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Introduction and Controls:
This document compiles the documents, policies, procedures and guidelines by which the Washington Plaza Baptist pursues its mission, governs itself and conducts it business and operations. The Moderator of the church is responsible for the content of the document, conducting a yearly review of the material and reporting its status to the congregation in the annual meeting.  The individual elements may be changed as follows:
1. The Constitution and by-laws can be changed only by amendment.  Amendments will be attached as to the primary document as “AMENDMENT XX”, dated with the congregational meeting at which the approval occurred.
2. The policy and responsibilities of the church may changed by the Council.  Changes shall replace the existing item or entered as a new item, dated with the meeting at which the change was approved.
3. Procedures and guidelines are the responsibility of the individual committees.  Changes made by them shall replace or add to the material in this document as dated items.
4. Items in the appendices are controlled by the Council. Changes are entered as dated replacements. 

Constitution and By-Laws of

Washington Plaza Baptist Church
aPPROVED mAY 20, 2007

ARTICLE I
PURPOSE:  This document contains the organization, rules and responsibilities by which we, the members of Washington Plaza Baptist Church (the Church), Reston, Virginia, agree to govern ourselves to conduct the business of the church in an orderly manner.
ARTICLE II
mission:  Washington Plaza Baptist Church is an ecumenical Christian community whose mission is:

1. to worship God, 

2. to proclaim the Good News of Jesus Christ, 

3. to teach and model those things Christ has commanded, and 

  to minister with compassion to all.    (Matthew 28: 19-20; 22:36-39)

ARTICLE III
STATEMENT OF BELIEFS AND PRINCIPLES:  The Church is an inclusive Christian community whose worship, communion, and fellowship are open to all without restrictions as to gender, nationality, race, ethnicity, and sexual orientation. We affirm that all have access to the love of Christ and service to God.  We practice in the Baptist tradition, the core principles of which are:

A. Soul freedom:  The individual is responsible to none except God, is totally competent to stand before God, and is capable of discerning meaning and action in life and practice under the direct inspiration of the Spirit of God and Holy Scripture. 

B. Bible freedom: The Bible is our authority in matters of faith and practice and is to be interpreted in its entirety, using the best of scholarship and the discernment of the community.

C. Church freedom:  We are autonomous and congregational in governance. Our practices, policies, associations, and ministries are set by the congregation under the guidance of the Holy Spirit and Holy Scripture.
D. Religious freedom:  The Church and civil government are independent of each other. We support a free church and a free state, separate and individually responsible to God.

We are affiliated with the District of Columbia Baptist Convention; the NorthStar Network; American Baptist Churches, USA; and the Association of Welcoming and Affirming Baptists.
ARTICLE IV
Organization:  The church is organized into the following elements: 

Congregation

Church Council

Moderator 

Moderator-Elect

Pastorate

Church Clerk

Board of Trustees

ARTICLE V

Organizational Composition and Responsibilities:

A.
Congregation 

1.
Membership 

The Church is a Christian congregation that welcomes into our family persons who wish to become active in a Christ-centered church and who want to learn about the meaning of Jesus’ life and teachings and receive his grace.  Upon request, persons will be welcomed into this family who:

a) Are Baptized by immersion, following an initial affirmation of faith in Christ as Lord, or

b) Transfer by letter from any other Christian church, or

c) Reaffirm Christ as Lord, if they have previously been a member in another Church but a transfer letter is not available, or

d) If they wish to retain their membership elsewhere they may ask to come under the watch-care of the Church, and retain their membership elsewhere, or

e) Commit to living a Christ centered life but are not ready to formally profess this by Christian baptism.
The process of joining is:

1. Expressing a desire for membership to the Pastor and, after orientation discussion, being presented to the congregation during a regular worship service.

2. Requesting membership during invitation of regular worship service.

2.
Congregation – Duties and Responsibilities

All who join the Church family, attend regularly, take part in the work of the Church, and contribute to the financial support of the Church constitute the Congregation.  The Congregation is responsible for:

a) Approving and modifying this document 

b) Affirming nominations of moderator and moderator-elect

c) Affirming nomination of standing committee members and their chairs

d) Affirming nominations of Trustees 

e) Approving the Church’s budget and disposal or acquisition of assets of more than $2,500 

f) Approving financial and contractual agreements in excess of $2,500 not included explicitly within the approved Church budget. Emergency repairs in excess of $2,500 may be approved by the Finance chair in coordination with the Trustees and must be ratified at the next congregational meeting 

g) Approving policies on Church use and mission

h) Calling and removing the Pastor and other ministerial staff

i) Accepting congregants
B.
Church Council:
1.
Purpose:

The Church Council (Council) provides leadership, coordination and direction for the ministries of the Church.  The Council shall make all decisions on church business except those specifically reserved to the Board of Trustees or the Congregation.  The Council is responsible for:
a) Considering and resolving issues that may affect the congregation as a whole;

b) Developing the agenda for and calling all congregational meetings;

c) Developing amendments to this Constitution;

d) Developing, maintaining, and documenting procedures and structures of the Church;

e) Approving ministry or fellowship groups to be associated with the Church and other uses of church facilities or property;

f) Developing financial and mission budget for the Church;

g) Approving the hiring and  retention of paid staff in conjunction with the pastor;

h) Defining position descriptions and contracts for all paid staff;

i) Recommending nominees positions within the Church;

j) Developing and presenting an annual report to the congregation on the performance of its mission; and

k) Establishing committees as necessary, defining the role or task(s) assigned to the committees, stating terms and lengths of existence, and recommending committee chairs. 
2.
Composition: The Council shall be composed of chairs of all standing and ad hoc committees and at least 2 at-large members from the congregation 
3.
Meetings

Council meetings are open and will be conducted under Robert’s Rules of Order, latest version.  The minutes of Council meetings shall be available to the Congregation, filed by Church Clerk with the church office, and retained by the church office as sequentially dated paper documents.  

4.
Standing Committees:  

Standing Committees are responsible for the ministry and operational activities of the Church.  The Committees shall consist of a chair and the leads of ongoing activities. The chairs of all committees shall be nominated and affirmed by the congregation annually; committee chairs shall be eligible for immediate re-nomination.  The committees are:

a. Worship Committee assists the ministerial and music staff in preparation for all worship services.  The Committee ensures that all necessary elements and personnel are in place at the appropriate time for the Altar, Communion, Baptism, Greeters, Ushers for receiving Gifts and Offerings, Liturgist, Bible Readers and other worship functions.  The Committee also coordinates the Church’s Hospitality activities. 
b. Missions Services Committee is the Church’s presence outside for collection and distribution of funds and other resources in collaborative efforts with other community ministry organizations.  The Committee also conducts ministries and classes for special populations such as language ministries.

c. Nurture of our congregation is provided by two committees:


1.
Congregational Care serves as the church’s presence among its members and their families by maintaining contact and supporting the needs of those who are ill, have been absent, or have expressed needs or concerns.  


