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INTRODUCTION
“All this, in writing at the Lord’s direction, he made clear to me – the plan of all the works.” 1
Throughout the Bible, the Lord provides his followers with many directions… “plans,” if you will,
for the conduct of his (and our) affairs on earth.
At Oxford Presbyterian Church, indeed at many churches, there are as many ideas for effective
conduct of our work as there are members. It is of great importance, therefore, that the staff,
committees and members go about the business for which we are charged with clear purpose and
clear direction, unified toward the goal of perpetuating the teachings and manner of Christ to the
world.
“Christ established the church, but people create and operate its institutional forms. Church
leaders serve as ‘midwives’ with God in a church, giving ‘birth’ to an organizational
structure that is to be faithful to its mission.”2
Over the course of its existence, Oxford Presbyterian Church has crafted, adopted, implemented and
discarded policies and procedures as time and needs dictated. While this process involved constant
revision and attention, seldom were those policies recorded in any concise vehicle for easy access and
understanding. Many times, staff and members have found themselves searching for the guidance and
wisdom of policy when either there was none or what WAS in existence was either not properly
understood nor easily found. Thus, the need…and thus this manual.
“The existence of a series of policy statements subscribed to by the church body provide the
framework for efficient and competent operation of the administration of the church, thereby
reducing the frustration of the task.”3
Any compilation of policies must be organized and presented in a fashion that is easy to understand
and must provide the individual or committee with the information necessary to conduct its affairs. It
is especially important that these policies be readily available to guide new staff and committee
members that join the church or its committees.
To that end, this manual provides the following information:





The Regulations of the corporation and any other documents which authorize the entity to
exist and function;
The structure of the organization, including its personnel and committees;
Policies and procedures for the general operation and administration of the church.
This manual will be updated as new policies are developed and approved, as well as
removing old policies that are discarded.

1

I Chronicles 28:19 “The Holy Bible” (NSRV)

2

Bruce P. Powers, “Church Administration Handbook,” 1985

3

Robert H. Welch, “The Church Organization Manual,” 1996, NACBA, Page I

1

I

STATEMENTS OF MISSION AND VISION
“A family of Christians dedicated to sharing the love of
Jesus Christ with the local and world community.”
The Mission of Oxford Presbyterian Church of Oxford, Pennsylvania is to serve God by:
Celebrating with joyful praise God’s redeeming love, seeking God’s will for each and all of us;
Serving the human need in our congregation, community and world;
Developing our full God-given potential as we learn and grow together;
Creating and nurturing ministries of fellowship, friendship, care and concern for members of
all ages;
Faithfully utilizing our time, talent, resources, location and facilities to serve our members,
community and world.

II

REGULATIONS OF OXFORD PRESBYTERIAN – Adopted March 1, 2016
A. RELATION TO THE PRESBYTERIAN CHURCH(USA)
a) Oxford Presbyterian Church (OPC) is a member church of the Presbytery of
Donegal in the Synod of the Trinity of the Presbyterian Church(USA) A member of
Session-Board of Trustees will be designated to be a representative to attend stated
and called Presbytery meetings.
B. GOVERNANCE OF THE CHURCH
a) This church shall be governed in accordance with the Book of Confessions and the
Book of Order of the Presbyterian Church(USA) and the Nonprofit Corporation Law
of the State of Pennsylvania. Consistent with those documents, these Regulations
shall provide specific guidance for this church. The most recent edition of Robert’s
Rules of Order shall be used for parliamentary guidance.
C. MEMBERS
a) For purposes of these Regulations, the term “member of the corporation” or
“member” as used herein shall have the same meaning as the term “active member,”
a person whose name appears on the Active Members’ Roll.
D. MEETINGS
1. ANNUAL MEETING.
a) The annual meeting of members of the corporation shall be conducted in
conjunction with the annual meeting of members of the congregation of Oxford
Presbyterian Church on such date and at such time as shall be designated by the
Session-Board of Trustees of Oxford Presbyterian Church (sometimes hereafter the
“Session”). Such combined annual meeting shall be held within the first two months
following the close of each fiscal year of the corporation. At the annual meeting, in
addition to the business of the congregational meeting, officers (including trustees)
may be elected, reports of the affairs of the corporation, including from the Session,
the Board of Deacons, and other organizations of the church may be presented and
considered, and such other business shall be transacted as may properly be brought
before the meeting. After review by the Session-Board of Trustees, compensation of
the Pastor(s) shall be considered and adopted by the members present.
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2. SPECIAL MEETINGS.
a) Special meetings of members of the corporation may be called at any time by the
Session-Board of Trustees upon receipt of a request in writing by any person(s)
entitled to call a meeting of members of the corporation that (a) states the purpose or
purposes of the meeting, which may include election of trustees and/or other officers
of the corporation, and any other business appropriate for congregational
consideration and (b) is delivered either in person or by registered or certified mail
to the Moderator-President (the “Moderator”) or the Clerk of the Session-Secretary
(the “Clerk”) not less than ten days prior to the date requested for the meeting, if any.
Such officer shall promptly arrange for notice of such meeting to be given as
provided in Section II.D.5. hereof.
3. BUSINESS TO BE TRANSACTED AT MEETINGS OF THE CONGREGATION.
a) Business at meetings of the congregation shall be limited to:
1)

matters related to the election of ruling elders, deacons, and trustees;

2)

matters related to the calling of pastors;

3)

matters related to the pastoral relationship, such as changing the call, or
requesting of consenting, or declining to consent to dissolution;

4)

matters related to buying, mortgaging, or selling real property;

b) matters relating to the permissive powers of a congregation, such as the desire to
lodge all administrative responsibility in the Session-Board of Trustees.
However, both ecclesiastical and corporate business may be conducted at the same
congregational meeting.
4. PLACE OF MEETINGS.
Meetings of members of the corporation, whether annual or special, shall be held at such
place within or outside the State of Pennsylvania as shall be determined from time to
time by the Session-Board of Trustees. In the absence of such determination, meetings
of members of the corporation shall be held in the fellowship hall of Oxford
Presbyterian Church.
5. NOTICE OF MEETINGS.
Notice of each meeting of members may be provided in written and/or verbal form and
shall be given in connection with services of worship on two successive Sundays. Notice
of any special meeting of the members shall state the purpose or purposes of such
meeting. No matter other than those stated in the notice of the meeting may be
considered at any such special meeting. The meeting may be convened immediately
following the notice given on the second Sunday. When the meeting is called for the
purpose of electing a Pastor, the notice shall be given in written and verbal form at least
ten days in advance of the meeting, which shall include two successive Sundays.
6. WAIVER OF NOTICE.
Attendance of a member at any meeting of members, without protesting, prior to or at
the commencement of the meeting, the lack of proper notice, shall be deemed to be a
waiver by that member of notice of the meeting.
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7. MODERATOR.
The Pastor shall moderate all meetings of members. If there are co-Pastors, they shall
alternately preside at meetings. When the church is without a Pastor, the moderator
appointed by the presbytery shall preside. If it is impractical for the Pastor or the
moderator appointed by the presbytery to preside, he or she shall invite, with the
concurrence of the Session-Board of Trustees, another teaching elder of the presbytery
to preside. When this is not expedient, and when either the Pastor or the moderator
concur, a member of the Session-Board of Trustees may be invited to preside.
8. SECRETARY.
The Clerk shall serve as secretary of all meetings of members. If the Clerk is not present
or is unable to serve, the congregation shall elect a secretary pro tem.
9. MINUTES.
The minutes of any meeting of members recorded by the secretary shall be attested by
the Moderator and the Clerk and shall be recorded in the Minute Book of the SessionBoard of Trustees.
10. QUORUM.
A quorum for any meeting of members shall be the Moderator, the Clerk, and one tenth
of the members. A majority of the members present at a meeting may adjourn such
meeting from time to time without notice other than announcement at the meeting of the
place, date and hour of the adjourned meeting. At an adjourned meeting, members may
transact any business which might have been transacted at the original meeting.
11. VOTING.
Each member present at any meeting of members shall be entitled to one vote upon each
matter properly submitted to the members for their vote at that meeting. Voting by proxy
is not allowed. When a quorum is present at any meeting, except as otherwise expressly
required by statute, the Articles of Incorporation, or these Regulations, a majority of
votes cast at a meeting of members shall control.
12. CONDUCT OF MEETINGS.
All meetings of members shall be conducted in accordance with the most recent edition
of Robert’s Rules of Order, except to the extent otherwise required by statute, the
Articles of Incorporation, or these Regulations.
E. THE SESSION-BOARD OF TRUSTEES
1. GENERAL POWERS.
All of the authority of this corporation shall be exercised by or under the direction of the
Session-Board of Trustees, subject to limitations imposed by law, the Articles of
Incorporation, or these Regulations.
2. NUMBER, ELECTION AND ELIGIBILITY.
The trustees of the corporation shall be those persons constituting the Session of Oxford
Presbyterian Church. There shall be no fewer than 15 Ruling Elders in active service,
divided into three classes as nearly equal in number as possible, one class of whom shall
be elected each year for a three-year term. The exact number of Ruling Elders shall be
determined from time to time by vote of the congregation on recommendation from the
Session-Board of Trustees, but no reduction in such number shall have the effect of
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shortening the term of a Ruling Elder. No Ruling Elder may serve on the Session-Board
of Trustees for more than two (2) consecutive full terms. No Ruling Elder who has
served two (2) full terms shall be eligible for election to a new term until one full year
shall have elapsed. Each Ruling Elder shall remain in active service until his or her
successor has been ordained and installed, or until his or her earlier death, resignation or
removal. No person shall serve as a trustee of the corporation unless he or she is a
Ruling Elder in active service on the Session-Board of Trustees.
3. MEETINGS OF THE SESSION-BOARD OF TRUSTEES.
Stated or regular meetings of the Session-Board of Trustees shall be held at least
quarterly. Special meetings of the board of trustees may be called in the same manner as
special meetings of the Session. Unless the notice of meeting otherwise specifies, each
such meeting shall be conducted in conjunction with a meeting of the Session-Board of
Trustees, and separate notice of meetings of meetings of the board of trustees shall not
be required.
4. PLACE OF MEETINGS OF THE SESSION-BOARD OF TRUSTEES.
Meetings of the Session-Board of Trustees, whether regular or special, shall be held at
such place within or outside the State of Pennsylvania as shall be determined from time
to time by the Session-Board of Trustees. In the absence of such determination,
meetings of the Session-Board of Trustees shall be held on the premises of Oxford
Presbyterian Church.
5. NOTICE OF MEETINGS OF THE SESSION-BOARD OF TRUSTEES.
Notice of all meetings of the Session-Board of Trustees shall be given not less than three
(3) days in advance of the meeting by any of the means specified in I.3 of these
Regulations. Notice of any special meeting of the Session-Board of Trustees shall state
the purpose or purposes of such meeting. No matter other than those stated in the notice
of the meeting may be considered at any such special meeting.
a) Meeting Format
1)

