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ARTICLES OF INCORPORATION AND BY LAWS SCHEDULES


By-Laws: 1984

See Appendix A for Articles of Incorporation and Appendix B for By-Laws.

SESSION ORGANIZATION

See Appendix D for Session Organization

YOUTH ON COMMISSIONS
February 17, 1987 (Revised 9-2004)


Each Commission will encourage youth participation in some capacity.

DOCKET ITEM SUBMISSION
April 3, 1962 (Updated 9-92)


Commissions and Committees are to submit items to be included on the docket.

STANDARD SESSION DOCKET
February 16, 1965 (updated 9-92)

There will be a standard Session docket.  Commission or Committee chairpersons will request special additional time as necessary.

SESSION MINUTES
September 18, 1979 (Revised 9-2004)


Minutes are to be posted by the Clerk of Session for general reading.

CONGREGATIONAL MEETING MINUTES
Mar 14, 1982 (Revised 9-2004)

Session is authorized, at the next Session meeting following a congregational meet​ing, to read and approve said congregational meeting minutes. The approved minutes shall be posted by the Clerk of Session for general reading.

OPEN SESSION MEETINGS
October 13, 1970 (Revised 9-2004)

Approved a policy of opening Session meetings to members of the congregation who might want to observe.  This policy includes a statement that Session may, from time to time, need to close meet​ings or portions thereof (known as Executive Session).
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COMMISSIONS, COMMITTEES AND MINISTRY TEAMS

May 21, 1996 (Revised 9-2004)

Chairs and members of ministry teams or committees serve April 1 to March 31 of each year.  Elders shall not ordinarily chair ministries or standing committees.

ELDERS TO PRESBYTERY
April 19, 1966


Every Elder on Session is designated as an alternate delegate to Presbytery.

ELDERS ATTEND PRESBYTERY

March 18, 1967


Every Elder is urged to attend at least one Presbytery meeting during the year.

WINE, ALCOHOLIC BEVERAGES
February 16,1971 (Revised 9-2004)

Alcohol is limited to wine and champagne and may be served as incidental beverage when appropriate in all our church build​ings except the Sanctuary.

TRUSTEES MEETING
January 17, 1984 (Revised 9-2004)


Trustees shall meet annually. One Trustee shall be elected from each class annually.

ROTARY CLUB
August 21, 1984


Pastor is to be reimbursed for membership in Rotary.  The Policy to be reviewed each year. 

 NETWORK AND SUNDAY BULLETIN
November 19, 1985

Items submitted for both the NETWORK and Sunday Bulletin shall be approved by a staff person or chairperson of commission or committee.  Space on Bulletin Board will be available for non‑church‑sponsored items.
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BUILDING USE
March 18, 1986

Control of use of Church facilities by outside groups was transferred from building and Grounds to Business Affairs.

OFFICIAL MINISTRY

April 18, 2000

Adopt Spiritual Direction as an official ministry of St. Andrews, including and accepting its code of ethics.

************END OF SESSION GENERAL POLICIES***************
DEACONS   Page 1 of 1
STATEMENT OF PURPOSE
(Need a  Statement of Purpose or Job Description for Deacons)

BLOOD BANK
October 18, 1977

Deacons have accepted the responsibility of the administration of the Blood Bank as part of their parish ministry.

COMMUNION OFFERING AND PEW ENVELOPES





November 18, 1983 & February 19, 1985

The Communion Offering for the Deacon's Fund shall be a continuing program and Deacons will place envelopes for special offering in pews or in the bulletin on Communion Sundays, after an effective educa​tional program has been instituted.  The funds received will be used to help people in need.

*************END OF DEACONS POLICIES***************
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STATEMENT OF PURPOSE

The purpose of the Personnel Committee shall be to administer employment of non-ordained staff with concern for equal employment opportunity, fair employment practices, personnel policies, and the annual review of the adequacy of compensation for all staff, including all employees.

The Personnel Committee can provide benefits to the church by:

1. Providing an orderly, focused, and considerate way to build a healthy work

Environment; 

2. Make recommendations to the session of policies, procedures, and practices that anticipate outcomes before they happen;

3. Counsel and support for the staff;

4. A place where issues can be dealt with in confidence before they are personal situations;

5. Shared expectations, so there are no surprises.

PERSONNEL, TEMPORARY EMPLOYEES
In the event the need arises to hire a substitute for a staff member, the substitute will be a non-member, and will be paid as an independent contractor at the prevailing rate of the employee.

