

  



 

 

 
Benefits 

• The Piano (Organist) / Music Accompanist will be permitted two (2) paid sick 
weeks during each calendar year.  Any additional sick time shall be 
uncompensated.  For purposes of this paragraph, one (1) week of employment 
shall include one mid-week rehearsal time and one Sunday worship, and 
absence from any one of such times because of sickness shall constitute 
absence of one-half (1/2) week. 

• Unused vacation and sick time cannot be carried over into the next year.  

• In case of resignation or termination, unused paid vacation will be prorated 
quarterly. 

• A 403B Plan is available. 

• It shall be the duty of the Piano (Organist) / Music Accompanist, in co-
operation with the Minister of Music and the Pastor and subject to the approval 

of Session, to arrange for substitutes for each absence for illness. 

• The salary of the Piano (Organist) / Music Accompanist is determined by the 
Session.  It is commensurate with demonstrated proficiency. 

 
Performance Review 

• The Piano (Organist) / Music Accompanist performance will be reviewed at least 
once per year by the Personnel Committee. 

• A written copy of the performance review is to be given to the staff member and 
signed by both the reviewed and the Chair of the Personnel Committee.  

• Once each year an accounting of vacation and sick time is to be submitted to 
the Personnel Committee. 

 
  



 

 

JOB DESCRIPTION: 
YOUTH DIRECTOR 

FIRST PRESBYTERIAN CHURCH OF CHILI 
(Approved by Session 6/21/16) 

 
“Recognizing that Jesus is the true vine and we are the branches, 

we are called to be rooted in faith, grow together and care for the community.” 
 
Position Description 
The Youth Director is under the direct supervision of the Pastor, as Head of Staff, and 
is accountable to the Session through the Personnel Committee.  The Youth Director 
designs, prepare, and implement programs for the Junior and Senior High School 
students.  These programs function independently of Sunday worship.  
 
Qualifications 

• If possible, have some higher training in Youth leadership and program 
development. 

• Capable of working with the various youth age group in a Christian 
environment. 

 
Responsibilities 

1. This is a part time position, which involves approximately ten hours per week. 
2. Prepare a youth (grades 5-12) program and have an hour long Youth Group 

meeting three of the weeks per month. 
3. Provide and implement Christian oriented lesson planning in accordance with 

directives from Session and the Pastor. 
4. Provide fellowship and socialization time, based on faith, outreach and fun.  
5. Evaluate, select, and order curriculum for youth group.  
6. Plan the yearly calendar, monthly activities, and special events for youth group.  

Provide a planned budget for the upcoming year to the Session upon request.  
7. Attend Presbytery youth events where applicable.  
8. Plan and participate (if possible) on the Mission Trip.  
9. Communicate with parents/guardians and Youth Group helpers on a regular 

basis. 
10. Provide regular reports to Session (written and/or meeting attendance). 
11. Communicate by writing an article in the monthly church newsletter, regarding 

the upcoming youth activities and events.  
12. Communicate to families through bulletins, flyers, mailed letters, and phone 

calls, regarding any upcoming pertinent information or activity.  
13. Order supplies and maintain storage of curriculum and supplies for Youth 

Group participants. 
14. Work on establishing a strong relationship with the parents as well as with the 

youth. 
15. Meet with Pastor and other staff members as needed. 

 
  



 

 

 
 
Benefits 

• The Youth Director shall have four weeks paid vacation each year, preferable 
during the summer time.   

• The Youth Director will be permitted two (2) paid sick weeks during each 
calendar year.  Any additional sick time shall be uncompensated.  For purposes 
of this paragraph, one (1) week of employment shall include one mid-week 
rehearsal time and one Sunday worship, and absence from any one of such 
times because of sickness shall constitute absence of one-half (½) week. 

• Unused vacation and sick time cannot be carried over into the next year.  

• In case of resignation or termination, unused paid vacation will be prorated 
quarterly. 

• The salary of the Youth Director is determined by the Session.   

• A 403B Plan is available. 
 
Performance Review 

• The Youth Director’s performance will be reviewed at least once per year by the 
Personnel Committee.  

• A written copy of the performance review is to be given to the staff member and 
signed by both the reviewed and the Chair of the Personnel Committee.  

• Once each year an accounting of vacation and sick time is to be submitted to 
the Personnel Committee. 