In the 21st century, people are increasingly relying on electronic forms of
communication to connect, share information, and talk with one another and
make decisions. There are numerous ways to communicate electronically in the
digital age, including e-mail, Skype, Twitter, Instagram, and Facebook to name
only a few. Often, these options are new and sometimes unfamiliar. On
occasion, there are some members of a group that have access to these options
and other members of the group that do not. This can all lead to problems when
it comes to meetings.

2)

The Book of Order provides that, “Meetings of councils shall be opened and
closed with prayer. Meetings shall be conducted in accordance with the most
recent edition of Robert’s Rules of Order Newly Revised, except when it is in
contradiction to this Constitution.” (G-3.0105) The provision of Robert’s Rules
when it comes to electronic meetings is that there must be “simultaneous aural
communication.” Examples of methodology that would not satisfy this
deliberative process include postal mail, e-mail (more below), chat rooms, and
fax communications. The goal is for the meeting to have the nature of a
deliberative body so that Session can genuinely consider the decisions before it.

3)

Electronic Meetings
(a) The OPC Session may transact business at electronic meetings, that is, at
meetings at which rather than all participating members being physically
5

present in one room or area as in traditional face-to-face meetings, some
or all of them communicate with the others through electronic means,
such as the Internet or by telephone. It is important to note that conference
call meetings are challenging and require a high level of skill from the
Moderator and participants. However, this type of meeting does not lose
its character as a deliberative assembly, so long as the meeting provides
an opportunity for simultaneous aural communication among all
participating members. Under such conditions, an electronic meeting is
treated as though it were a meeting at which all the members who are
participating are actually present.
(1) It is important to note that OPC committees that are expressly
established in the OPC Policy Manual can also hold a valid
electronic meeting.
(b) The notice of an electronic meeting must include an adequate description
of how to participate in it (e.g., the telephone number to call for a
teleconference).
(c) Before an electronic meeting–other than a teleconference–is called, it is
important to ensure that each participant has access to the equipment or
computer software required for such a meeting.
(d) The rules with respect to what constitutes a quorum for conducting a
Session meeting that are provided in this Policy Manual apply to all
electronic meetings.
(e) To raise a question or register a vote during an electronic meeting, each
participant must state his or her name, be recognized by the Moderator,
and either pose the question or register a vote.
(f)
4)

Minutes of electronic meetings will be taken by the Clerk of Session or by
his or her designee and made a part of the official church records.

E-Mail
(a) Based on advice from the Presbytery of Donegal, Session meetings cannot
be conducted via e-mail.
(b) An official vote cannot be taken via e-mail unless there has been
provision for deliberation prior to the e-mail vote. For example, in order
to cancel or reschedule an upcoming Session meeting, an e-mail may be
sent out by the Clerk of Session or the Moderator posing the issue of
canceling or rescheduling the meeting, noting that an e-mail vote will be
taken in the near future. This type of e-mail communication should be
reserved only for routine decisions. If there is not time for this kind of
communication, Session members should be polled by telephone.
(c) If a decision is made via e-mail, it must be ratified at a subsequent faceto-face meeting, and the decision must be recorded in the minutes.

6. WAIVER OF NOTICE.
Attendance of a Ruling Elder-Trustee at any meeting of the Session-Board of Trustees
without protesting, prior to or at the commencement of the meeting, the lack of proper
notice, shall be deemed to be a waiver by that Ruling Elder-Trustee of notice of the
meeting.
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7. MODERATOR AND SECRETARY.
A Moderator and a secretary shall be provided for any meeting of the Session-Board of
Trustees in the same manner as set forth in Sections E.7 and E.8 of these Regulations
with, if necessary, the Session-Board of Trustees selecting the secretary pro tem.
8. QUORUM.
a) A quorum for any meeting of the Session shall consist of the Moderator and a
majority of the Ruling Elders then in office (see Book of Order, Section G-3.0203).
Since OPC has 16 Ruling Elders, a simple majority must be no fewer than eight
Ruling Elders. This will provide the needed nine to conduct business.
b) A quorum for any meeting of the Board of Trustees shall consist of a majority of the
Ruling Elders then in office; the Moderator is not considered for this number. Since
OPC has 16 Ruling Elders, a simple majority must be no fewer than 9 Ruling Elders.
Because OPC’s Session and the Board of Trustees are comprised of the same persons,
care must be taken to ensure that the correct quorum is present, depending on whether
the group is meeting as the Session or as the Board of Trustees.
9. ACTIONS WITHOUT MEETING.
Any action that may be authorized or taken at a meeting of the Session-Board of
Trustees may be authorized or taken without a meeting with the affirmative written vote
or approval of, and in a writing or writings signed by, all of the Ruling Elder-Trustees,
including any transmission by authorized communications equipment that contains an
affirmative vote or approval.4
10. COMMITTEES OF THE SESSION-BOARD OF TRUSTEES.
The Session-Board of Trustees may create committees of the trustees, each to consist of
one or more Ruling Elder-Trustees. Such committees shall have and may exercise such
powers as may be conferred or authorized by the resolutions of the Session-Board of
Trustees appointing them; however, no committee shall have the power to fill vacancies
among the Ruling Elder-Trustees or in any committee. The Session-Board of Trustees
shall have the power at any time to fill vacancies in, to change the membership of, or to
discharge any such committee. Each such committee of the Session-Board of Trustees
shall be chaired by a Ruling Elder-Trustee. Persons who are not Ruling Elder-Trustees
may also serve as members of such committees.
F. OFFICERS OF THE CORPORATION
1. OFFICERS.
The Moderator of the Session shall be the president of the corporation and the Clerk of
the Session shall be the secretary of the corporation. The board of trustees shall elect a
treasurer of the corporation who may, in the sole discretion of the Session, also serve as
Chairperson of the Session’s Budget and Finance Committee, or any similar committee.
The board of trustees may elect such other officers and appoint such other agents of the
corporation as the board of trustees may determine. Except as otherwise provided in the
Form of Government, all officers shall have such authority and term of office, and shall
4