2.
Congregational Development defines, develops and implements activities for the education and development of our members in Christian life and works, including Bible studies, retreats, and prayer/contemplation groups.

d. Outreach Committee reaches out to the community as a witness to Christ, communicating the welcoming message and information about Washington Plaza Baptist Church and opportunities for worship, spiritual formation, missions, and fellowship.
e. Personnel Committee assists the Church Council in assessing the needs for pastoral, administrative, music and other Church staff.  For compensated and approved volunteer positions, the Committee develops position descriptions, qualifications, compensation and benefits, interviewing and hiring policies and procedures and employment policies and procedures as appropriate to ensure compliance with federal, state and local legislation and regulations.  The Committee will establish policies and procedures for performance reviews. 

f. Finance Committee develops and presents an annual draft budget to the Congregation, implements the adopted budget and coordinates the annual pledge campaign.  The Committee advises the Church Council on funding availability for expenditure, conducts weekly deposits of income and oversees routine disbursements 

g. Facilities and Maintenance identifies and recommends priorities for maintenance, repairs and improvements to the Church building and grounds.  The Committee is responsible for conducting emergency repairs. 
C.
The Moderator and Moderator-Elect:  The Moderator is an ex officio member of the Council who presides at all Council and business and special meetings.  The Moderator-elect succeeds the Moderator at the close of the Moderator’s term and shall assume the duties of the moderator if the moderator is temporally unable to serve.  The Moderator is not eligible for immediate nomination as Moderator-Elect.
D.
The Pastorate:  The Pastorate is comprised of the Pastor and other ministerial staff who may be called by the Congregation.  The Pastor provides spiritual leadership to the Church and oversees the day-to-day management of the church activities as conducted by administrative and other ministerial staff.  

Except for short-term pastoral care or referral, an active Pastor will not provide professional therapy or counseling services to any congregant.

The Pastor is an ex-officio member of all church organizations, except the Board of Trustees. The Pastor is expected to attend meetings of the Council and may attend meetings of the Board of Trustees.

All ministerial staff shall adhere to “The Covenant and Code of Ethics for Ministerial Leaders of American Baptist Churches” of the Ministers Council of the American Baptist Churches, USA.

E.
Church Clerk. The Council shall appoint the Church Clerk who shall take minutes at all council and church meetings and ensure that all official church documents such as deeds, contracts, the membership role, minutes of Council and Congregational meetings and the Constitution and By-Laws are maintained in order and are archived and accessible for reference, reproduction and/ or retrieval   

F.
The Board of Trustees.  Members of the Board of Trustees are recommended by the Congregation and are appointed by the Circuit Court of Fairfax County.  The Trustees perform fiduciary duties as set forth in the Virginia State statutes and/or directed by the Court.  The Board of Trustees holds legal title to all the assets of the Church and is responsible for sound fiscal policy to assure that those assets are protected at all times.  The Board of Trustees assists the Pastor, Council, and Congregation in other matters if requested.  The Board of Trustees shall consist of no fewer than three (3) persons.  

G.
Term of Office and Replacement.  The Moderator, Moderator-Elect, and committee chairs shall assume office on January 1 following their affirmation and serve through December 31 of the year  If a committee head is unable to serve out his or her term, a pro tem replacement shall be appointed by the Council.   If the Moderator and/or the Moderator-Elect is/are unable to complete his or her term(s), the Council shall appoint a replacement or replacements who, after affirmation by the congregation, shall serve the remainder of the original term of service.  If half or less of the term remains, the replacement is eligible for immediate re-nomination. Trustees are court appointed and a vacancy cannot be filled on a pro tem basis. 

H.
Nominations.  The Personnel Committee shall, at the direction of the Moderator, constitute an ad hoc nominating committee composed of at least three non-office holding members of the Congregation for the purpose of developing the slate of nominees for all positions within the church. The slate shall be reviewed by the Council for affirmation by the Congregation at the annual business meeting.   
Called positions shall be handled by an ad hoc search committee, constituted by the Personnel Committee, at the direction of the Moderator.  The committee shall have at least 5 members with no constraints with respect to current position of members within the church. Its membership shall be reviewed by the council and affirmed by the congregation.   It shall develop requirements, solicit and review applications, and conduct or arrange whatever interviews or presentations it deems essential to the development of recommendations to the Council. The Council shall review the committee’s recommendations and develop the final recommendation for presentation to the congregation for approval.
I. 
Schedule of Affirmation.  All positions identified in this Constitution and By laws shall

be reaffirmed by the Congregation each year at the Annual congregational Meeting

J. 
Church Officers. The Church officers are the Trustees, Moderator, and the Moderator-Elect.

All church officers must be members of the Church. 

K. Indemnification The Church shall indemnify any trustee or officer who was, is or is threatened  to be made a party to a completed, pending or threatened action or proceedings from any liability arising from the trustee’s or officer’s official capacity with the Church.
ARTICLE VI

OPERATING POLICIES:
A.
Fellowship and Ministry Groups:  Any congregant who wishes to establish a new church-associated fellowship or ministry group within the Congregation, or who wishes the Congregation to affiliate with an existing fellowship or ministry group, or who wishes to use the name of the Church in endorsing activities and associations shall present the request to the Council for approval.  
B.
Due Process and Limitations:  Any congregant may bring a matter that might affect the Congregation—for example, member or staff behavior, official representation of the church, use the church in advocacy—before the Church by informing the Pastor, Trustee/s, Moderator, or Moderator-elect of the matter  They will form into an ad hoc committee to resolve the matter; if they cannot resolve the matter unanimously, it shall be forwarded to the Council  If the council cannot unanimously resolve the matter, it shall be forwarded to the congregation, whose majority decision shall be final.
The responsibilities of any group or individual are limited to those specifically contained or implied in this document.  All other responsibilities are reserved to the congregation as a whole.  No one individual may make a decision that would affect the Church as a whole or legally commit the Church.

All legal documents and contracts shall be signed by the Chairman of the Trustees and the Moderator.

C.
Business year:  The Church business year will run from January 1 through December 31.  Terms of office for all elected officers and committees follow the Church business year. 
D.
Meetings:  All meetings for conducting or discussing church-wide business shall be open, chaired by the Moderator or the Moderator-elect, and conducted under Robert’s Rules of Order, latest version. No substantive business may be conducted without the presence of a quorum, which will consist of at least forty percent (40 %) of the Congregation (as of January 1 each year).  Motions will be approved by a simple majority of those present.  The Council may establish alternate meeting procedures, quorum and approval requirements, or other special rules by notifying the Congregation of such in the announcement of the meeting.  A notice of and agenda for all meetings for conducting church-wide business will be published at least two weeks in advance.  No business other than that presented in the announcement of meeting may be finalized at the meeting.  

The types of congregational meetings are:

1. Annual Congregational meeting.  An annual meeting will be scheduled for October/November of each year to approve the church budget and the disposition of real property, to affirm any nominations and to carry out any other business as required.

2. Semi-annual Congregational meeting.  A semi-annual business meeting will be scheduled May/June; however, if in the opinion of the Council there is no substantive business to be conducted, this meeting may be canceled upon three weeks notice

3. Special meetings.  The Council may call special meetings as required.
Minutes of these meetings will be taken by the Church Clerk, deposited with the church office, and retained as sequentially dated paper documents. 

E.
Approval and Amendment:  Approval of this document will be at a regular or special congregational meeting.  Upon approval this document supersedes all previous documents on process, governance, and structure.  A dated copy will be filed with the Church Clerk. 

This document may be amended through the approval of a proposal from the Council at a regular or special congregational meeting.  All approved amendments will be dated and appended to the copy of this document on file with the Church Clerk.  Any amendment requires a two-thirds (2/3) majority of a quorum

ARTICLE VII
STATUTORY EXCLUSIONS:  These by-laws are superseded in the case of any conflict with the laws and regulations of the Commonwealth of Virginia or of the United States of America.