 
  



 

 

JOB DESCRIPTION:  
OFFICE ADMINISTRATOR 

FIRST PRESBYTERIAN CHURCH OF CHILI 
(approved by Session 2/21/17) 

 
“Recognizing that Jesus is the true vine and we are the branches, 

we are called to be rooted in faith, grow together and care for the community.” 
 
Position Description  
The Office Administrator is responsible for all office functions and management to 
support the Pastor, appointed officers, and organized groups of the church, as it 
relates to their work in carrying out activities of the First Presbyterian Church of Chili.  
The Office Administrator shall be under the supervision of the Pastor, as head of Staff, 
and is accountable to the Session through the Personnel Committee.  
 
Qualifications 

• Shows ability to multi-task. 

• Demonstrates discretion in dealing with sensitive information. 

• Displays ability to deal with people in need. 

• Exhibits computer, keyboarding, and database management experience. 

• Proves grammar, spelling, and punctuation skills. 

• Shows self-motivation. 
 
Responsibilities 

1. The Office Administrator manages and executes the administration of the 
church office of the First Presbyterian Church of Chili.  

2. This is a part-time position which involves approximately 15 hours per week.  
The scheduled work time (i.e., the days of the week and hours per day) will be 
mutually agreed upon by the Personnel Committee, the Session, the Pastor, 
and the employee.  The scheduled work time will be the published office hours.  
Although the office hours are published, flexibility shall be allowed.  

3. Communication  

• Answers telephone (screen calls/takes messages/responds to questions). 

• Greets office visitors. 

• Transmits messages to appropriate people within the church.  

• Prepares forms, flyers, handouts, as required and by special request. 

• Uses e-mail and/or other technology as a vehicle for communication and 
information management. 

• Distributes minutes and related meeting materials, as requested, i.e., 
Session, Board of Deacons, etc.  

• Sends reminder notices as required for volunteer services and meetings.  

• Receives, opens, dates, scans, sorts, and routes incoming mail for 
information and response.  

• Creates documents from rough, long-hand drafts. 

• Composes and processes correspondence.  
  



 

 

 
 

4. Office Management 

• Meets with Pastor and other staff members as needed. 

• Creates/maintains general office filing systems.  

• Orders and manages office supplies and materials. 

• Orders special supplies, pamphlets, etc. for church-related activities.  

• Orders repair and cleaning of office equipment as needed or as dictated by 
leases, etc.  

5. Building Meeting Space Scheduling  

• Acts as liaison with church groups for the use of building space for meeting 
purposes. 

• Acts as liaison with those outside groups requesting the use of building 
space for meeting purposes.  Works with the Board of Trustees to approve 
and schedule group meetings.  This task requires the creation and tracking 
of reservation forms, and a consistent and timely liaison with each group for 
the purpose of reservation renewal. 

• Based on the above tasks, maintains the Building Reservations Calendar 
and Church Calendar. 

6. Records Management  

• Attends to and fulfills records management requirements specified by the 
Book of Order, Presbytery, etc., usually in conjunction with the Clerk of 
Session.  

• Sets up and maintains both hard copy and computer files. 

• Maintains database to support information management, records 
management, and office management tasks.  

7. Specific Publications 

• Establishes timelines and editorial parameters for submissions for 
publications, as needed.  

• Worship Bulletins.  Prepares and proofreads (spelling/grammar) weekly 
worship bulletin and inserts.  

• Special Bulletins.  Prepares and proofreads special bulletins as required 
(weddings, funerals, communion, confirmation, baptism, etc.)  

• Church Directory.  Prepares and publishes annually.  

• Chili Presbyterian Newsletter.  Prepares, proofreads 
(content/spelling/grammar), and coordinates the distribution of this 
monthly newsletter.  

• Annual Report to the Congregation and Corporation.  Prepares and proofreads 
Annual Report to the Congregation and Corporation.  Coordinates 
completion and copying of this report which is then distributed at the 
Annual Meeting. 

 
Benefits  

• Vacation – 2 weeks after 1 year, 3 weeks after 5 years, and 4 weeks after 10 
years (a week of vacation will be based on the scheduled hours of service for 
this part-time position). 

• Vacation can be taken upon approval by the Head of Staff by requesting it in 
writing to the Head of Staff with a copy to the Chair of the Personnel Committee 

•  Unused vacation cannot be carried over into the next year.  



 

 

• In case of resignation or termination, unused paid vacation will be prorated 
quarterly. 