“Authorized communications equipment” means any communications equipment that provides a transmission,
including, but not limited to, by telephone, telecopy, or any [other] electronic means, from which it can be
determined that the transmission was authorized by, and accurately reflects the intention of, the member or [trustee]
involved and, with respect to meetings, allows all persons participating in the meeting to contemporaneously
communicate with each other. (This includes fax and e-mail, among other electronic communications.)
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perform such duties, as the board of trustees may from time to time determine. Any two
or more offices may be held by the same person, but no officer shall execute,
acknowledge, or verify any instrument in more than one capacity if such instrument is
required by law, the Articles of Incorporation, or these Regulations to be executed,
acknowledged or verified by two or more officers.
2. TERM.
Except as otherwise provided in the Form of Government, each officer shall hold office
until his or her successor is elected or until his or her earlier death, resignation or
removal.
3. BONDS.
If the board of trustees shall so require, any officer or agent of the corporation, except
the Moderator and the Clerk, shall give a bond to the corporation in such amount and
with such surety as the board of trustees may deem sufficient, conditioned upon the
faithful performance of his or her duties.
G. BOARD OF DEACONS
1. NUMBER, ELECTION AND ELIGIBILITY.
There shall be no fewer than 12 Deacons in active service, divided into three classes as
nearly equal in number as possible, one class of whom shall be elected each year for a
three-year term. Notwithstanding the foregoing, the members of the congregation may,
by vote in a meeting of the congregation, elect one or more persons under 25 years of
age to the office of Deacon, to serve on the Board of Deacons for a term of one, two or
three years. No Deacon may serve for consecutive full terms, but a Deacon who serves a
partial term may be re-elected to serve a consecutive full term. No Deacon who has
served a full term shall be eligible for election to a new term until one full year shall
have elapsed. Each Deacon shall remain in active service until his or her successor has
been ordained and installed, or until his or her earlier death, resignation or removal.
2. MEETINGS OF THE BOARD OF DEACONS.
Meetings of the Board of Deacons shall be called, noticed and conducted in the manner
prescribed for the Session-Board of Trustees.
3. LEADERSHIP.
The Board of Deacons shall elect a moderator and a secretary from its membership. The
Associate Pastor, if any, shall provide staff support to the Board of Deacons.
H. INDEMNIFICATION
The corporation shall indemnify its trustees and officers, including Elders and Deacons in
active service, to the full extent permitted by the Nonprofit Corporation Law of
Pennsylvania. The corporation may, to such extent and in such manner as is determined by
the board of trustees within its sole discretion, but in no event to an extent greater than is
permitted by the Nonprofit Corporation Law of Pennsylvania, indemnify any employee or
agent of the corporation permitted to be indemnified by the Nonprofit Corporation Law of
Pennsylvania.
I.

MISCELLANEOUS PROVISIONS
1. FISCAL YEAR.
The fiscal year of the corporation shall end on the 31st day of December.
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2. CONGREGATIONAL NOMINATING COMMITTEE.
The Congregational Nominating Committee shall be composed of at least two Ruling
Elders in active service designated by the Session (one of whom shall be designated as
Chairperson of the Committee), the Moderator (as an ex officio member without vote),
at least one member of the Board of Deacons, and six other members of the corporation,
none of whom shall be in active service as an Elder or a Deacon, who shall be elected
annually by the members at the annual meeting of the members or at any special
meeting called for such purpose. The Congregational Nominating Committee shall bring
to the next annual meeting of members, or any special meeting called for such purpose,
a slate of nominees eligible for election to each office to be filled. The
congregation/corporation shall elect men and women from among its members, giving
fair representation to persons of all ages and of all racial/ethnic backgrounds, and to
persons with disabilities, to the office of Ruling Elder-Trustee and Deacon.
3. NOTICE.
Whenever provisions of law, the Articles of Incorporation, or these Regulations require
notice to be given to the Ruling Elder-Trustees or to the Deacons, such notice may be
given in writing, by hand delivery, by mail, by courier, by overnight package delivery,
or by authorized communications equipment, in any case prepaid and addressed to each
such Ruling Elder-Trustee or Deacon as his or her address appears on the records of the
corporation. Notice given by any one of the above methods shall be sufficient, and the
method of giving notice to all Ruling Elder-Trustees and to all Deacons, respectively,
need not be uniform. Such notice, unless delivered by hand or by telephone call, shall be
deemed to be given at the time when it is so mailed, or delivered to a courier, an
overnight package delivery company, or in the case of a telecopy or an electronic mail
message, when transmission has been confirmed. In computing the period of time for the
giving of notice, the day on which notice is given shall be excluded, and the day when
the event for which notice is given is to occur shall be included.5
4. INTERPRETATION.
In the event that any provision of these Regulations conflicts with, fails to conform to, or
is inconsistent with, any requirement or other provision of the Form of Government of
the Presbyterian Church(USA), as it now exists or as it may in the future be amended,
the applicable requirement or other provision of the Form of Government shall control to
the extent permitted by the Nonprofit Corporation Law of Pennsylvania.
J. SEAL
A corporate seal shall not be required. If the board of trustees elects to provide a seal, failure
to affix such seal to any document shall not affect the validity thereof.
K. AMENDMENT
These Regulations may be altered, amended or repealed, or new Regulations may be
adopted, at any annual or special meeting of members called for that purpose and at which a
quorum is present, by the affirmative vote of a majority of members present at such meeting.

5

“Authorized communications equipment” means any communications equipment that provides a transmission,
including, but not limited to, by telephone, telecopy, or any [other] electronic means, from which it can be
determined that the transmission was authorized by, and accurately reflects the intention of, the member or [trustee]
involved and, with respect to meetings, allows all persons participating in the meeting to contemporaneously
communicate with each other. (This includes fax and e-mail, among other electronic communications.)
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III CHURCH ORGANIZATION
Oxford Presbyterian Church is governed by its 18-member Session-Board of Trustees. The
Session-Board of Trustees oversees the operation of the Oxford Community Preschool, as well
as the church’s nine standing committees. The standing committees are:
Stewardship
Property
Christian Education
Membership and Development
Budget and Finance

Outreach
Administration and Personnel
Nominating
Worship and Arts
Nurturing Ministry (through Board of Deacons)

Session committees shall be composed of no fewer than two (2) Ruling Elders to be named by
the Session-Board of Trustees, on the recommendation of the Moderator, as chair, and no fewer
than three members from the Congregation-at-large. This does not exclude Deacons from
serving as members of the committees; neither does it require such service.
The Nurturing Ministry (Board of Deacons) consists of four sub-committees:
Fellowship
Pastoral Care
Wellness Council
Presbyterian Women
Ad hoc committees and task forces may be formed by the Session-Board of Trustees for specific
time periods and for specific tasks.
Committees shall make monthly reports to the Session-Board of Trustees. Reports shall consist
of:
1) actions/approvals needed;
2) purpose of the Committee’s work;
3) current state of the program;
4) recent results/activities;
5) anticipated plans/challenges;
6) other pertinent information.
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IV. COMMITTEE ORGANIZATION
A. THE ADMINISTRATION AND PERSONNEL COMMITTEE
1. COMMITTEE:
The Administration and Personnel Committee (herein, the “Personnel Committee” or the
“Committee”) of the Session-Board of Trustees of Oxford Presbyterian Church shall be
composed of no fewer than two (2) Ruling Elders and three (3) persons from the
congregation-at-large.
2. ORGANIZATION:
The Personnel Committee shall be moderated by a Chairperson who is named annually
by the Session-Board of Trustees. The Committee may elect a Secretary from its
membership.
3. MEETINGS:
Meetings of the Personnel Committee shall be held at the discretion and call of its
Chairperson or Pastor/Head of Staff.
4. REPORTING:
The Personnel Committee shall report to the Session-Board of Trustees in the month of
June, and again in January (proposed Terms of Call only), and shall report final Terms
of Call to the congregation on behalf of the Session-Board of Trustees.
5. DUTIES OF THE COMMITTEE:
a) To provide confidential support to the Pastor/Head of Staff and the “staff” in
accordance with the Book of Order of the Presbyterian Church(USA).
b) To assist the Pastor/Head of Staff in the preparation of position descriptions for all
positions on the staff.
c) To recommend to the Session-Board of Trustees, for adoption by that body,
personnel qualifications for particular positions on the staff.
d) To use the Committee’s best efforts to ensure that any vacancy in non-ordained staff
positions is filled.
e) To annually conduct, or cause to be conducted, a performance review of ordained
and non-ordained employees, and to recommend, or cause to be recommended,
salary adjustments in cooperation with those committees of Session which have
direct relationships with each such employees.
f) To develop and propose personnel policies and practices, for adoption by the
Session-Board of Trustees, and to implement them through the Pastor-Head of Staff.
g) To oversee retirement/health benefits for all eligible lay employees.
h) To present a preliminary personnel budget request to the Budget and Finance
Committee at the requested time during or prior to the Stewardship Campaign, and
to make such adjustments in that budget as may be necessary from time to time.
i)

To recruit such ad hoc assistance, including subcommittees, as may be necessary to
fulfill specific tasks.
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6. PERSONNEL POLICIES OF OUR CHURCH
a) Introduction – Vision of the Staff
1)

Our role as leaders and workers in the life of this congregation can be summed
up in the words of the Apostle Paul: “Each has his or her own special gift from
God to use for the common good.” Our concern is for people within and
without the walls of Oxford Presbyterian Church. In our committed service to
all people whom God loves, we find ourselves and discover the mission of the
church.
(a) As members of the staff of Oxford Presbyterian Church, we function
together in a team ministry. We are one working fellowship serving in and
for a cause greater than ourselves, either individually or corporately.
(b) We are a team of individuals, trained and qualified, to serve in particular
areas of specialization, each with responsibility for that particular area. At
the same time, every aspect of Oxford Presbyterian Church is a concern to
the entire staff. As we share together in this relationship of group
ministry, we develop a sensitivity to each other and our work, which
expresses itself in a rapport with one another and with the entire
congregation.
(c) We carry a responsibility, both individually and together. Each person’s
time is extremely valuable in the economy of service. Respect for the
work and time of each person is important. Plan carefully and in advance.
Seek to avoid changes in schedules, once established, and the ensuing
last-minute pressures. Anticipate problems and have practical suggestions
in advance where possible. Attention to all details is important. Double
check rather than take a chance.
(d) We shall operate together as economically as possible. We are all servants
of the church. We should never be miserly; neither should we be careless.
Careful use of equipment and supplies is essential. Plan generously, but
with as little waste as possible.
(e) We share in regular weekly staff meetings to discuss programs, projects,
and details of administration. Questions, reviews, and announcements
should be cleared through this mutually shared time. It is essential that we
keep each other informed. Free communication, both formal and informal,
gives us insight into the various activities and the spirit behind them.
(f)

We agree that the personal touch is important in maintaining good public
relations. The way we deal with people personally, by telephone, letter or
electronic message, represents our entire church. In the service of
ministry, every contact we make, the way we make it, and how we handle
it, speak for all of us.