MODERATOR and TRUSTEES

WASHINGTON PLAZA BAPTIST CHURCH

May 20, 2007

POLICIES AND RESPONSIBILITIES
Correspondence: Official correspondence is on church letterhead and signed by the Pastor or an officer of the church.  All other communications, including those on our web site, are informational only.
Official Records:  The official records of the church include the Constitution and by-laws, minutes of congregational meetings, this document, membership rolls, personnel records, deeds, lease agreements, and the budget. 
Privacy:  No membership or contact information will be made available outside of the church without prior written approval of the parties involved.  This shall not preclude the inclusion of such information as telephone and e-mail contact within normal church publications and advertisements; however, such documents and announcements shall not be made available to others for the purpose of business or solicitation.
Authority of Act:  In emergency cases in which consultation is not feasible, the Moderator (Moderator-elect), Chair of the Trustees and the Pastor working as a team has authority to act for the church.  The action will be reported and affirmed by the Council at the next scheduled Council meeting.
Contracts:  The negotiation and finalization of all contracts for all goods and services and for leasing of church facilities are the responsibility of the Trustees, who shall maintain the records pertaining to these matters.
Rental policy:  On a non-interference basis the facilities of the church will be made available to groups and individuals whose goal and activities are consistent with the mission of the church and whose purpose is not primarily fund raising.  Priority within the constraints of prior obligations for the use and rental of facilities is assigned as follows:
1. Church members, groups, or functions
2. Group or individuals directly affiliated with the church
3. Other non-profit groups 
4. Other for profit groups
Harassment:  We are an inclusive congregation with a policy of zero-tolerance to all forms of harassment. Incidents should be immediately reported to the Pastor, the Moderator, or any Trustee, who will within 7 days institute the process of Article VI, section B, of the Constitution and by-laws. 
Solicitation of funds: Only the Council has the authority to approve the solicitation of funds or help for project or advertising of non-church events within the church.  This authority is delegated to the Missions Services Committee only for the specific task of supporting mission activities approved by them.

Promotional Materials:  The Outreach Committee has the authority to prepare and obtain materials needed to support outreach activities; however, such materials shall be reviewed by the Council before dissemination.
Worship:   The order of worship is established and maintained by the Pastor. The general pattern of service is praise and thanksgiving, reading and meditating on the word, the homily, offerings and petitions, and finally communal parting. The Choir Director (Minister of Music) works with the pastor to define the appropriate musical program for worship. The Worship Committee supports both in the conduct of services.
Special services:  Requests for special services—funerals, memorials, baptisms, etc—shall be made through and coordinated by the Pastor.  The Worship Committee shall aid the pastor as required; the operation of the baptistery is the responsibility of the Facilities and Maintenance Committee.
Decoration of the Church:  Worship Committee shall approve all decoration and displays—items which by their simple removal will return the church and its structures to the status quo ante—within the sanctuary and fellowship hall of the church.  All other changes require approval of the Facilities and Maintenance Committee.
Posted materials:   Walls within or on church’s public areas are property of the church, and their use is the responsibility of the Outreach Committee, who approves the content and display of materials thereon.  The web site is managed by the Outreach Committee. Directional, safety, and instructional materials related to operational issues are the responsibility of the Facilities and Maintenance Committee.
Benevolence:  All phone or direct requests for support shall be referred to Reston Interfaith (703-787-3100, Social Services; 11484 Washington Plaza W, 1st floor).  All other requests shall be referred to the Mission Services Committee.
Congregant needs:  Requests for spiritual and material help, which do not require professional service, will be brought to the attention of the Congregational Care Committee.
Watch-Care: The full faith, fellowship, and support of the church is extended to those who participate in the church’s activities and programs but who do not choose to formally join the congregation through a program of watch-care.  They are only excluded from the responsibilities of membership and are not counted in determining the quorum for congregational business.

procedures AND GUIDELINES
Calls to meeting and Agendas:  The Moderator is responsible for calling meetings of the Council and congregation and for the agenda for such meetings.

Calendars: The Moderator shall maintain a listing of all the actions with due dates and relevant notes for the church; the listing shall include all church-wide activities and meetings and the master administrative calendar. The Master Operational Calendar is maintained by the Facilities and Maintenance Committee.
Legal documents:  It is the responsibility of the Trustees to maintain and secure legal documents, deeds, insurance policies, loan notes, etc.of the church.

Quorum:  At the first meeting of the year, the Council shall examine the membership roll and announce the number upon which that calendar year’s quorum will be based.

Materials and Supplies Accountability: Real property, furniture and equipment are the responsibility of and controlled by the Board of Trustees. Maintenance supplies and church fixtures are the responsibility of and controlled by the Facilities and Maintenance Committee.
Goals:  The Council and Trustees shall meet annually to jointly consider the goals of the church and for the upcoming church year.  The goals shall be affirmed at the annual meeting.
Membership roll:  The Church Clerk shall review the membership role of the church as needed, but at least annually, and is responsible for insuring that listing with contact information of members, those under watch care, and other contacts is available. 

Audio/visual service:  Requests for A/V services shall be made through and implemented by the Facilities and Maintenance Committee.

Library and Training: All congregational training, educational, and developmental activities will be coordinated by the Congregational Development Committee, which will also maintain the church’s library.

Closets:   The content, inventory, and maintenance of the church closets are the responsibility of the Facilities and Maintenance Committee.
Kitchen and Fellowship:  The control and maintenance of supplies for these areas is the responsibility of the Worship Committee’s Hospitality team.   We extend the use of the areas and facilities to groups which use the church; however, they are expected to clean-up after themselves, dispose of trash responsibly, and expeditiously replace common items consumed.  Hospitality will report violations to the Trustees for disposition.

Rental of Facilities: Requests for space rental must include a completed application indicating date(s), time(s), purpose and details of the space request.  Any request for information will be directed to the church web site.  The requestor will be provided with the current rental rates, policy guidance, the application form and the waiver of liability form.  Requests conforming to the space rental policy will be signed by a Trustee.     Requests with unusual circumstances (e.g., requestor is unwilling to sign a waiver of liability, or provide proof of liability insurance, a request for a reduced rental fee, insufficient or adverse information about the requesting organization or individual) will be forwarded to the Moderator, and if necessary, to the Council, for review and disposition.

Licensing and Ordination:   Only the congregation can validate a call to ordained ministry; the process at WPBC is:
1.
The individual experiences a call to ministry and makes this known to the congregation.
2.
After the congregation is satisfied that appropriate discernment and testing of the call has taken place, and the called individual has been a member of the congregation for at least 6 months, a congregational vote is required to validate the call.
3.
A congregational vote is required to license a candidate for ordination to validate the call, the process of discernment, and education. 
4.
Consistent with the American Baptist Policy Statement on Ordained Ministry (9/89), WPBC will ordinarily require licensing as the first step toward ordination.
5.
The person will be under the spiritual care of at least three members of the congregation who agree to meet and pray with the licensee until ordination.
6.
After an ordination service, the person may function only within the WPBC community as an ordained minister.
7.
In order to serve as an ordained minister outside the WPBC community, a person’s ordination must be recognized by the larger church body.  This body would usually be one with which WPBC is affiliated.  WPBC follows the “Recommendations for Ordination, commissioning, and Recognition for the Christian Ministry in the American Baptist Churches/USA.”  The Department of Ministry” for WPBC is the District of Columbia Baptist Convention.
8.
A person who is licensed or ordained is responsible for conforming all legal and ethical requirement and responsibilities presented in “The Covenant of Code of Ethics for Professional Church Leaders of the American Baptist Churches in the USA.”