• Holiday pay will be given for New Year’s Day, the 4th of July, Thanksgiving Day 
and Christmas Day should they fall on a Tuesday, Wednesday or Thursday. 

• The Office Administrator will be permitted 30 hours of paid personal/sick days 
during each calendar year.  After this leave has been exhausted, a long term 
paid sick leave will be offered for two weeks or longer with Session approval.  

• A 403B Plan is available.  

• The salary of the Office Administrator is determined by the Session and is 
commensurate with demonstrated proficiency.  

 
Performance Review 

• The Office Administrator’s performance will be reviewed at least once per year 
by the Personnel Committee.  

• A written copy of the performance review is to be given to the staff member and 
signed by both the reviewed and the Chair of the Personnel Committee.  

• Once each year an accounting of vacation and sick time is to be submitted to 
the Personnel Committee. 

  



 

 

JOB DESCRIPTION: 
CUSTODIAN 

FIRST PRESBYTERIAN CHURCH OF CHILI 
(approved by Session 6/21/16) 

 
“Recognizing that Jesus is the true vine and we are the branches, 

we are called to be rooted in faith, grow together and care for the community.” 
 

Position Description 

• The Custodian has the assigned duty of routine maintenance and cleaning of 
the Church interior.  The Custodian is under the direct supervision of the 
Board of Trustees and is accountable to the Session through the Personnel 
Committee. 

 
Qualifications 

• Ability to work collaboratively with others. 

• Can work independently and efficiently in carrying out responsibilities. 

• Is able to work safely with appropriate mechanical equipment. 

• Is able to use cleaning chemicals safely. 
 
Responsibilities 

1. Provide approximately 10 hours per week of custodian service in the church 
facilities. 

2. Check church calendar for scheduled weekly events and try to accommodate 
cleaning schedule to best suit overall use of the facilities.  Sunday services and 
activities shall have the highest priority. 

3. Put out trash and recyclable material weekly. 
4. Communicate supplies used and what needs to be replenished to Board of 

Trustees. 
5. Report to the Board of Trustees monthly any chronic maintenance problems 

identified. 
6. Implement energy conservation principles (i.e., closing doors and windows, 

turning off lights, etc.). 
7. Check church building and keep it presentable and secure.  Report any out of 

ordinary circumstances (i.e., property damage, security problems, etc.). 
8. Give a minimum of two (2) weeks of notice to the Board of Trustees when not 

available to perform normal duties. 
9. Seek advice and training in the use of unfamiliar equipment or chemicals. 
10. Meets with Pastor and other staff members as needed. 

 
Benefits 

• Vacation:  2 weeks after 1 year, 3 weeks after 5 years, and 4 weeks after 10 
years (a week of vacation will be based on the scheduled hours of service for 
this part-time position). 

• Long term paid sick leave for two weeks with a doctor’s recommendation.  This 
may be extended with Session approval.  

• Paid Holidays:  None 

• Unused vacation and sick time cannot be carried over into the next year.  



 

 

• In case of resignation or termination, unused paid vacation will be prorated 
quarterly. 

• A 403B Plan is available.  
 
 
Performance Review 

• The Custodian’s performance will be reviewed by the Personnel Committee at 
least once per year with input from the Board of Trustees. 

• A written copy of the performance review is to be given to the staff member and 
signed by both the reviewed and the Chair of the Personnel Committee.  

Once each year an accounting of vacation is to be submitted to the Personnel 
Committee. 

 
  



 

 

JOB DESCRIPTION 
MEMORIAL FUND COORDINATOR 

FIRST PRESBYTERIAN CHURCH OF CHILI 
(revised and approved 11/21/2017) 

Role: Coordinates with Finance Chair, Session (via Clerk), and families regarding 
Memorial Fund money. 

 
1. Acknowledges and tracks donations to the First Presbyterian Church of Chili 

Memorial Fund. 
 
2. Maintains Church records involving the Memorial Fund, i.e., Memorial Fund 

Binder which contains records of donors and gift amounts; and Memorial Fund 
spreadsheet, an allocation/designation chart of funds. 

 

3. Reports annually to Session regarding specific status of allocation/designation 
form.  

 
Mechanics 
1. Finance chair notifies Memorial Fund Coordinator (MFC) of monies received 

including donor names and amounts. 
 