(g) We shall deal with our common faults, mistakes, and needs in Christian
love and understanding. Above all, let us seek to be creative and always
helpful.
b) Nature of Personnel Policies and Guidelines
1)

These Personnel Policies and Guidelines (herein, “policies” or “guidelines) are
established as personnel policies of Oxford Presbyterian Church. They are
designed to be consistent with all applicable provisions of the Form of
Government of the Presbyterian Church (U.S.A). The Session-Board of
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Trustees is free to change these policies at any time and will strive to keep
employees of Oxford Presbyterian Church informed of any changes through
updates to the policy manual. Further, these policies represent only guidelines
for the personnel administration of Oxford Presbyterian Church, and are not
intended to form the basis of any contract of employment, express or implied.
2)

As a church, Oxford Presbyterian is committed to carrying out the call of the
Gospel and the Christian faith, and these policies reflect that mission.
Nevertheless, these references should not be considered to be a requirement
that all staff share this faith and, with the exceptions of Teaching Elders and
other program staff for whom religion may be a bona fide occupational
qualification, employment at Oxford Presbyterian Church will not be
conditioned upon personal religious faith.

c) Responsibilities and Mutual Commitments
1)

The employment relationship involves mutual expectations and responsibilities
for both the employer and the employee. In this relationship, Oxford
Presbyterian Church commits that it will:
(a) provide competitive compensation to employees within its financial
ability of Oxford Presbyterian Church.
(b) provide a safe and secure workplace, equitable benefits, and appropriate
working conditions for all employees.
(c) conduct regular performance reviews considering the work objectives of
employees and the Church’s objectives, in which each employee will
participate in evaluating his or her own performance.
(d) provide a process for hearing and resolving complaints and grievances
relating to employment.
(e) maintain open communications with employees on matters concerning
their and the Church’s interests.
(f)

2)

assist employees in meeting their career goals in a manner consistent with
the interests and capabilities of the Church.

Employees are expected to:
(a) work together with other employees, as a team, to implement the
programs of the Church.
(b) give their best possible performance in their assigned functions.
(c) make suggestions to improve operations, use initiative, and participate in
groups, as requested, to further the Church’s goals.
(d) follow the Church’s rules and regulations, including these policies; be
honest, truthful and reliable, and behave in a manner appropriate to
employment in a Christian fellowship.
(e) report for work at the appointed time and stay on duty as scheduled by the
Head of Staff.

3)

Oxford Presbyterian Church will determine an individual employee’s
compensation in light of appropriate economic factors and an annual
performance review.
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4)

Appropriate, authorized expenses incurred by employees in the performance of
their work are reimbursed through a uniform, voucher-based system.

5)

Oxford Presbyterian Church strives to afford employees the opportunity to
acquire new skills or to refresh old skills and knowledge, consistent with the
needs of the Church and with their own career goals. Assistance to an
employee may be given by the Church through payment of expenses, grants,
and/or time away from the job to participate in employer-approved training,
consistent with the Church’s financial ability and the needs of the particular
position. Staff development will be a part of the performance review process
where appropriate.

6)

The Church’s benefit program is designed to assist in meeting employee needs
for medical services and insurance, retirement income, vacations, leaves of
absence, and other personal needs consistent with the goals and financial
capacity of Oxford Presbyterian Church. Employees are expected to take full
advantage of government or other benefits available to them, with the Church
becoming the secondary or supplemental source of benefits.

7)

Oxford Presbyterian Church strives to provide equitable working hours,
necessary equipment, humane treatment, and clean, pleasant and safe working
conditions to the extent feasible within the goals and financial capacity of the
Church.

8)

Through adoption of these Personnel Policies and Guidelines, the Church seeks
to provide all employees with guidelines pertinent to their employment
including, upon request, identification of the persons or committees involved in
the administration and oversight of the system

d) Principles to Guide the Development and Administration of Personnel Policies and
Processes
1)

Oxford Presbyterian Church is committed, both by law and by the Gospel, to
employment practices that do not discriminate on the basis of race, ethnicity,
color, national origin, gender, age, marital status, sexual orientation, creed or
religious affiliation (except where either is a bona fide occupational
qualification), or disability.

e) Changes to Personnel Policies
Personnel policies are developed by the Personnel Committee and are adopted by
the Session-Board of Trustees upon recommendation of the Personnel Committee.
The policies set forth in this manual may be amended only by the Session-Board of
Trustees upon recommendation of the Personnel Committee. No member of staff,
including the Pastor-Head of Staff, has the authority to alter, vary, or create
exceptions to these policies, except with the consent of the Personnel Committee,
which consent shall be properly recorded.
f) Employment Categories, Terminology And Procedure
1)

Non-Clergy Staff
The legal employer of all local church staff is Oxford Presbyterian Church of
Oxford, Pennsylvania. The Session-Board of Trustees of Oxford Presbyterian
Church provides for the employment of non-clergy staff and has the authority
to appoint, call, terminate, provide compensation and benefits, and direct the
work of its staff. These Personnel Policies and Guidelines are not applicable to
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employees of Oxford Community Preschool, who are covered by policies of
the preschool.
2)

Teaching Elders
In accordance with federal and state statutes and Church policy, all Teaching
Elders are considered to be self-employed people engaged in the exercise of
their ministry and, as such, are not subject to withholding for certain taxes.
They are, however, included in all other policies that apply to employees
generally, except where they are excluded by federal or state law. Terms of
Call, duly approved by the congregation, take precedence in situations in which
the Terms of Call and these Personnel Policies and Guidelines conflict.

3)

Overtime Compensation – Non-exempt and Exempt Employees
(a) The Fair Labor Standards Act of 1938 (FLSA) provides for non-exempt
and exempt positions with respect to overtime payments. Eligibility for
overtime compensation is determined strictly in accordance with
regulations of the U.S. Department of Labor (DOL). Although Oxford
Presbyterian Church is not an employer covered by the provisions of the
FLSA, the Church voluntarily agrees to provide compensation for
overtime work in accordance with the basic FLSA policy of time-andone-half pay for hours worked over 40 hours in a work week.
(b) Employees in non-exempt positions shall be paid overtime wages for
hours worked in excess of 40 hours in a seven-day work week, measured
on Sunday through Saturday. Overtime pay is at the rate of one-and-onehalf times the regular hourly rate. All overtime work must be approved by
the supervisor in advance. Because the FLSA does not currently permit
overtime work in excess of 40 hours in a week to be compensated other
than in cash, compensatory time off for hours will not be granted for
hours worked over 40 hours in a work week, except as otherwise
approved by the Personnel Committee.
(c) If the normal work week for a non-exempt position is less than 40 hours
per week, all hours worked up to 40 will be paid at the regular hourly rate.
Compensatory time off on the basis of one hour of time off for each hour
worked may be given in lieu of payment for hours worked in excess of the
normal work week but not over 40 hours, consistent with the requirements
of the FLSA.
(d) Employees in exempt positions are compensated on the basis of a salary
for the position performed, a rate of pay that does not vary based upon the
number of hours worked, and such employees are, therefore, not paid
overtime wages. Exempt employees are expected to manage their
schedules to provide them with a minimum of one full day off each week;
absences from regularly scheduled work must be approved by the PastorHead of Staff.