Music Program: The Music Director is responsible for the music program of the church including:
1.
Selecting and providing music—hymns, anthems, and other musical presentations—to support the general and special worship services.  This will be done in coordination with the pastor at least 3 weeks in advance of the service, if practical. 
2.
Conducting regular choir rehearsals and rehearsals with others participating in the music portion of worship services.  Rehearsals are weekly unless canceled by the director and are in addition to the pre-service rehearsal.  Choir members are required to have participated in the rehearsals to participate, unless the Music Director determines that they have the skills to practice by themselves and they are available for the pre-service practice or they have arranged a separate rehearsal with the Music Director. 
3.
Acquisition of new music, subscriptions, maintenance contracts on instruments, licenses and related supplies.  Only the Music Director or others directly authorized by the Director may purchase these items; the Director is responsible for the appropriateness, necessity, and adequacy of acquisitions. The Music Director is responsible for budgeting for these items and for the reimbursement of substitutes for the Director.  
4.
Maintaining the music library.  The Music Director is responsible for organizing and maintaining the musical resources (sheet music, hymnals, tapes and CD’s) owned by the church, including the disposition of unneeded materials.  
5.
Training choir members.  The Music Director shall assist choir members with training such as learning to read music or scheduling special separate rehearsals.

Record retention: There are three categories of files maintained by the church: Active, record, and historical. The active file shall consist of the official records for the current year plus necessary supporting documentation—e.g., Council minutes, committee notes, giving records, active lease agreements, bills and receipts, correspondence. The recorded files consist of the prior year’s active file. The chairs of committees are responsible for the accuracy and completeness of their committee’s records, the Moderator for the Council and congregational minutes, the Trustees for legal records, and the Treasurer for financial records.
Records disposition: On a yearly basis, these shall be reviewed by, reorganized, and unnecessary items disposed by a team of the Pastor, Moderator, and Chair of the Trustees in consultation with committee chairs as required. The following guidelines will be applied: 
1. Personnel files will be retained for 3 years beyond the termination date of the employee. 
2. Financial records necessary to support and audit will be maintained until the completion of an audit.
3. A historical file composed of the constitution and by-laws, minutes of congregational meetings, minutes of the Church Council, the membership roll, and final budget for the year shall be kept.
4. Other materials such as bulletins, newsletters, etc. shall be kept in the library as historical materials.
Decisional Process: Items which will become church policy shall be subject to a two-reading process.  The item shall be introduced at a Council meeting as a part of the agenda.  If approved by the Council, it shall be reconsidered at the next Council meeting and reaffirmed as church policy.
Accelerated Decisional Process:  Material and decisions which in  the opinion of the Moderator—require rapid feedback, are largely informational, or are not subject to extended discussion, may be disposed of through electronic communication among the members of the Council.  The Moderator shall read such items and their disposition into the Council minutes at the next meeting.

Responsibilities of committee chairs:   The chairs of committee are responsible for the organization of their committees, calling meetings as required, preparing and filing notes to record as needed, preparing budget requests to support proposed activities, and reporting to Council on activities and action and finances. The Treasurer shall prepare a briefing on finances for every Council meeting.
Annual Meeting Reports: Pastor, the Moderator, the Trustees, and the chair of standing and ad hoc committees shall provide a brief written statement on the state of the church, issues and concerns and significant accomplishments and plans in their areas of responsibility to the Council at the meeting preceding the annual meeting for incorporation into a report to the congregation.  All committees shall include an expenditures report for their area if appropriate.  The following data shall be included by the indicated person or committee: 
	ANNUAL REPORT ELEMENT
	RESPONSIBLE PARTY

	Membership roll for the coming year
	Treasurer

	Listing of personnel actions
	Personnel

	Proposed budget
	Finance

	Status of all contracts and agreements
	Trustees

	Action item list and policy decisions
	Moderator

	Proposed goals
	Moderator-Elect


PROCEDURES and GUIDELINES (Continued)
PERSONNEL
Staff:  The staff of the church is the Pastor and those employed by the church.
Procedures:  All paid employees and ministers of the church shall have a position description and yearly performance and compensation plans.  It shall be the responsibility of the Personnel Committee to negotiate such plans. 
Performance Reviews:  At termination, resignation, or within 30 days of end of the contract year (nominally December 31), employees shall be offered a performance review by the Personnel Committee, which shall conduct and document the review, resolve differences as far as possible, and initiate resolution procedures (Article VI, section B, WPBC constitution and by laws) if required.  If an employee refuses the offer of a review, the Personnel Committee shall prepare an evaluation for inclusion in the record without employee participation. 
Performance Requirements 
Committee Chairs, Clerk, Volunteers, and Officers of the Church: The functions, activities and responsibilities of these offices are specified in this document and constitute the de facto position for each position. All committee chairs shall insure that the following items are maintained and accessible:

1. The charter of the committee and its responsibilities,

2. A list of the members of the committee, and

3. A record of the activities and decisions of the committee 
A consistent inability to perform as evidence by programmatic failure and/or the repeated failure to complete duly assigned actions will be brought to the attention of the Council.  After  investigation and an attempt to resolve the situation, the Council may recommend to the congregation the replacement of the individual by another.
Filling Vacant Committee Chairs:  If there is no candidate for one of the mandated committee chair, the Moderator, in consultation with the Pastor and the consent of the Council, shall either appoint a chair or allocate the critical functions of the committee among the other committees.  
Trustee Selection: The Trustees shall select nominees for new trustees.  The nominees shall be presented to the Council for review and forwarded to the congregation for affirmation. 

Records: Official personnel records consist of a position description, a performance plans and evaluations as signed by the Moderator and Chair of the Trustees. 
Background Checks:  All staff and any persons involved in child care for the church shall be subject to background checks.
Termination:  All personnel contracts may be voided by either party with 30 days notice without cause. 
Dismissal:  A contested dismissal of staff shall be adjudicated using the process in Article VI, section B. of the constitution.  The persons involved shall recuse themselves from decisional participation in the process.

Outside Employment/Activities:  All staff members are expected to conduct themselves in a manner compatible with the values and mission of the church. Within that constraint, we impose no limitation or activities of personnel.  

Finance
Projected expenditure shall be controlled by an annual budget which is based on the prior year’s actual receipts.

Unexpended funds, with the exception of designated and mission funds, shall be reallocated as necessary in budget development.  They will be considered as prior year receipts for budget purposes.

Designated funds and behest will be accepted only if, in the opinion of the Trustees, Pastor and the Moderator, acceptance of such funds do not violate the mission and values of the church and if the designated purpose is clearly defined. Designated funds and behests will be reviewed annually with donors for the purpose of use or reallocation; with exception with funds that are part of an endowment, all designated funds and behests must be used within five years of date of establishment.
Reimbursements:  The church will reimburse for expenses incurred in the conduct its business with presentation of a request for reimbursement and accompanying receipts. Expenditure of less than $25 can be approved without a receipt, if they are approved by the chairman of the committee responsible for the funds.

Check signers: The Treasurer shall appoint two people who are not involved in the budgeting or other financial operations of the church as check signers. Individuals may not sign a check made out to them.

Reserves:  The budget of the church shall include reserve funds to sustain three months of operations of the church.

Financial emergency:  The Pastor, Moderator, Chair of the Trustees, and the Treasure—acting in concert—may declare a financial emergency.  They shall notify the congregation as soon as feasible of the situation, shall suspend all budget plans, and act as body to restore solvency.  An emergency will terminate within 90 days; if it extends beyond this period, the Moderator shall call the congregation into business session to consider and implement resolutions.
Rental Fees:  The rental fee structure shall be reviewed annually by the Finance Committee and reported to the Council for approval and presentation to the congregation at the annual meeting.  
Expenditure control:

1. All proposed expenditure must be recorded using a WPBC Expenditure Request (see appendix A5 ) 
2. The disbursement of funds within its approved budget subject to control by the Treasurer and oversight by the Trustees. 

3. Committee chairs and ministry leads (pastor, ministers, Music director, and administrator) have the authority to reprogram funds within the budget allocation.

4. If needs exceed the budget allocation, the request for additional funds shall be brought to Finance committee for recommendation to the Council.