2. MFC informs family of memorial donors, listing names and addresses. No 

individual amounts are revealed, but if total received is $100.00, or more, the total 
is revealed. 

 
3. MFC sends note of thanks to each donor as soon as practical. 
 
4. For donations of $50.00 or more, the Coordinator will follow-up with the family 

regarding options for use of the monies. (See Memorial Fund Policy). 
 
5. Session receives the Option preference from the family and, following review and 

approval, informs the family and the MFC of Session action.  The MFC then enters 
that information onto the spreadsheet.  

 
6. Whenever Session takes action regarding assignment of residual Memorial Funds 

the Clerk will inform the MFC of application and source of funds. 
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FIRST PRESBYTERIAN CHURCH OF CHILI 

FINANCIAL STRUCTURE / PROCEDURES 
Revised and approved by Session September 17, 2013 

 
Note:  The following definitions, procedures, job descriptions etc. have evolved over the 
past 40+ years.  Some are adhered to strictly, others are not.  The finance committee 
concept with definition of responsibilities was first formulated in the late ‘50s and has 
not been changed significantly since that time.  In April of 1979, it was revisited and a 
procedure for budget preparation was added.  The entire package was reviewed at that 
time and approved by Session on April 26, 1979.  On May 22, 1986, the document 
was again reviewed by Session and no changes were made, even after follow up study.  
At the April 8, 1999 meeting of Session the schedule for budget preparation was 
amended.  The operation of the finance committee is currently adhered to quite strictly 
with the exception of the frequency of meetings.  The budget preparation procedure 
has been followed some years and pretty much ignored others.  As a result of the ’99 
review and modification, it appears there is a commitment to adhere to approved 
policy.  The policy was last revised and approved by Session November 2, 2004.  It was 
reviewed 2013 and this current revision was approved by Session September 17, 
2013. 
 

FINANCE TEAM 
Membership 
The committee shall be comprised of the following: 
 Financial Chairman 
 Two congregational representatives 
 One trustee 
 One ruling elder (for some time the session has chosen to delegate this 
responsibility to an  
 appointee.) 
Ex officio members: 
 Financial Secretary 
 Church Treasurer 
 
Designation 
The Financial Chairman, the congregational representatives, and the Financial 
Secretary shall be elected by the congregation at the January Corporate meeting.  The 
Treasurer is elected by Session (see G 3.0205).  Representatives from the Session and 
the Board of Trustees shall be appointed at their first meeting following the Annual 
Meetings of the Congregation and Corporation. 
 
Authority 

The ultimate responsibility and oversight for all church activity lies with the Session.  
However, the corporate responsibility and liability as it relates to finances rests with 
the Board of Trustees.  Therefore, the Finance Team will be responsible to and work 
with the Board of Trustees and the Session.  
 
Responsibility 
The responsibilities of the Finance Team are as follows: 



 

 

• Have three members present following each worship service which includes 
an offering to count and record by source monies received.  A record must 
remain in the church office and be reconciled with subsequent recordings 
made by the Financial Secretary and Treasurer.  (See G.3.0205 a. "All 
offerings shall be counted and recorded by at least two duly appointed 
persons, or by one fidelity bonded person." 

• Prepare monthly financial status reports and make them available to the 
Session, Trustees, Pastor, Treasurer, and Financial Secretary so they can 
stay abreast of the financial status of the church and alert responsible 
boards when there is cause for concern, irregularities, etc. 

• Be available for quarterly meetings with Session. 
Prepare the preliminary budget. 

• Prepare required financial reports for the annual report. 

• Hold meetings as required. 

•  

•  Guidelines For Receipt Accounting Following Worship Services: 

• The three members present shall count and reconcile funds by categories to 
include but not be limited to: 

Church loose offering 
Sunday school offering 
Pledges by year 
Special gifts 
Other income 

Each envelope that includes funds shall identify amount included. 

• Following reconciliation, these amounts are recorded in the resident record 
book and the entry signed. 

• The receipts are then the responsibility of the Financial Chairman or a 
designated representative who, on a timely basis 

prepares for and deposits the funds. 
reports total amounts deposited to the Treasurer. 
transfers the empty pledge envelopes to the Financial Secretary along 
with an accounting of monies received. 
Provides monthly reports to appropriate boards.  