4)

Job Classifications.
(a) “Salaried full-time employment” means working a regular work week of at
least 40 hours, paid on a salaried basis.
(b) “Hourly full-time employment” means working an average of at least 40
hours per week with compensation based strictly on the number of hours
worked in a work week and pay period.
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(c) “Part-time employment” means work that is regularly set for less than the
full-time standard. The fact that a part-time employee may occasionally
work more than their contracted hours per week, such as during peak
periods or for coverage for absent employees, does not change the parttime nature of the employment.
(d) “Seasonal Employment” means employment limited to particular periods
or seasons of a the year for which work is needed, and such work may be
full- or part-time.
(e) “Temporary Employment” means a non-permanent position with a fixed
date of termination of employment. The fact that a temporary position is
extended to another, fixed termination date does not change the temporary
nature of the position. Temporary employment may be full- or part-time.
(f)

“Regular Employment” means an indefinite appointment where the need
for the position is anticipated to be on-going, at least to exceed two years.
Employment relationships with regular employees remain subject to
termination as provided in these policies. Unless an employee is
employed for a specific time period, all employees are considered to be
regular full- or part-time employees serving an indefinite term.

(g) Neither part-time employees who are scheduled to work an average of less
than 20 hours per week, temporary employees, nor seasonal employees
earn paid leave or other fringe benefits, except as expressly provided by
these Personnel Policies and Guidelines.
5)

Pastor-Head of Staff
The Pastor is the Head of Staff for all employees of Oxford Presbyterian
Church. In the case of a vacancy in the position of Pastor-Head of Staff, the
Session-Board of Trustees may designate the Associate Pastor or another
person to serve as Acting Head of Staff.

6)

Appointed Exempt Staff
Exempt staff will be appointed by the Pastor-Head of Staff in consultation with
the Personnel Committee, subject to confirmation by the Session-Board of
Trustees.

7)

Non-exempt Staff
Non-exempt staff are employed by authorization from the appropriate
supervisor in consultation with the Pastor-Head of Staff and the Personnel
Committee, as well as appropriate committee chairs. Any position must have
been approved by the Session-Board of Trustees prior to the hire of an
employee to fill that position.

8)

Term Employment
(a) Term employees are temporary employees who are employed for a
specific period of time of not less than three months and not more than
two years. The term appointment automatically expires at the end of that
period unless the appointment terminated earlier because of resignation,
retirement, or involuntary termination. A term employee may be exempt
or non-exempt, lay or clergy.
(b) Whether a term employee receives benefits similar to regular employees
depends upon the agreed conditions of employment. All term employee
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appointments require a written, signed agreement stating the purpose,
length, and conditions of employment and containing a statement that the
relationship is not that of a regular employee, as well as a provision that
either party may terminate the relationship upon two weeks (or other
specified period of advance) notice. Preparation of this agreement is the
responsibility of the appropriate supervisor in consultation with the
Pastor/Head of Staff.
9)

Position Descriptions
A position description will be developed for each staff position. The employee
and his/her supervisor will participate in development of the description of the
position that employee fills. The Personnel Committee shall review each
position description and shall approve such position description prior to the
hire of an employee to fill that position.

10) Minimum Age
Employees must be at least 16 years of age, and the Personnel Committee may
require employees to be at least 18 years old where appropriate.
Notwithstanding this provision, Oxford Presbyterian may hire child care team
members under the age of 16 for a specific church event or worship service.
11) Internal Communication
Employees will be advised of vacancies so that they may indicate interest in
being considered as applicants for transfer or promotion. Oxford Presbyterian
reserves the right, however, to select the candidate with the best qualifications
for every position, and shall not be required to provide favorable treatment to
existing employees.
12) Medical Examination
The Pastor-Head of Staff may require medical examinations for employees or
candidates for employment (following a conditional offer to hire only) in order
to determine the applicant’s ability to perform the essential duties of the
position, and to determine whether reasonable accommodation may be required
by that employee or applicant. No candidate may be required to undergo a
medical examination prior to the issuance of a conditional offer to hire.
Periodic health examinations may be required thereafter, at the Church’s
expense, to determine the employee’s fitness for duty, his/her abilities to
perform essential job functions, with or without reasonable accommodation,
and to verify the appropriate use of sick leave.
13) Probationary Employment
The first three months of employment are a probationary or trial period, giving
the employee and the supervisor an opportunity to evaluate the employee’s
capabilities for, and performance in, the position under actual working
conditions. During this period the employee is subject to discharge without
formal warning or other process. At the end of this period the supervisor will
prepare and discuss a performance appraisal with the employee. Regular
employee status will not be granted until this appraisal is complete and
recorded in the employee’s personnel record. The probationary or trial period
may be extended for up to an additional three months, not to exceed six months
in total, by the supervisor with the approval of the Pastor/Head of Staff.
Notwithstanding the completion of any probationary period, employees of
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Oxford Presbyterian Church continue to be employed at will, and remain
subject to termination as provided in these policies.
14) Nepotism
No decision related to employment, whether it affects hiring, compensation,
disciplining or terminating an applicant or an employee shall be made by, or
participated in, by any relative by blood or marriage or a member of the same
household of the applicant or employee. No employee shall be assigned to a
position where a direct relative or member of the same household is in a
position to influence the employee pay, promotion, work assignments,
discipline, or any other aspect of personnel management affecting that
employee.
15) Employee Records and Privacy
(a) A personnel folder will be maintained by the supervisor and the
Pastor/Head of Staff for each other non-ordained employee of the Church.
The Pastor-Head of Staff will maintain a personnel folder for all
employees. Each such folder will contain the employment application,
payroll change authorizations, employee evaluations, and other pertinent
correspondence or memoranda relating to that employee. Any change of
address, telephone number, number of dependents, or marital status,
should be promptly reported to the Pastor/Head of Staff and supervisor.
(b) Employee records are confidential information and will be so handled, to
the extent consistent with legal requirements and other provisions of these
Personnel Policies and Guidelines. In the event of an inquiry by law
enforcement authorities or any other governmental investigatory agency
or official concerning the work of the Church, its activities, records, or
personnel, or if an employee is sought to be questioned by any such
authority, agency or official:
(1) inquiries shall be referred to the Pastor-Head of Staff;
(2) no information or documents of any kind will be released until the
Pastor-Head of Staff has consulted with appropriate church officials,
legal counsel and/or the Stated Clerk of the General Assembly in
matters that would be affected by denominational policy;
(3) if there is any inquiry regarding an employee’s personnel records, he
or she shall be informed of such inquiry unless such disclosure is
contrary to applicable law.
16) References
Except when required by law, the Church will give no information regarding
an employee to any other person or entity (including prospective employers),
in writing or orally, unless the employee has given written permission to do so
and has released Oxford Presbyterian Church from any liability in connection
therewith. The Church will upon request, verify telephone inquiries for dates of
employment and position(s) held, but no further information will be given
without presentation of a satisfactory, written release. Any request for such
information must be referred to the Pastor-Head of Staff.
17) Alcohol and Drug Use in the Workplace
(a) The use, possession, manufacture, dispensing, or distribution of alcoholic
beverages and illegal drugs (including legal drugs used unlawfully) is
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prohibited at all Church work locations and in all programs sponsored by
Oxford Presbyterian Church. All employees and applicants for
employment are subject to criminal background checks and tests for the
use of alcohol and illegal substances.
(b) Employees who work or report for work while impaired by alcoholic
beverages or drugs used illegally, or who otherwise violate Church policy
with regard to such substances, are subject to immediate termination.
“Impaired” means under the influence of alcohol or other substance such
that the employee’s motor senses (sight, hearing, balance, reaction, or
reflex) or judgment either are, or may reasonably be presumed to be,
affected.
(c) The Church recognizes alcohol and drug abuse as disorders requiring
medical treatment and strives to be supportive of employees seeking to
recover from addiction. The Church will encourage affected individuals to
seek help voluntarily, but employees must also understand that addiction
is neither an excuse nor a defense for workplace misconduct or for failure
to perform in the job.
18) Office Hours
(a) Regularly scheduled office hours are 9:00 A.M. to 4:00 P.M., Monday
through Friday, except as events at Oxford Presbyterian Church and other
aspects of its program may require otherwise. Individual schedules will be
determined by an employee’s supervisor.
(b) Meal periods and any needed break periods are scheduled at the discretion
of the supervisor. The meal period is usually 60 minutes, based on the
schedule set by the supervisor and the employee. Breaks may be taken in
the morning and afternoon, based upon work schedules and workload, and
are limited to no more than 15 minutes per day, and are paid.
19) Absence and Tardiness
(a) Regular attendance is an essential function of every position at Oxford
Presbyterian Church. Employees are expected to come to work on time,
every day, unless illness or other emergencies make this impossible.
Regular, timely attendance will be a key component in evaluating
employee performance.
(b) An employee who is unable to report for work because of illness or for
any other reason must report his/her circumstances by telephone to the
church office as early as possible, speaking to the Pastor-Head of Staff,
Associate Pastor, or supervisory employee. An employee may not report
an absence by leaving messages on the church answering machine or with
a co-worker. If the absence continues, the employee must call in daily,
unless the employee is hospitalized or has presented a physician’s
statement giving an expected return-to-work date.
(c) While minor tardiness may occur on a very exceptional basis, employees
with a pattern of tardiness will be counseled and, if necessary, disciplined
up to and including termination of employment.
20) Pay Periods and Payroll Dates
(a) All employees are paid by check on the 15th and 30th day of each month,
or on the preceding Friday if the normal payroll date falls on a weekend.
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(b) Vacation pay may be paid in advance, upon approval of the Pastor/Head
of Staff, if requested at least three days prior to the payday in question.
g) Salary Administration
All individual salaries will be reviewed annually by the Personnel Committee with
recommendations from the Pastor-Head of Staff and will also be reviewed when
there are significant changes in duties or responsibilities.
Individual salary changes will be based on the quality of job performance, change in
the nature and scope of the employee’s duties, the supervisor’s recommendation,
relative equity within the organization, salary history, and on appropriate career
progression relative to these factors. Length of service alone is not considered a
valid reason for increase.
Each employee is expected and encouraged to take vacation and leave provided
hereunder in connection with performance of his/her job responsibilities. Oxford
Presbyterian will not pay additional compensation in lieu of vacation time or any
form of leave.
1)