5. If need is greater than $2500 over approved budget, the Council will bring the matter before the congregation with recommendation.

	Expenditure type
	Authority

	Office: General, postage, supplies
	Administrator

	Building utilities and services
	Moderator, Trustees

	Mission, charity and associations
	Mssion Services

	Communion, altar, hospitality
	Worship

	Web, advertising
	Outreach

	Repair, maintenance, and up-grading of building and grounds
	Facilities and Maintenance

	Music and choir: supplies, services and materials
	Music Director

	Library, study materials, scholarships
	Congregational Development


FACILITIES AND MAINTENANCE
The Facilities and Maintenance Committee is responsible for all maintenance and facilities operations activities, including the walkways and plantings.  Specifically:
1. They maintain a master list of all maintenance, repair and improvement ideas and suggestions. 
2. They will maintain the master operational calendar.
3. They will group volunteer-eligible items into periodic church work days, and schedule and conduct these work days by coordinating with the Moderator and others.
4. If the item can be completed by a volunteer from the congregation, the item will be assigned and monitored to completion. 
5.  If the item requires contractor support, the Facilities and Maintenance Committee will obtain one or more quotes from local contractors as needed to determine a reasonable price to complete the work.
6. The Facilities and Maintenance Committee compile quotes(s) provided by the contractors or an estimate of the materials costs provided by the individual volunteer assigned to complete the work into a request to the Finance Committee for approval. However, the Facilities and Maintenance Committee will determine, based on the priorities of the items, the impact on the congregation or renters, the estimated costs (materials costs for volunteer-assigned work, or contractor quotes), and the available budget, which items to complete.
7. All work on church facilities will be inspected by one or more members of the Facilities and Maintenance Committee to ensure satisfactory completion.
8. Emergency repairs—something that if not corrected presents a safety or comfort issue, or prevents use of WPBC’s facilities by the congregation or its tenants—will be completed as needed but will be reported to the Facilities and Maintenance Committee at the earliest feasible time. 
9. Anyone in the congregation or any tenant can propose a maintenance, repair or improvement item by providing a clear, concise description of the need and giving it to the committee (folder on sanctuary-level).
Facilities and Maintenance will meet periodically, review new items and add the item to the current master list.  The new item will be assigned a priority of low (relatively unimportant, can wait), medium (should be completed within 30 days), or high (not an emergency, but should be completed as soon as possible), and note when and to whom items assigned and completed.
WORSHIP
Lay participation is integral to worship at WPBC and is coordinated by the Worship Committee.  There are four main elements of this participation:
1. The Communion Team is responsible for the preparation of materials for Communion (generally the first Sunday of the month. Trays and supplies are kept in the altar closet.  We offer both wine and juice at Communion; juice is placed in the center of the tray and wine on the outer portions.  Communion itself is usually served by the pastor and ministers with the aid of the ushers. 
2. The worship coordinator schedules the worship helpers—the liturgist, who aids the pastor and music director as required by guiding the congregation through the worship service; the scripture reader, who presents the assigned scripture passage; and the lead usher, who greets and welcomes visitors and congregants to our services, distributes bulletins and collects the offering. A helper who cannot meet his or her obligation is expected to obtain a replacement.
3.  Hospitality hosts and manages the weekly after-service food fellowship and other social events.  In addition to the activities from set-up to clean-up, they provide food and maintain the general kitchen supplies—cutlery, linens, and beverage supplies.
4. The Altar Team is responsible for the decoration of the altar area and other the non-permanent elements in the sanctuary—altar cloths, banners, decorations, flowers and plants. A schedule of those responsible for the various Sundays is maintained by the team. 
The church mouse, who distributes remembrances on the occasion of congregant’s special times, is a member of this committee.
MISSION SERVICES
The Mission Services Committee is responsible for the collection and disbursement of all benevolence funds for internal and external projects in the area of missions, including associational support. There are two main funds for use in Mission Services activities:

a.
Mission Funds used to support projects and provide aid outside the WPBC community.

b.
Butler Benevolence Fund, used to provide aid to the WPBC community.  Reston Interfaith Food Pantry goods and money are collected and delivered each month. 

Funds are distributed with the following as guidelines:
1. Expenditure of less than $100 is at the discretion of the pastor.
2. Expenditure of more than $50 and less than $250 shall be approved upon the agreement of three members of the Mission Services Group. 
3. Expenditure of more than $250 but less than $1,000 shall require approval by a majority of the Mission Services Group meeting in session.
4. Expenditures greater than $1,000 shall require approval as in 2 c and concurrence by the church council.
5. Expenditures greater than $2,500 shall require approval and concurrence as in 2 d and approval by congregation.
6. The total amount in the combined funds should not go below $2,000 in order to be available for emergency.
Reporting:  The decisions will be documented in e-mail or written notes provided to the church office.

Definitions:  The WPBC community is current members, those under the church’s watchcare, and their partners and dependent children.  Mission Funds are those funds previously known as “local missions” as they are for global as well as local missions. 

OUTREACH
The purpose of the Outreach Committee is to increase church attendance and membership by promoting awareness of our church and its activities throughout the local community.  It employs various forms of publicity and broadly directed communications outside the church.  When there is an opportunity for outreach, it often partners with other church committees to publicize and otherwise support their events and activities.

The committee is responsible for:
1. Welcoming and engaging newcomers
2. Maintaining and updating the church’s website
3. Updating the lighted sign in front of the church
4. Creating and monitoring the church ad and other ongoing publicity
5. Developing publicity for special events which have an outreach emphasis
6. Designing and maintaining all banners and signs
7. Maintaining the 3 church bulletin boards
8. Creating and distributing events fliers, church pamphlets and visitors’ materials
9. Promoting the church at outside groups and events
10. Counting attendance and greeting visitors at Sunday services and outreach events
11. Training the congregation to facilitate and support outreach
12. Maintaining the church logo

CONGREGATIONAL CARE
Congregational Care collects the prayer and other requests for aid from church members and takes whatever action may be deemed appropriate to help congregants in their need—visitations, cards, help.  . The committee conducts the intercessional prayer ministry of the church, noting and distributing the prayer needs weekly, and published the monthly church-wide e-newsletter. Healing oil (located on the side by the organ) is offered during Communion by the group.  

CONGREGATIONAL DEVELOPMENT
Congregational Development manages the teaching ministries of the church.  They coordinate the various studies, retreats, and spiritual development activities of the church and order all material to support such activities.  It is the usual for students to reimburse the church for course material; however, in coordination with the Pastor, the committee may provide funds to offset a student’s expenses. They conduct an annual library clean up and order materials for the library and manage the church’s scholarship program.
A1. MASTER CALENDARS (2009)
OPERATIONAL CALENDAR
January—Closet cleanout and restock; Facilities and Maintenance Committee review
February—Library clean-up

March—Clean Rugs in whole church/Lenten Clean-up and maintenance; roof/drain inspection and cleaning
April—Utilities change over to summer (AC): Vernon for boiler, change over, and filter/drain maintenance; RELAC for water; Facilities and Maintenance Committee review
May—
June—summer cleaning and maintenance; backflow valve test; roof/drain inspection and cleaning
July— Facilities and Maintenance Committee review
August—
September—Rug cleaning, whole church/Fall cleaning and maintenance; utilities change over to winter (HEAT):  Vernon for boiler, change over, and filter/drain maintenance; RELAC for water

October—Contract for leaf/snow removal; Facilities and Maintenance Committee review; roof/drain inspection and cleaning
November—roof/drain inspection and cleaning
December—Rug cleaning full church/Advent; clean-up and maintenance; roof /drain inspection and cleaning
Weekly: Vacuum, dust, trash removal; Monthly: carpet cleaning Plaza room and halls
ADMINISTRATIVE CALENDAR
Committees:  


Worship—1st Sunday of each month


Congregational Care—4th Sunday of each month

January—Review and organize church files
February—Announce quorum to church
March—Destroy lapsed records
April—
May—3rd Sunday Congregational meeting
June—
July—Begin process for long-term renter contract renewal
August—Contract renewal complete for long-term renters
September—Prepare draft budget; begin nomination process; begin pledge season
October—1st Saturday Council/Trustees retreat; slate of church positions and budget to Council; recommended changes to documentation
November—3rd Sunday Annual meeting
December—Report on coming year membership to Council
A2. SYSTEM OPERATIONS (2009)
PA system:

1. If the microphone is not already on the stage and plugged in, it may be behind the top choir pew on the left side (facing front).