STAFF JOB DESCRIPTIONS
All job descriptions will be formulated by the Personnel Committee with input from the individual in that position.  Actual job descriptions are contained in Appendix E.
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COMPENSATION

All staff members, except the Music Director, Organist and Office Manager,  are employed a specific number of hours per week.  However, their pay is computed on a yearly basis and paid bi-monthly. Their bi-monthly pay is one/twenty-fourth of the yearly pay rounded off to the nearest dollar.  If the hourly staff members are required to work more than their contractual hours, they must be given compensatory time off or extra pay for those hours. Only a Pastor or his/her designee has the authority to approve overtime hours for the hourly staff.

HOLIDAYS

National Holidays: The church office would be closed on the following holidays when they fall on a normal weekday.  If the holiday should fall on a Saturday or Sunday, it will be observed as a paid day off on the nearest Friday or Monday. 

Recognized holidays include: New Years Day; Martin Luther King Day; Presidents Day; Memorial Day; Independence Day; Labor Day; Thanksgiving Day;  Christmas Day; and one floater of the individuals choice. 

********END OF PERSONNEL COMMITTEE POLICIES*********
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STATEMENT OF PURPOSE (SHOULD BE REEVALUATED FOR APPLICABILITY)
February 21, 1978


Session voted to accept the statement of purpose and Committee status was granted.

Statement of purpose:

Create an awareness of the meaning of Stewardship within our congregation.


Create, in a stewardship context, an awareness of the needs  and desires of our congregation and assist in the development of programs to satisfy those goals.


Develop and supervise the Stewardship fund raising campaigns of our congregations, such as:  (a) Every member canvass (b) Youth Pledges (c) On‑going pledge solicitation of new members.  

PLEDGING, NEW MEMBERS
October 16, 1956

New members will be given envelopes for church giving when they join the church.  They  will be asked for a pledge during membership class.

PLEDGE SECRETARY
September 19, 1978

Transferred the position of Pledge Secretary from Business Af​fairs Commission to the Stewardship Committee.

PLEDGE SECRETARY
April 20, 1982


The Pledge Secretary will send quarterly statements.




******* END OF STEWARDSHIP POLICIES ********
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STATEMENT OF PURPOSE 


The purpose of the Worship Commission is to:

· Provide for the corporate worship that the Word of Christ is communicated to
 the congregation.

· Provide for a corporate worship that creates communication between the             congregation and God.

-   Provide oversight of music (voice, bell choirs, soloists, and instrumentalists) and        the arts.

-    Aid the congregation in their growth:

   


o In the knowledge and use of various expression of worship.

   


o In understanding the Biblical basis of our liturgy and wor​ship.

   


o In personal and family worship, as well as corporate worship.

   


o In the knowledge that worship does not end when we leave the sanctuary

BAPTISM

Videos may be made in the Sanctuary from the first pew and at eye level only.  As an alternative, videos may be made from the back of the sanctuary.  Flash pictures are not permitted during the service.

MEMORIAL PLAQUES

There should be no further memorial plaques on any furnishings in the sanctuary.

FLAGS

There will be no flags permanently placed in the sanctuary.

ORGAN AND PIANO

Music students may practice on the organ and the piano in the sanctuary, free of charge,

            provided their instructors are professionals (i.e. piano teachers, instructors at Diablo Valley


College, etc.).  The Director of Music, or Organist, must approve the use of the organ.
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COMMUNION

The Worship Commission will recommend dates for Communion to Session at least once a


 year for the upcoming year.

PULPIT ASSISTANT

Lay persons are encouraged to be involved in the worship service by regularly reading 


scrip​ture and offering prayer.  Training will be provided.

GIFTS FOR SANCTUARY

No gift of furnishings for the sanctuary will be accepted without Session approval.

FUNERALS/MEMORIAL SERVICES

It is the policy of the Worship Commission  that no funeral service or Memorial service 


will be conducted by any fraternal order in our sanctuary.

SPECIAL SERVICES

The Worship Commission, in conjunction with the Pastoral Staff, is empowered


To plan and set special services for Thanksgiving, Advent, Christmas, and installation of


Elders and Deacons Elect.

WORSHIP ATTENDANCE


A record of Sunday attendance will be printed in the Sunday bulletin.

FLORAL ARRANGEMENTS


The Worship Commission will be responsible for arranging all floral arrangements in the

Sanctuary.

WORSHIP,  Page 3 of  4

WEDDINGS


The policy for approving the use of the Sanctuary for weddings to be performed by outside 


Clergy is as follows:

WEDDINGS Cont’d.

a. Approval by the Pastoral Staff.

b. The ceremony should be performed within the currently established guidelines for weddings as approved by Session.

c. A St. Andrew’s wedding coordinator must be used.