Staff Salaries — Teaching Elders
(a) In accordance with the Form of Government of the Presbyterian
Church(USA), changes in terms of call of a staff member who is a
Teaching Elder must be approved by the congregation at a congregational
meeting and be reported to and approved by the Presbytery of Donegal.
(b) Under the Internal Revenue Code, an ordained minister may designate a
portion of his/her salary as housing allowance. Housing allowance must
be designated in the year prior to the allowance being used (consult IRS
codes pertaining to housing allowance).
(c) Teaching Elders must submit to the Clerk of Session a request for an
appropriate housing allowance for the coming year by the December
Session meeting in the year prior to its use. Based on this data, the
Session-Board of Trustees will approve specific amounts to be designated
for housing allowance for the coming year for each Teaching Elder.
(d) If the total amount designated is not fully used for housing, it is the
minister’s responsibility to account for the balance in computing tax
liability for the year in which the allowance is received.

2)

Other Wages and Salaries
(a) It is the policy of Oxford Presbyterian Church to pay competitive wages
and salaries which recognize differences in job requirements and
responsibilities. Wage and salary scales should compare favorably with
those being paid by Donegal Presbytery churches and Presbyterian
churches of similar size and scope.
(b) The Personnel Committee will review wages and salaries annually and
will make appropriate recommendations to the Finance Committee of
Session during the budget process.

3)

Payroll Deductions
Oxford Presbyterian Church is required by law to withhold federal and state
income taxes, social security and Medicare, and local earnings taxes. Other
deductions for insurance, hospitalization, and other authorized purposes will be
made only by written authorization from the employee. The Church may
20

condition the offering of a benefit to be paid in whole or in part to the
employee on the employee’s willingness to authorize payroll deduction.
4)

Time and Attendance Records
(a) As directed by the Pastor/Head of Staff or supervisor in consultation with
the Pastor/Head of Staff, the submission of time records for certain
employees may be required. Records will show actual time worked, in
order to be paid. Time records shall cover a single pay period and must be
submitted to the supervisor. Time worked should be recorded to the
nearest quarter hour.
(b) Time records and attendance records must be maintained with care and
accuracy. Falsification is considered an act of dishonesty and will result in
termination of employment.
(c) At the close of each pay period, the Church Treasurer will at the request
of a supervisor or Pastor/Head of Staff provide information about amounts
paid to each employee (other than Teaching Elders) showing hours
worked, paid time off, and unpaid time off. Paid time off should be
identified by type, e.g., vacation, holiday, personal illness, and other
forms of authorized leave.

h) Career Opportunities
1)

Annual Review
Each supervisor shall conduct an annual review of career progress with each
employee under his/her supervision to examine the employee’s performance,
skills and knowledge, and the requirements of the current assignment, potential
opportunities for the employee within Oxford Presbyterian Church, skills and
knowledge needed for both present and potential assignments, and methods for
acquisition of such skills. This annual performance review will be conducted
for both exempt and non-exempt staff and should take place no later than
January 31 of the year following the review period. Evaluations will be based
upon attainment of goals set for the year, as well as other criteria agreed upon
at the beginning of the period. Any merit-based pay increase proposed for the
employee will be based substantially on the results of such job performance
evaluation.

2)

Annual Study Leave for Exempt Staff
Up to two weeks annual study leave with pay, based upon specific position
description declaration, may be granted to exempt staff within these guidelines:
(a) Study leave is not additional vacation, although it may be taken in
conjunction with vacation.
(b) Study leave is granted only when the employee, his/her supervisor, and
the Personnel Committee have agreed upon the appropriate timing of the
leave and upon clearly identified goals related to the needs of Oxford
Presbyterian Church.
(c) A report on the learning in relation to agreed-upon goals should be
reviewed with the supervisor and the Personnel Committee within
approximately one month after completion of the leave.
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(d) Study leave may be cumulative for up to two years, totaling no more than
four weeks, and funds designated for reimbursement of expenses related
thereto shall similarly be subject to such cumulative limit.
(e) Provision must be made to cover employee’s work responsibilities during
the leave period.
i)

Separation and Disciplinary Practices
The term “separation” refers to any termination of the relationship between an
employee and Oxford Presbyterian Church.
1)

Voluntary Resignation
A voluntary choice of separation freely made by the employee may become
effective at any time. Any employee giving at least two week’s written notice
of a voluntary separation will be paid in cash for unused earned vacation;
without such notice, payment for unused earned vacation may be forfeited.

2)

Termination Without Prejudice
Because employment by Oxford Presbyterian Church as “at will,” any
employee may be terminated by Oxford Presbyterian Church on any basis
other than the reasons enumerated under Dismissal for Cause (Section (i)(3)).
An employee may be terminated without prejudice upon the written
recommendation of his/her supervisor with written approval of the Pastor-Head
of Staff and the Personnel Committee. Full-time, regular employees terminated
without prejudice are entitled to two week’s separation pay and a cash payment
for any unused earned vacation.

3)

Dismissal for Cause
An employee may be dismissed for cause, with prior approval of the PastorHead of Staff and Personnel Committee, upon written notice by his/her
supervisor. The notice should state the specific reason for dismissal. Two
weeks’ notice or pay in lieu of such notice, will be provided. No severance
allowance will be paid, but dismissed employees will receive a cash payment
for his/her unused earned vacation.
Examples of reasons for dismissal for cause include, but are not limited to:
(a) unsatisfactory performance;
(b) insubordination (failure to obey a lawful directive);
(c) rudeness to, mistreatment, or abuse of staff, church members, or members
of the public, including sexual or other inappropriate harassment;
(d) working or reporting to work under the influence of alcohol or drugs used
illegally;
(e) neglect in the care and use of Church property or funds;
(f)

repeated unexcused or excessive absences or tardiness;

(g) illegal, dishonest, or unethical conduct;
(h) repeated failure or refusal to observe Church policies.
The above listing of reasons for discharge should not be construed as an
exclusive list or as otherwise qualifying the causes or types of misconduct that
can lead to discharge.
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Discharge of an employee for cause is considered an action of last resort, taken
after remedial measures have proven ineffective or when an employee’s
conduct precludes further employment. Written documentation is required
prior to recommendation for dismissal for cause unless immediate dismissal is
necessary for the well-being of Oxford Presbyterian Church. Dismissal is
subject to the complaint procedure outlined in these policy guidelines.
4)

Suspension
(a) If unacceptable employee behavior or misconduct poses potential
disruption or other excessive risks in the workplace, the supervisor of that
employee may suspend the employee, pending verification and evaluation
of the circumstances. Suspended employees will receive pay during the
investigation process.
(b) A supervisor may suspend an employee without pay in circumstances
where an offense requiring disciplinary action but not warranting
immediate dismissal has been clearly established. Normally, an employee
will be suspended after verbal and written warnings have been issued
regarding inappropriate conduct on the job. Suspension shall be
considered to be a warning to the employee that repetition would subject
the employee to dismissal. Suspension without pay may be for a period of
up to two weeks.
(c) A supervisor should explain the basis for any suspension to the employee
before the suspension becomes effective. Written notice of the reason for
the suspension must be given to the employee.
(d) The employee shall be notified in writing of his or her right to use the
complaint procedure as outlined in these policy guidelines and shall have
the right to respond to the allegations regarding his or her job
performance.
(e) Prior to any action to suspend an employee for more than three days
without pay, the supervisor must consult with the Pastor-Head of Staff (or
Acting Head of Staff, in the absence of the Pastor-Head of Staff), unless
the presence of the employee pending such consultation would pose a risk
of disruption or danger to others in the workplace. Following imposition
of any suspension in excess of three days, the Chairperson of the
Personnel Committee shall be notified of the action within a reasonable
time.

5)

Dissolution of a Pastoral Call
This Dissolution of a Pastoral Call shall be compatible with the provisions of
the Form of Government and the Rules of Discipline of the Presbyterian
Church(USA).