2. If necessary, plug the microphone cable into the socket on the vertical carpeted edge of the stage, left side (facing front), just to the right of the steps.  If you examine the plug and the socket, you will see it can only be inserted one way, so please don’t try to force it.

3. Go to the right front of the sanctuary, behind the pulpit.  There is a small alcove there, under the baptistery.  The power strip is on the left side vertical wall of this small alcove.  With the microphone plugged in, turn on the power strip attached to the wall.

4. On the PA board (with all the knobs and sliders), locate the slider (a control that slides up and down in a slot) labeled “Main” in the lower right corner.  It is to the left side of another slider labeled “Monitor”.

5. Move this slider up to the horizontal stenciled line labeled “0” (zero) that crosses the slot.  This slider sets the volume for the whole system.  Have someone speak into the microphone so you can set a relative volume level using this “Main” slider.  Please note that how the speaker uses the microphone is as important as how far up this control is set (see instructions 7 and 8).

6. Keep in mind the speakers are half way back on either side of the sanctuary, not in front, so the sound system loudness level will be higher there than in the front of the congregation.  The sound system design is based on helping people in the middle and back of the sanctuary hear more clearly.  People in the front should be able to hear the speaker without a microphone.

7. Please raise or lower the stand so that the microphone is below the speaker’s mouth, angled slightly upwards (so the audience can still see the speaker’s face).

8. When talking into the microphone, the best distance is about two to three inches away.  Further away and the speaker won’t be heard clearly, closer and the sound may be too loud or distorted.

9. Depending on the size of the audience and how they’ve seated themselves in the sanctuary, you may want to angle the speakers (located on either side of the sanctuary about half way back) to point more directly at the majority of the audience.

10. Please leave all the other knobs and sliders as they are.  They are set specifically for the other microphones we use and the room itself.  Changing these will not affect the overall loudness and will almost certainly make the sound worse or make the system unusable.

11. When done, please turn off the system by following these instructions in this order:

· Bring the “Main” slider down to its lowest position (all the way down the slot), then

· Turn the power strip off. 
Instructions for Playing a Cassette Tape:

1. Follow the instructions for using the PA system above.

2. Push the power button (far left side, top) on the upper cassette deck.

3. Use the eject button (far left side, under the power button) to open the cassette bay door.

4. Place the cassette tape with the initial side to play facing you, exposed tape edge of the cassette down, in the cassette bay and close the door.

5. Use the play, fast forward, and reverse buttons as needed to position the tape.

6. On the PA board, turn the Tape knob (white knob, immediately above the “Main” slider) clockwise, up to about the 4 or 5 position to bring up the tape volume.  Adjust the volume to suit your needs, keeping the speaker locations in mind (see instruction 6 on the previous page).

7. When done, remove your cassette, turn down the Tape knob on the PA board, turn off the cassette deck and follow instruction 11 above to turn off the PA system.

Instructions for CD’s, etc. through main speakers:  TBS

Sanctuary Lighting:  Lighting for the front portion of the sanctuary is controlled from switches and dimmer located on the wall above the bookcase between the two main doors of the sanctuary.  Dimmers control the sconce style panel on the walls; switches, the overhead lights.  In addition a dimmer type control is located on the side wall by the rearmost door. Usually all lights are on and dimmer full on; however, during the period of mediation, all of the lights are turned off, rear dimmer set to 50% (note there is a time lag between adjusting the control and change in lighting); the one sconce dimmer is full off, and the other (controlling the sconce on the choir side of the sanctuary set to about 25%).
Heating/Air conditioning:

Heating—Call Vernon (current contractor) in late September and schedule appointment to “valve over” back to heat for October 15th.  Call RELAC (703-689-3550) and set appointment for October 15th to CLOSE the pipes in the Plaza Room closet (If stems are all the way out, valves are open; if stems are in, they are closed).  Check for leaks at over flow and valve stem over the next few days; if they occur, shut off the pump immediately (pressure is too high) and call Vernon for service..  

Air Conditioning—Call RELAC in early May (703-689-3550) and determine A/C start date.  Call Vernon (current contractor) schedule appointment to start “valve over” 2 weeks before start of A/C to set up system (they will shut off the circulating pump—switch on left hand wall).  After RELAC has switched over to A/C mode; flip the circulating pump switch on.  Check for leaks at over flow and valve stem over the next few days; if they occur, shut off the pump immediately (pressure is too high) and call Vernon for service. 

Baptistry: Controls are located in closet at east end of the Plaza Room. Close the drain valve to stopper the tub (pipe on the right); open the hot water valve (red) and then the cold water valve (blue).  The temperature is adjusted by adjusting the water mix; warm water requires a slow (~3 hour fill) with both valves open slightly so that the boiler can keep up, but a cold fill (~1/2 hour) will occur if both valves are fully opened.  Close the valves when tub is filled to desired level (leave at least 12” to allow for displacement).  After use, open the drain valve.
Utility Feeds and controls (Skilled amateurs or professional only):: 

Electrical—Breaker boxes are located in the kitchen, the sanctuary balcony, and in the altar closet.  Emergency Exit sign lighting is controlled fuses in a separate box in the altar closet.

Water—The main building shut-off is located in the janitor’s closet at the rear end of  Plaza-level hall.  

Hot Water—A boiler in the closet in the library supplies hot water to the building.  

Tools and Supplies:  Replacement lights and light duty tools are kept in the janitor’s closet on the Plaza level.  Bulbs specific to the sanctuary and special fuses are in the altar closet.  Bulbs for exit lighting and signs are kept in the secretarial supply office.

Keys: A complete set of key to all areas of the church and the combination to the locks on the sanctuary are in the safe in the church office (Treasurer, secretary, pastor and Trustees have the combination).

A3. WPBC Contractors (2009)
A. Maintenance on HVAC Equipment:
1.  Jim’s Electric Motor Co. Inc.

8811 Telegraph Road

Lorton, Virginia 22079

(703) 550 8624
2.  Vernon Heating & Air Conditioning, INC.

15100 Enterprise Court / Suite 200

Chantilly, Virginia 20151

(703) 968 7700 FAX (703) 968 8408

3.  Backflow Technology, LLC.

P.O. Box 1575

Sterling, Virginia 20167-4108

(703) 450 5898 FAX (703) 430 4108

4.  RELAC
703-689-3550
5.  Management Chemical Company

P.O. Box 390

Lusby, Maryland 20657

301) 937 8575 FAX & Voice

B. Janitorial Services

1) CAAL And Associates

P.O. Box 3340

Reston, Virginia 20190

(703) 430 5748

2) EBC Carpet Services Corporation

4385 Nicole Drive

Lanham, Maryland 20706

(301) 552 1800 FAX (301) 552 9677

3) Home Paramount Pest Control

P. O. Box 75271 (BR204)

Baltimore, Maryland 21275-5271

(703) 689 1171

C. Instrument Maintenance
1)Bruce Anderson, Piano Tuner

(703) 532 5820

2)R. A. Daffer Church Organs, Inc.