 

BUDGET PROCESS 
An annual church budget is necessary to provide order to financial mechanisms and 
plans.  A good budget is responsive to the mission and program goals of the 
congregation as interpreted by the Session while maintaining corporate fiscal integrity.  
Input is solicited from Boards, Committees, employees, Season Team leaders, etc. for 
key functional areas of the church.  All have an opportunity and a responsibility to 

contribute to the preparation of a budget.  The Finance Team has responsibility for 
preparation coordination as well as serving as the watchdog to insure that 
responsibility, authority, schedules and thoroughness are recognized and adhered to 
through the preparation process.  Following are listed the procedural guidelines for 
budget preparation. 
 

 
 



 

 

Responsibilities for the Budget Process 
Session (See G.3.0113 "Each council (sic Session) shall prepare and adopt a budget to 
support the church's mission within its area.") 

• Communicate identifiable goals to appropriate committees, Trustees and the 
Finance Team. 

• Solicit budget requests. 

• Review results/recommendations of the Personnel Committee re:  salaries. 
(Including Presbytery recommendations for Pastor's compensation. 

• Solicit recommendations from the Mission Team for benevolent giving. 
 

Trustees 

• Identify requirements for major repair and capital improvements. 
 
Finance Team 

• Provide straw-man budget on a timely basis along with comparative values for the 
past and current year, including input from Stewardship Commission. 

• Re-work the budget as directed by the Session and Board of Trustees. 
 

 Timelines for the Budget Process 
August/September 

• Trustees identify facility related needs along with cost estimates.   

• Session receives budget requests, and considers other unusual expenses that have 
been identified (for example major repairs, capital improvements, etc.)  

• Personnel Committee provides Finance Team with “lump sum” budgetary figure for 
staff salaries 

• Finance Team prepares straw man budget with Commission requests, comparative 
values for past and current year, etc., and “to be determined” items. 

 
October 

• At the regular meetings of the Session and Trustees, each board reviews the budget 
and either approves or recommends specific changes. 

• Stewardship Committee informs the congregation on program goals and budgetary 
needs. 

 
November 

• Commitment Sunday (typically the 2nd Sunday in November) - end of Stewardship 
Campaign  

 
December 

• Stewardship Committee reports projected final estimates to each Board and the 

Finance Team 

• Finance Team prepares revised budget and formally provides same to both Session 
and Trustees.  

• Final budget, as revised, approved by trustees and Session or, if necessary, a 
special joint meeting called and held for review or negotiation 

 
January 

• Finance Team prepares required final approved budget for Annual Corporate 
Meeting and Report. 



 

 

 

JOB DESCRIPTIONS 
Financial Secretary 

• Receive empty envelopes on a weekly basis and record amounts received by pledge 

• Prepare quarterly statements to each pledge 

• Attend meetings of the Finance Team 
 
Church Treasurer 

• Receive deposit slips from Financial Chairman and record amount in checkbook. 

• Pay all church bills authorized by Trustees. 

• Reconcile monthly bank statements. 

• Prepare monthly report for Board of Trustees, Financial Chairman, Pastor, and 
Session showing transactions and balance in the various church accounts. 

• Prepare for the Financial Chairman individual accounting of bills paid for the 
month to be used in the preparation of his or her monthly report to the Board of 
Trustees and the Session. 

  



 

 

Book of Order (2011-2013) References 
G-3.0113 Finances 
Each council shall prepare and adopt a budget to support the church’s mission within 
its area. 
 
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-3.0205 Finances 

In addition to those responsibilities described in G-3.0113, the session shall prepare 
and adopt a budget and determine the distribution of the congregation’s benevolences. 
It 
shall authorize offerings for Christian purposes and shall account for the proceeds of 
such 
offerings and their disbursement. It shall provide full information to the congregation 
concerning its decisions in such matters. 
 
The session shall elect a treasurer for such term as the session shall decide and shall 
supervise his or her work or delegate that supervision to a board of deacons or 
trustees. 
 
Those in charge of various congregational funds shall report at least annually to the 
session 
and more often as requested. Sessions may provide by rule for standard financial 
practices of the congregation, but shall in no case fail to observe the following 
procedures: 
 
a. All offerings shall be counted and recorded by at least two duly appointed 
persons, or by one fidelity bonded person; 
 
b. Financial books and records adequate to reflect all financial transactions 
shall be kept and shall be open to inspection by authorized church officers at 
reasonable 
times; 
 
c. Periodic, and in no case less than annual, reports of all financial activities 

 
 

 