6)

Unemployment Compensation
All employees are eligible for unemployment compensation as provided under
Pennsylvania law. (Current PA law states that church employees are not
eligible for compensation.)

7)

Death in Service
Death benefits are also provided through the pension and benefits plan of the
Presbyterian Church(USA), for employees who participate in that plan.
Further, upon the death of an employee, all accrued but unused vacation leave
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and compensatory time off shall be paid to the employee’s spouse or other
person designated by the employee, or to the employee’s estate.
j)

Complaint Procedure
1)

Oxford Presbyterian Church promotes good working relationships with its
staff, affirming the importance of each individual and his or her contribution to
the ministry of Oxford Presbyterian Church. These working relationships are
characterized by mutual respect of employee and supervisor, providing prompt
answers to questions, minimizing misunderstandings, and seeking resolution of
differences as quickly as possible.

2)

Supervisors are expected to maintain open communication with employees
under their supervision, to give prompt consideration to their suggestions, and
to provide active assistance in dealing with their concerns or complaints.

3)

The supervisor is normally the person through whom an employee raises
concerns. However, other avenues are available if needed. If an employee is
unable to resolve the matter with his/her immediate supervisor, that employee
may seek redress through the Pastor-Head of Staff, and/or the Chairperson of
the Personnel Committee, in the order listed. This process is also the
mechanism by which an employee may seek review of a suspension, reduction
in pay, or discharge with which he or she does not agree.

4)

Notwithstanding the provisions of Section (j)(3) above, however, in any case
where an employee’s complaint involves allegations of unlawful, unethical, or
improper conduct by another member of the staff, or other unlawful
harassment, the employee must report such complaint to the Pastor/Head of
Staff. If the complaint is made against the Pastor/Head of Staff, the complaint
must be taken to the Chairperson of the Personnel Committee or Clerk of
Session.

5)

All complaints or allegations of sexual misconduct must be reported to the
Clerk of Session and/or the Pastor/Head of Staff. Consult the SEXUAL
MISCONDUCT POLICY AND PROCEDURE included in this manual.

k) Employee Benefits
1)

Full-time employees are those who work all year, on average at least 40 hours
per week, and for whom Oxford Presbyterian Church is the principal employer.
Full-time employees are eligible for paid time off, health insurance, and other
fringe benefits, except as expressly provided in this policy. Part-time
employees who are scheduled to work 20 hours or more per week all year, and
for whom Oxford Presbyterian Church is the principal employer, are eligible
for paid time off and certain other fringe benefits, except as expressly provided
in this policy.

2)

Pension
Teaching Elders participate in the Presbyterian Church(USA) Pension Plan.
Full-time and part-time regular employees as defined in Section k)1)
participate in the church-sanctioned retirement plan on the anniversary date of
their employment after one year of service. The Personnel Committee, with
approval of the Session-Board of Trustees, may modify the eligibility
provisions of this Section.
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3)

Social Security
Employees contribute to Social Security, a contribution matched by Oxford
Presbyterian Church through payroll withholding as provided by federal law.

4)

Health Insurance
(a) Oxford Presbyterian Church provides health insurance coverage for each
regular employee whose scheduled work week is 30 or more hours, on a
single-plan basis. The Church currently pays 100% of single coverage; in
the event, however, that the Church is no longer able to afford the full cost
of single coverage, it may, upon prior written notice to covered
employees, assess employees for a portion of the cost through payroll
deduction.
(b) If an employee desires family coverage, he or she may secure such
coverage by completing the necessary enrollment forms and assuming the
difference between the Church’s then-current contribution and the full
cost of family coverage. Such difference must be paid by the employee
through payroll deduction.
(c) Employees covered by the Board of Pensions Benefit Plan for medical
coverage are encouraged to take full advantage of the annual physical
examination provisions.

5)

Vacation
(a) The church realizes the need for employees to have personal time away
from work, both as a reward for past service and for purposes of rest,
refreshment, relaxation, health and work effectiveness. Therefore, an
eligible employee may use vacation at any time during the calendar year
with prior approval of his or her supervisor.
(b) Every effort will be made to grant vacation at a time when requested by
the employee. Should the vacation of an employee impede Church
operations, however, the employee may be required to select alternative
dates and/or to reschedule vacation. Preferences of time shall be granted
on the basis of uninterrupted service to Oxford Presbyterian Church.
(c) Eligible regular employees as defined in Section 6. k) 1) [p. 24] shall earn
vacation each year on the anniversary date of their employment on the
following basis:
First year of service .......... one week, accrued each six months
After one year .................. two weeks
After five years ................ three weeks
After ten years .................. four weeks
For eligible employees, the terms “week” or “weeks” refers to the
scheduled number of hours worked in a given week. For example,
employee “x” is scheduled to work a 20-hour week. One week of vacation
for this employee equals 20 hours of paid time. One day of vacation
would equal 1/5th of the number of hours in that employee’s normal work
week.
(d) Employees are encouraged to take their full allotment of vacation each
year. No more than five days of vacation may be carried over from one
year to the next, except with the prior express, written approval of the
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Pastor-Head of Staff, with notification to the Pastor/Head of Staff and the
Personnel Committee.
(e) Upon separation, employees will be paid for their accrued but unused
vacation, except as otherwise provided in these Personnel Policies and
Guidelines.
(f)

Vacation leave for Teaching Elders is approved by the Congregation at its
Annual Meeting and recorded in the Terms of Call.

(g) Employees may request an advance payment, before they leave on a
vacation, of salary which will become payable during their absence, as
provided in Section 6.20.2.
l)

Oxford Presbyterian Flexible (Healthcare) Spending Arrangement – Approved by
Personnel Committee 3/11/2014.
Eligible Oxford Presbyterian Church Employees, including Teaching Elders, may
choose to participate in an Oxford Presbyterian Flexible (Healthcare) Spending
Arrangement (FSA) where a portion of the employee’s wages, up to $2,500 (the
federal tax code maximum), may be placed in an account for the purpose of paying
medical costs not covered by the employee’s health insurance. The amount placed in
the FSA is exempt from income taxes and Social Security taxes.
An employee will be reimbursed from their FSA only after the medical service has
been performed and receipt of medical costs, after insurance coverage, is given to
the Church Treasurer. The HIPAA medical privacy rules apply to health flexible
spending arrangements. The Oxford Presbyterian Flexible Medical Spending
Arrangement provides a “grace period” (rather than a $500 carryover from one year
to the next year) which allows funds remaining in an FSA at the end of the calendar
year when the amount was established to be used within the first two months and 15
days of the next calendar year. Funds not used in this time period are forfeited by the
employee. Eligible employees must designate the amount in a FSA prior to the year
of its use.

m) Holidays
1)

The following days are recognized as regular holiday for non-ordained
employees of Oxford Presbyterian Church:
New Year’s Day
Presidents’ Day
Memorial Day
Labor Day
Thanksgiving Day
Christmas Eve Day

Martin Luther Kings’ Birthday
Good Friday
Independence Day
Veterans Day
Day after Thanksgiving
Christmas Day and one day after

2)

If a holiday falls on a Saturday or Sunday, it will ordinarily be observed on the
preceding Friday or the following Monday, respectively.

3)

There will also be one (1) personal day considered as a holiday. The
observance of a personal day must be with prior approval of the employee’s
supervisor.

4)

When an employee is required to work on a holiday, he or she will be eligible
for a day off at another time as a “floating” holiday. With proper notice and
approval from the supervisor, an employee may take this “floating” holiday at
another time during the year.
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5)

With Session-Board of Trustees approval, the Pastor/Head of Staff, may close
the entire church. In the absence of the Pastor/Head of Staff, the Associate
Pastor has such authority. In the absence of the above Pastors, the Chairperson
of the Property and Grounds Committee shall make this decision. Such a
closing does not become policy for future years unless agreed upon by the
Session-Board of Trustees through amendment of these Personnel Policies and
Guidelines. The Pastor-Head of Staff is also authorized to close the Church in
the event of extreme weather conditions, or other situations involving health
and safety, in which case those employees who are authorized not to work
because of the emergency shall not lose any pay for the scheduled work hours.

n) Leaves of Absence
1)