10545 Guilford Road

Suite 106

Jessup, Maryland 20794

(800) 419 4448 FAX (301) 490 2183

3)Olson’s Piano Service

Herndon

(703) 437-7117

D. Building Maintenance Interior / Exterior

1)All American Painting 

11104 Harbor Court

Reston, Virginia 20191

(703) 620 5563 FAX (703) 620 5563

Note: Bids are usually solicited for this work.

2) Shiner Roofing, Inc.

2711-R Dorr Avenue

Fairfax, Virginia 22031-4902

(703) 560 7663 FAX (703) 560 1347
Note: Bids are usually solicited for new roof.  Repairs are made by Shiner on existing roof.

3) Bowman’s-Everett’s Plumbing and Heating, Inc

506 Shaw Road, Suite 328
Sterling, Virginia 20166

(703) 433 2330

4) S.L.S. Landscaping, Inc.

5424 Vine Street

Alexandria, Virginia 22310

(703) 924 5092

Note: Snow removal contractor, we usually use Lake Anne Association Contractor.  Contractor may change on an annual basis.

5) Vienna Glass Company

204-F Mill Street

Vienna, Virginia 22180 

(703) 938 8721
E. Insurance

1) Allstate Insurance Company

John P. Bennett, Agent

703-C East Market Street

Leesburg, Virginia 20176

2)The Hartford 

4401 Middle Settlement Road

New Hartford, New York 13413

(866) 467 8730

Note: Workers Compensation and Employer Liability Policy

F. Financial

1)Millennium Bank

1051 Elden Street

Herndon, Virginia 20170

(703) 796 1120

Note: Mortgage

2)Millennium Bank

1051 Elden Street

Herndon, Virginia 20170

(703) 796 1120

Note: Checking & Money Market accounts

3)Books to the Penny

Bookkeeping Services

Elizabeth A. Charles

1472 Kingsvale Circle

Herndon, Virginia 20170

(703) 707 6242
A4. Expenditure Request form (2009)
WPBC Expenditure Request

Name of Receipt holder:___________________________________

Purpose:  ___________________________
Approval:  __________________________
          (chair or lead/date)

date        ____________________________                                                 

___________________________________________________________________

 FINANCE USE ONLY                                               Availability:  ________________

               



                                     (Finance/date)

Goods or Services received by: ___________________        Date: __________
Payment:  1. Commercial, attach bill                               check #/date:  _____________

                 2. Reimbursement, attach receipt                    check #/date:  ____________

                TO:   _______________________

                          ________________________

                         ________________________

A5.  PRIMER FOR USHERS, LITURGISTS, AND READERS (2009)
Remember that you are part of a worship activity whose sole purpose is to honor God; your role is enhancing the worship experience for all in attendance.  As a church we are informal and easy-going but not sloppy or disrespectful.  Each group has a special role, a focus, which goes beyond the rote doing of the job.

The liturgist guides the worship service so that the transitions from phase to phase within the service are smooth.  The general pattern of service is praise and thanksgiving, reading and meditating on the word, the homily, offerings and petitions, and finally communal parting. You guide that flow through words and actions of transition so that the congregation knows what is happening and what is expected of them; you make them feel welcomed by being inclusive and sensitive to special needs—for example, saying “Will all who are able rise” before hymns.  Everything else is style and experience.

The liturgist should arrive 15 minutes before the service starts, familiarize your self with the bulletin and check with music and pastor for any changes and special concerns.  If you are not offering the opening prayer, be sure to let the pastor know well ahead of the service.  Introduce the hymns by title and page number.  You will generally be responsible for the transition to the time of quiet mediation; remember it is our time to listen for God’s message to us as mediated through the scripture just read. It is best to leave the dais at the beginning of the meditation period and return as the invitation hymn begins.  You should direct (a simple hand motion is sufficient in most cases) the ushers to come forward for the offering and hand them the plates.  Remember to ask those present to sign the attendance register, located at the end of pew on your right and pass it across.  Again direct the ushers to come forward to present the offering, receive the plates from them, and place them on the altar table.  Finally, after you collect the prayer petitions, your should direct the congregation to form the prayer circle or follow the pastor in a transition to the Communion service as appropriate

The reader presents the word of God.  We approach this through a version of the ancient practice of the lecto divino in which scripture is read and then the listener is invited to open themselves to God for meaning.  Use any translation you wish to but, before reading to the congregation,, read the selected passage aloud several times to become comfortable with the sound of the text.

Ushers are shepherds tending to the need of those gathered in worship.  The sanctuary should be clean and tidy, a program and welcome provided, the offering taken or the elements of Communion distributed with the minimum of jostling and movement by the congregants, and your work should be done with as little interference of other worship activities as possible.  

The assigned usher should arrive 15 minutes early, light candles on altar table, scan the sanctuary and remove any clutter.  Check the bulletin (usually on the organ; if not in the office) and consult with the liturgist, pastor, and music director on any special requirements.  Solicit help from at least one other attendee.  Distribute the bulletin and greet the arrival; if possible, note visitors and offer them a visitor’s packet (located in the bookcase at the rear of the sanctuary).  The lights in the sanctuary are dimmed during the meditation prior (see Sanctuary Lighting, page 21).  At the conclusion—signaled by the sung “amen” from the choir—restore lighting to full on. You should come forward at the very end of the hymn of invitation to receive the offering plates; please wait until directed by the liturgist to begin the process (note we do not pass the plate to the choir, since they will be doing special music during the collection).  When you have finished, combine to a single plate, and wait until the special music has concluded before bringing the offering forward and giving it to the liturgist, or wait to bring the offering forward during the singing of the Doxology when that is a part of the service.

After the conclusion of the service, scan the sanctuary, remove any debris, replace hymnals, etc.

On communion Sundays, you will also be responsible for distributing the bread and juice to the congregation.  You should wait until those who will be taking communion at the rail are in line and then come forward. Follow the direction of the pastor. In distributing the elements, don’t forget the accompanist and offer (retaining control of the trays) the elements to the congregation.  You should take communion in front as the pastor offers it to the seated congregation.
A6.  LITURGIIAL CALENDAR AND COLORS (2007)
Advent (1st Sunday through 4th Sunday):                           Purple

1st and 2nd (Epiphany) Sundays after Christmas:          White 

Season of Epiphany (up to 8 Sundays):                            Green

Lent (Ash Wednesday through Maundy Thursday):          Purple 

Good Friday                                                                       Black Covering 

Easter Season (eve and Easter day)                                   White

6 Sundays after Easter                                                       White

Pentecost (7th Sunday)                                                         Red

Season of Pentecost/Trinity (until Advent)                       Green

Materials are stored in the sanctuary closet.
A7. 2009-2010 RENTAL FEES 

	Room Type
	Capacity**
	Rental Rates*

	
	
	Member
	Affiliated  
	Non-Affiliated  

	Sanctuary rental
	100
	No charge
	$63/hr
	$105/hr

	Musical instruments (pianos or organ)
	N/A
	$150/use
	$158/use
	$158/use

	Sound System use
	N/A
	No charge
	$53/use
	$53/use

	Plaza Room

(5 sections)
	100
	No charge
	$32/hr
	$53/hr

	Plaza Room 

(3 sections)
	50
	No charge
	$16/hr
	$27/hr

	Kitchen
	5
	No charge
	$19/use
	$32use

	Outside electrical outlet
	N/A
	No charge
	$19/use

Summer Pass - $95
	$32/se

Summer Pass - $158

	Small Meeting Rooms (Upstairs)


	10
	No charge
	$16/hr
	$27/hr


A8. 2007 STRUCTURE:
Washington Plaza Baptist Church (As approved by Council, June 2007; abridged)
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Congregation:  Primary element which establishes the church and its specific mission; it delegates specific operational needs and functions through its constitution and by-laws.  It is composed of all who join the church and support its ministries.  