Ordinarily, weddings of non-members using outside clergy cannot be performed in St.


Andrew’s Sanctuary unless the outside clergy is someone known to our Pastoral Staff and


a St. Andrews wedding coordinator is available.  If these two criteria are met, then the 


following terms  are in effect:

a. The wedding couple’s clergy will be required to provide at least four counseling session for the couple.

b. The wedding couple must attend a worshiping Christian community.

c. The wedding couple and their clergy must follow all guidelines in our wedding booklet.

d. The wedding couple’s clergy must attend and direct the wedding rehearsal, working with one of St. Andrew’s wedding coordinators.


If the couple agrees to all of the above, their clergy is to call and talk with either of St.


Andrew’s clergy.  If St. Andrew’s clergy believe all is in order, then a wedding coordinator


Can arrange to meet with the couple and place their wedding date on the master calendar.

PROCESS FOR ARRANGING FOR A SERVICE OF WORSHIP AND CELEBRATION


Preparation begins after contacting one of the pastors at St. Andrew’s. A meeting time is 


Established with as many family members as possible.  At this meeting with a pastor, 


Procedures will be explained and arrangements made for music and organist, selecting


Scripture and deciding who would like to speak (if desired) other than the pastor.
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PROCESS FOR  ARRANGING FOR A SERVICE (Continued)


Funeral or Memorial Service Rates



  (effective January, 2007)







Members

Non-Members

Funeral or Memorial Service


Sanctuary and Family Room

   N/C                   
   $200.00


Heat for Sanctuary (if needed)

 $  80.00

       80.00


Memorial Coordinator


    N/C


     100.00


Organist



   100.00

     150.00


(Additional Fee for extensive Solo work)


Audio Technician


     30.00

       30.00


Soloist




   150.00

     150.00


(Additional fee for more than one solo)


Reception


Crothers Hall & Kitchen

     N/C


     200.00


Coordinator                                        
     75.00

       75.00


Custodian



     50.00

       50.00


Clergy Services


Clergy Ceremony


      **


     250.00


Sanctuary + Graveside


      **


     350.00

********END OF WORSHIP COMMISSION POLICIES***********
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STATEMENT OF PURPOSE 

The Purpose of the Church in the World Commission is to foster the love and 


justice of Jesus Christ by relat​ing to the whole human community.

SPECIAL OFFERINGS
This Congregation will participate in the One Great Hour of Sharing and the Annual Christmas Joy and Peace Offering.

MINUTE FOR MISSION  

Church in the World Commission will present a Minute for Missions Denominational and Special Offerings, as needed on Sundays, no more than twice a month.

CONTRA COSTA FOOD BANK of CONCORD (CCFB)

CCFB is the charity selected by CIW to receive funds from its 2 Cents A-Meal and Thanksgiving Offerings.

AIDS

(Not currently active)

It was voted to approve a broad based, sustained educational effort regarding the AIDS crisis to assist members in contribu​tion to the prevention of the disease and to be better prepared to minister to those affected by the disease.

CONTRA COSTA INTERFAITH HOUSING (CCIH)

CIW has agreed to have a board representative in order to support CCIH.  A line item budget of $250.00 is also designated as a board membership fee.

*******END OF CHURCH IN THE WORLD POLICIES*********
FELLOWSHIP/PEOPLE FLOW,  Page 1 of 2
STATEMENT OF PURPOSE
January 17, 1978

To promote church fellowship and unity. Responsible to extend the knowledge of God’s love to persons in our immediate and larger community and to promote the response to God’s call to all people to the mission and ministry of God’s work and word in Jesus Christ.

MAUNDY THURSDAY SPECIAL SERVICES 

March 20, 1979

Fellowship Commission is responsible for the oversight of the Soup Supper Maundy Thursday.

BOY SCOUTS
May 7, 1963


Policies and Procedures for St. Andrew's Boy Scout Troup. See Appendix G.

BOY SCOUTS
October 16, 1979

The Fellowship Commission will provide an Institutional Representative on a permanent basis.

BOY SCOUTS
August 19, 1986

It was voted to allow the Boy Scouts to put up a bulletin board in Crothers Hall on the North wall between the door and window.

CHILD CARE
March 16, 1991

Each group requiring a baby sitter will arrange for their sitters.  A copy of the Guidelines and a list of sitters to be provided by the Fellowship Commission.  The Commission will provide sitting for all-church functions, i.e. Congregational meetings, Sunday worship, Maundy Thursday, etc.