Senior Pastor: The minister who is called by the church to provide spiritual guidance and support to all aspects of church life.  The pastor directs the staff, professional and administrative personal who conduct specialized activities necessary for the functioning of the church. 

Moderator:  The person to whom the church delegates the responsibility to coordinate the activities of and communication among its various structural elements. The moderator calls and chairs all congregational and Council meetings; the Moderator-Elect is the person who succeeds the Moderator upon completion of the term of service or in case of absence or inability of the Moderator to serve.
Council:  The primary body for coordinating the ministries and activities of the church.  It has decisional authority in all matters that are not explicitly held by the congregation as a whole or otherwise delegated to another body in the constitution. It is composed of the chairs of all standing committees plus two members from the congregation at large.  The 2007 committees are:
· The Worship Committee, 

· The Mission Services Committee, 

· The Congregation Care Committee,  

· The Congregational Development Committee,

· The Outreach Committee, 
· The Music & Arts Committee,
· The Personnel Committee, 

· The Finance Committee, the chair is the church Treasurer, and 

· The Facilities and Maintenance Committee 

· The ad hoc Facilities Requirements Committee

Church Clerk: The person responsible for the taking and filing the minutes of Council and congregational meetings.

Trustees:  Those to whom the congregation delegates fiduciary responsibility for the church’s real property and fiscal policy that protect the church’s property.
A9. 2007 COMMITTEES, OFFICERS, REPRESENTATIVES, AND PERSONNEL 
Ministers and staff—

Elizabeth Evans Hagan, Pastor

Glenn Cain, Music Director

Deb Krahling, Administrator 

Trustees—

Ernie Brunson, Chair

Anne Strange

Kirby Yarbrough

Moderator:  Roosevelt Calbert
Moderator-elect:   Jane Tatum 

Worship

Thelma Calbert, chair (liturgists and reader coordinator)
Eulene Bevans (usher coordinator), Teri Blodger (usher coordinator), Glenn Cain, Heideh Ekhvanossafa (Communion), Dorothy Freitas (church mouse) , Nancy Mohl (Hospitality and Altar), Diana Nauer, and Joan Sandvik

Outreach
Cindy Fretwell, chair
Mary Mass, Barbara Schipper, Deb Krahling (Web-master)
Mission Service

Nancy Davis, chair

Janet Rickert, Anne Strange, Joan Sandvik, Nancy Mohl, Nancy Davis, and possibly still Heideh Ekhvanossafa
Music & Arts

Steve Krahling, chair

Edwina Chen, Ryan O’Neil, Grandison Jones, and Cynthia O’Connell
Congregational Care
Janet Rickert and Leomia Brunson, co-chairs

Shirley Albers, Eulene Bevans, Ernie Brunson, Nancy Davis, Bruce Freitas, Nancy Mohl, 

Joan Sandvik, David Rickert, Don Rees

Congregational Development
David Rickert, chair

Thelma Calbert, Jane Tatum, Joan Sandvik, and Don Rees 
Personnel

John Blodger, chair 

Ernie Brunson, chair trustees

Roosevelt Calbert, moderator

Jane Tatum, Moderator-elect
Elizabeth Hagan, Pastor
Grandison Jones
Finance
VACANT, Chair/Treasurer

Craig Mass
Ernie Brunson

Kirby Yarbrough
David Rickert
Facilities and Maintenance
Grandison Jones, chair

Ernie Brunson, Nancy Mohl, Anne Strange, Richard Williams, Kirby Yarbrough, Edwina Chen
Facilities Requirements (ad hoc)
Kirby Yarbrough, chair 

Roosevelt Calbert, Edwina Chen, Anne Strange, David Rickert

Council 

Roosevelt Calbert, Moderator

Jane Tatum, Moderator-elect

VACANT, secretary

John Blodger, Personnel

Thelma Calbert, Worship

Nancy Davis, Mission Services
Steve Krahling, Music & Arts
Cindy Fretwell, Outreach

Grandison Jones, Facilities and Maintenance 

VACANT, Finance

Janet Rickert/Leomia Brunson, Congregational Care

At Large:

     Don Rees and Eulene Bevans
Representatives to Affiliated Organizations

Anne Strange, Reston Interfaith Board

Thelma Calbert & Eulene Bevans, The Closet, Inc., Board

A10. 2008 Membership roll of those attending and participating regularly or under watch care of the church.

          a/o May 1, 2009
Allen, Robert
Baghai, Mana 
Barr, Pamela
Barsella, Rainy Lyons
Bevans, Eulene
Blodger, John 

Blodger, Teri
Brunson, Ernest
Brunson, Leomia
Calbert, Roosevelt
Calbert, Thelma

Chen, Edwina 

Chen, Ke Jian

Davis, Nancy
De Souza, Cherie
Ekhvanossafa, Heideh

Freitas, Bruce

Freitas, Dorothy

Fretwell, Cindy

Gillin, Geraldine

Goldstein, Shirley 

Hagan, Kevin

Hale, Karen 

Judd, Jim

Jones, Grandison

Lee, Sharon

King, Peter
Krahling, Steve

Marzan, Damaris
Mohl, Don

Mohl, Janine

Mohl, Nancy 

Nauer, Debbie

Nauer, Diana

O’Neil, Ryan

Penney, Eleanor

Rees, Don 
Rees, Shirley
Rickert, David
Rickert, Janet

Rieth, Carolyn

Robinson, Steve

Sandvik, Joan

Schipper, Barbara

Scott, Christine Boaz

Scott, Jeffrey R. 

Shubert, Kay

Smith, Linda A. 
Smith, Morris

Slater, Kay 

Strange, Anne 

Tatum Jane
Tatum, William 

Washington, Lola
Williams, Eloise
Williams, Ray
Williams, Richard 
Yarbrough, Kirby 
.
A11. 



2009 GOALS
                    November, 2008
These are the major goals that the WPBC Church Council agreed to accomplish in 2009 and the committees that are responsible for their attainment. In addition to these goals, each committee has its own set of goals for 2009.






To conduct a community needs assessment by October 31, 2009.





Committees who are responsible: Ad Hoc Community Needs





Action Plans TBD





To have a least one joint worship service with the two Hispanic congregations that are worshiping in the church by December 31, 2009.





Committees who are responsible: Worship/Music and Arts





Action Plans: TBD





To increase the church’s visibility specifically in Lake Anne and surrounding communities. 


This would include participating in a least one local community project.





Committees who are responsible: Mission Services/Music and Arts/Outreach





Actions Plans: TBD





To increase church membership by 15 new members by December 31, 2009 for the purpose of supporting the church’s mission.


To worship God


To proclaim the Good News of Jesus Christ


To teach and model those things that Christ has commanded


To minister with compassion for all





This would include asking each person who attends the church to invite one family member or friend to attend a worship service or church event sometime during 2009.





Committees who are responsible:  Outreach/Finance/Congregational Care Committees





Action Plans: TBD








To lay the foundation for children’s Sunday school program by December 31, 2009.


 This will include hiring a paid Nursery Worker by January 31, 2009 and establishing a schedule so that someone is always available on Sundays to conduct an intergenerational Sunday school program. Once there are children attending, the children will be accommodated in the worship service until it is time to leave for Sunday school.





Committees who are responsible:  Worship / Congregational Development Committees/Personnel





Action Plans: TBD
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