CHILD CARE
July 13, 1986


All baby sitting will be charged to the Fellowship Commission.
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CHILD CARE
October 20, 1987


Guidelines for Child Care (Baby Sitting) were prepared.  See Appendix N.
REQUEST FOR FELLOWSHIP COMMISSION SERVICES
April 19, 1983

At least one person from the other commission will be present when presenting something to the Fellowship Commission.

INQUIRERS CLASSES

August 6, 1952

Prospective  members who desire to join this church by reaffirmation of faith, profession of faith or letter of transfer shall be required to attend a church membership class for a minimum of 75% of the classes prior to meeting with Session.

*******END OF FELLOWSHIP/PEOPLE FLOW COMMISSION POLICIES********
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STATEMENT OF PURPOSE
June 17, 1978 

To be responsible for all areas of Christian Education within the church and in the community as applicable.
AUDIO‑VISUAL EQUIPMENT
November 25, 1958

Audio Visual equipment will not be loaned for personal use, except with permission of Christian Education Commission chairperson, and only be used on site.

YOUTH FUND RAISING
January 17, 1978

Youth shall be given permission to participate in fund raising activi​ties subject to the approval of the Session.

SURPLUS EDUCATIONAL MATERIALS
February 17, 1987


Sunday School Superintendent shall have the authority over the contents, and disposal of 


excess or unneeded supplies, in the Sunday School Supply Room.
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TYPES OF CHILDCARE

August 17, 1993

A. Three types of childcare and arrangements for payment involved with the future life and growth of our church.

1. Voluntary participation, including, but not limited to Choir, Bell Choir, Mustard Seeds, Commissions, Deacons and Allcomers. It is recommended that parents make a donation of an amount to be determined annually per child to help defray the cost of childcare at St. Andrews. (*Note: Set at $1.00/hour/child for 1993-1994.

2. Unpaid staff positions, which currently include LOGOS and FOC leaders, Inquirers and Stephen Ministry leaders.

3. Paid staff positions covering Toddler and Nursery Care on Sunday mornings.
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B. New policy for proper childcare coverage at any of the above three categories:

Minimum of 1 child to 1 caregiver

2-8 children to 2 caregivers

9-12 children to 3 caregivers

and every 4th child thereafter – 1 additional caregiver

SUNDAY SCHOOL SCHEDULE

April 20, 1993


See Worship for class locations and schedules – Same date.

June 1, 1999

Children in grades 3 and up will be in worship the first Sunday of the month in September and October and then re-evaluate the situation.  Re-evaluation not noted in minutes.

*******END OF CHRISTIAN EDUCATION POLICIES***********
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STATEMENT OF PURPOSE
 
To act as good stewards of this church's material resources.

ACCOUNTING

Ongoing policy that Business Affairs will balance disbursements against receipts to a zero balance at year-end (as of 12/31) and report the action taken at the January Session meeting.

MONEY HANDLING
Enacted the following policy with respect to all monies of all organizations of this church:

I. Financial

A. Each organization that handles money will have a treasur​er.

B. The books of each such organization will be inspected at least annually, and a report will be prepared and submitted on a form supplied by the Business Affairs Commission.

C. When organizations change Treasurers:

1. The Finance Committee will be notified immediately.

2. The books will be inspected prior to actual transfer by the             Business Affairs Commission and the incoming Treasurer.







3.  Responsibility will be transferred as of a specific date.




II. Operational



           A. 
Organizations may collect dues.





     B.
 Offerings may be taken at meetings.

D. Each organization will report any money raising activity for other than dues collection and costs of meetings, to the Session at its meeting prior to the event.  Sufficient lead-time should be allowed for proper planning.  The Session reserves the right to disapprove any activity it deems to be        inappropriate.


It was voted to allow latitude to invest operating and reserve church funds in federally                      insured institutions without coming to Session for approval.

TREASURER, PAYING BILLS

The treasurer is authorized to pay regular bills without special Session action..
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TREASURER

The Treasurer need only to attend Session meetings at the start of the meeting but is not                    required to stay for the total meeting.  The elder(s) on Business Affairs Commission will                  answer any questions about the Statement of Receipts and Disbursements prepared for the                Session.

MEMORIAL FUNDS

There will be a General Memorial Fund established (to include all memorial funds).  This                fund will be separate from the church accounts. 


The Church Treasurer will handle the funds for the Memorial Committee.


 Session voted to establish a new memorial fund.  The interest of this fund will be used                      every three years to help to send a United Presbyterian Women member to the Triennium                 meeting.


The following guidelines will be used for bringing a memorial fund item to the Session for               consideration: New memorial funds can be set up by the next of kin or major donor if they               meet the following criteria:



1.  The minimum principal balance is $1,000.


       2.  The minimum principal balance is attained within three years.

        3. Only donations previously non-designated can be used to attain the minimum                       principal balance.


       4.  Non-designated donations that have been already utilized may not be used to attain               the minimum balance.  These guidelines were adopted to allow members and                        friends of St. Andrew's the freedom to start new memorial funds while setting some              standards to prevent Memo​rial Fund bookkeeping from becoming unreasonable.

MISSIONS


It is the desire of Session that the Church’s yearly mission support equal at least 10% of the 


annual operating budget.
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BUILDING USE

Revised the policy regarding the use of facilities by organizations outside of St. Andrew's

 with amend​ments as to how the insurance coverage will be handled and that the

organizations have the proper tax exempt status available.  See Appendix L.

Use of church facilities for periods exceeding three (3) consecutive days or one (1) 


 meeting per month will require approval of the Session as a whole or Business Affairs         Commission acting on behalf of the Session.

USE OF CHURCH ROOMS

The  use of church rooms, by any group, will be calendared by the Office Manager.

PROPERTY

Amend Articles of Incorporation by addition of the following: "It is the understanding of      the St. Andrew's Presbyterian Church that all our real property is held in trust for the use      and benefit of the United Presbyterian Church in the U.S.A. as a whole".

WEDDINGS


New wedding fee schedule adopted as policy.  Check list to be given to wedding party                     members for cleaning Crothers Hall.


A $25.00 charge to the new wedding brochure for Audio Services provided for weddings                beyond just recording the service.

CONTRACT SIGNATURES


The Major Maintenance Team is to negotiate maintenance contracts.  All maintenance 


Contracts to be signed by one (1) Trustee, AND  one (1) person from the Business Affairs 


Commission.

PAYMENT APPROVAL SYSTEM (Building Campaign/Project Funds)


Check Request Process – All expenditures to be charged to the Building Campaign/Project 
Funds will be in “double custody”, meaning two (2) signatures will be required on the 


Check request form.  No other signatures are required or permitted (alternates designated 


By the signatories will be permitted). 



O First Signature: One signature will be the Finance Team Leader.



O Second Signature: The second signature will be the Team Leader of the team 



    Spending the money (i.e., Contractor/Construction Team Leader; Stewardship Team
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PAYMENT APPROVL SYSTEM (Continued)


    Leader; Communications Team Leader; and Prayer and Worship Team Leader.



O Finance Team Second Signature: In the event the Finance Team needs a check 



    Issued, the second signature will be the Chair of the Building Project.



O Major Maintenance: For purposes of major maintenance expenditures from the



    Building Campaign/Project Fund, the second signature will be the Chair of the 



    Building and Grounds Committee.


PROCESS FOR INVOICES RECEIVED



O Immediately upon receipt, all invoices or reimbursement requests are to be 



    Presented to the team leader for the Finance Team.



O Copy of Invoice presented to the Church Treasurer.



O The Finance Team leader will acquire the second approval signature required.



O The completed, double-signed check request is then given to the Church 



    Treasurer for payment.



O A financial report will be made at each meeting of the Building Project 



    Committee. 

**********END OF BUSINESS AFFAIRS POLICIES************
BUILDING AND GROUNDS   Page 1 of 1

STATEMENT OF PURPOSE

The Building and Grounds Commission is responsible for coordination and oversight of maintenance and facility improvements.  The commission includes subcommittees for the Backyard and Wednesday Crew.

CHURCH FURNITURE

Our furniture and equipment shall not be removed from our church buildings except to be used in recognized activities of this church except that other churches may borrow our furniture and equipment provided there is a practice of reciprocity of loans between our churches.  Building and Grounds or Session approval is required.

BORROWING CHURCH PROPERTY
Borrowing of church equipment for use away from the church facility is limited to active church participants only, with the prior approval of the Buildings and Grounds Commission.

HANDICAPPED FACILITIES
Building and Grounds Commission has discussed and agreed to dismiss any further plans for sanctuary modifications for the disabled.  The feeling is that as much as possible has been done but that the commission is always open to suggestions for other possibilities.


***********END OF BUILDING AND GROUNDS POLICIES************
TRUST FUND   Page 1 of 1

STATEMENT OF PURPOSE

(To be provided)

TRUST FUNDS

December 7, 1999

Establish four Trust Fund accounts with the Presbyterian Foundation with $2500.00 each from the Martin McLaren Memorial: Major maintenance; Mission; Youth; and Music.  Each account to be invested in Balance Growth Funds.




******** END OF TRUST FUND POLICIES*********
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