Sick Leave
Eligible employees as defined in Section 6. k)1) [p. 24] will earn sick leave at
the rate of ten days per year, to be accrued on the anniversary date of
employment. For all employees, one sick day is equal to 1/5th of the number of
hours in that employee’s normal work week.
(a) An employee who cannot report to work because of illness or injury must
notify the Pastor/Head of Staff or supervisor by personal contact no later
than one half hour after the employee’s scheduled start time, as provided
in Section f)19)(b) [p. 19]. Unless the employee is hospitalized or has
provided a physician’s statement with a specified return-to-work day, the
employee must call in to the Pastor/Head of Staff on each day he or she is
absent.
(b) Employees who have complied with the above notification procedure may
use accrued sick leave, with pay, for the following purposes:
(1) the employee’s personal injury or illness that renders the employee
incapable of working;
(2) exposure to a contagious disease that poses substantial risk of
contagion to co-workers or other persons;
(3) serious illness or injury in the employee’s immediate family for
which the employee’s presence is necessary to care for the family
member. “Immediate family” is defined as including the employee’s
spouse, parent, child (including stepchildren), brother, sister, or other
member of the employee’s household. The Pastor-Head of Staff must
determine whether sick leave is appropriate under this section and, if
so, in what amount;
(4) pregnancy, childbirth, and recovery from childbirth, and related
medical conditions, but only to the extent that the employee is
incapacitated from working by reason of the condition, as verified by
a physician.
(c) Regular attendance is an essential function of every employee’s job, and
sick leave is not extra leave time, but a form of insurance against
unexpected illness, injury, and other medical emergencies. Employees
may accumulate sick leave to a limit of 60 days. Accrued but unused sick
leave is forfeited upon termination from employment.
(d) If the use of sick leave is for three or more consecutive work days, the
employee must provide a satisfactory physician’s statement upon return to
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work. An employee’s supervisor may require the employee to provide a
satisfactory physician’s statement in order for sick leave to be paid for
fewer than three days. Furthermore, the employer may require the
employee to be examined by a physician selected by the Church, at the
Church’s cost, in order to verify the proper use of sick leave or the
employee’s ability to perform the essential functions of his or her job,
with or without reasonable accommodation.
2)

Other Leaves of Absence With Pay
Leaves of absence, with pay, are provided under the following circumstances:
(a) Jury duty, when and of a duration required by law, provided that the
employee is required to report to work at Oxford Presbyterian Church on
any day or portion thereof during which the employee is not required
actively to serve on a jury panel.
(b) The employee’s marriage – up to a maximum of five work days.
(c) Personal or family emergencies for situations which cannot be cared for
outside of working or business hours, up to a maximum of three days
annually, is the sole discretion of the Pastor/Head of Staff or supervisor,
in consultation with Pastor/Head of Staff.
(d) Death in the immediate family (spouse, parent, parent-in-law, child,
grandchild, brother, sister, grandparent, or another member of the
employee’s household). Absence with pay shall be from the day of death
up to and including the day after burial, not to exceed four working days.

3)

Leaves of Absence Without Pay
(a) Following exhaustion of any available paid leave, up to 12 weeks of
unpaid leave in a one-year period may be allowed, in the sole discretion of
the Pastor-Head of Staff for:
(1) the birth, adoption, or foster-care placement of a child taken within
12 months of the birth, adoption, or placement);
(2) the employee’s own serious health condition;
(3) the serious health condition of the employee’s spouse, parent or
child, or other member of the employee’s household;
(4) other personal emergencies or situations, as determined by the
Pastor-Head of Staff.
(b) The Church may require the employee to provide verification satisfactory
to support any leave request.
(c) Employees are entitled to be reinstated to their former position upon
timely return from an approved leave of absence, at the same rate of pay
as was in place at the time the leave commenced, plus any intervening
across-the-board pay increases, provided the position still exists. This
provision does not prevent the Church from restructuring the position,
reassigning duties, reducing hours, or eliminating the position if it is no
longer required.
(d) The Church will continue to pay for pension and insurance benefits for the
first four weeks of any approved leave without pay; thereafter, the
continuation and cost of such benefits will be the sole responsibility of the
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employee. Employees do not earn and are not eligible for vacation leave,
sick leave, holiday pay, or other paid leave while on a leave of absence
without pay.
4)

Personal Loans
Personal loans or other pay advances are not available to employees, except in
the limited circumstances provided in section f)20) on page 19. This provision
does not apply to loans to Teaching Elders to purchase homes as part of the
approved terms of call or other situations approved by the Session-Board of
Trustees.

o) Code of Conduct and Disciplinary Procedures for OPC Personnel
Introduction – The Apostle Paul’s challenge to the Church at Philippi rings true in
our Church today. Church personnel at OPC must conduct themselves in a way that
is “worthy of the gospel of Christ.” We Christians are further challenged in this letter
to the Philippians to do “whatever is true, whatever is honorable, whatever is just,
whatever is pure, whatever is lovely, whatever is gracious” (Phil 4:8). We are called
both to be people of virtue, and to act in ways that are consistent with gospel
principles.
There are certain core principles and expectations that apply to all church personnel.
There are also principles and expectations that are role-specific. For example, all
church personnel are committed to the best interests of others. This is a core
expectation. This expectation applies to all church volunteers and church personnel,
including the youth minister/Director of Christian Education, the pastor, the preschool director, the church treasurer, the church secretaries, the organist, the choir
director, and the sextant. In short, it applies to anyone who has a role, volunteer or
professional, in the church. While all church personnel share in this core
expectation, there are also role-specific expectations.
1)

Core Principles
(a) There are four core principles that provide the basis for the Code of
Conduct for Church Personnel. They are:
(1) Church personnel are expected to represent the church in faithful,
authentic and loving ways.
(2) Church personnel are expected to seek and maintain competency in
areas in which they are exercising their roles.
(3) Church personnel are expected to foster the dignity of each person
and be committed to the best interests of others.
(4) Church personnel are duty bound to hold one another accountable to
conduct and standards appropriate to their respective roles.

2)

Dignity in the Workplace
(a) Church personnel shall treat one another justly and with dignity in the
day-today administrative operations of their work, including the
following:
(1) Personnel decisions and other administrative decisions made by
church personnel shall meet civil and church law obligations and
also reflect this Code of Conduct for Church Personnel.
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(2) Church personnel shall not use their positions to exercise
inappropriate power and authority.
(3) Church personnel shall treat one another with respect and civility.
(4) Church personnel who threaten or inflict physical harm should be
reported to the appropriate authority.
(5) Church personnel should report violations of this section to the head
of staff (the pastor) or the appropriate Presbytery authority.
3)

Use of computers
(a) The use of computers and internet connectivity should be consistent with
the mission of the church. OPC’s computers are to be used only by OPC
personnel and, with prior permission, OPC Committee Chairmen. The
following principles shall be followed:
(1) In their use of computers, equipment, and other related resources
maintained by the church, church personnel must respect the privacy
of other users, respect copyright and license agreements, protect data
from unauthorized use or disclosure, and safeguard their accounts
and passwords.
(2) In their use of computers, equipment, and other related resources
maintained by the church, church personnel must not use them for
any illegal purpose. They must not transmit threatening, obscene, or
harassing materials or correspondence.
(3) In their use of computers, equipment, and other related resources
maintained by the church, church personnel must not engage in
unauthorized distribution of data and information. They must not
advocate religious beliefs or practices contrary to Presbyterian
teaching. In addition, they must refrain from revealing or publicizing
proprietary or confidential information.
(4) It is the policy of OPC that the names of members who have pledged
financial contributions to OPC shall be treated as confidential and
only available to OPC’s pledge secretary.
(5) Instances of computer or internet misuse shall be reported to the head
of staff and/or OPC’s Administration and Personnel Committee.

4)

The Church’s Pastoral Response to Allegations of Misconduct
(a) OPC’s Head of Staff and the Administration and Personnel Committee
will take all instances of or allegations of misconduct or inappropriate
behavior by church employees seriously and will immediately and
thoroughly investigate all of the issues and concerns.
(b) The obligation to investigate a known instance of misconduct or an
allegation of misconduct is in no way a judgment of the person being
accused. It is always important for all members of the church to be
sensitive to the needs and feelings of those who witness misconduct or
allege misconduct as well as of those accused.
(c) In cases of financial mismanagement, OPC’s Finance Committee will be
contacted, as well as staff at the Donegal Presbytery.
(d) When investigating misconduct, the following should be observed:
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 If applicable, the safety, protection, and well-being of the community

impacted by the misconduct
An unbiased and earnest search for the truth
The need to provide appropriate outreach to any victims
The need to uphold civil and church law
The right of all persons to be treated fairly
The right of a person to be protected from unwarranted damage to
his/her reputation
 The need to maintain and disclose documentation as appropriate
 The need to make any required report(s) in a timely manner






(e) When misconduct has occurred, discipline or corrective action taken with
respect to the accused must be documented in the appropriate personnel
file.
5)

Progressive Discipline Procedures
(a) The goal of progressive discipline is to improve an employee’s or a
volunteer’s job performance through increasingly formal feedback.
Progressive discipline techniques can be applied to employees, whether
contractual or “at will,” and to volunteers. Typically, a progressive
discipline approach includes:





Documented verbal warning(s);
Written warning(s);
Disciplinary probation; and
Termination.

(b) Progressive discipline is a flexible approach that can involve other forms
of corrective action as well. For example, performance evaluations and
salary/wage reviews by the Administration and Personnel Committee are
opportunities to provide feedback to employees. A written corrective
action plan could be developed in conjunction with written warnings or
probation. In some cases, it is appropriate to suspend an employee
pending investigation or administrative review of an incident.
(c) Each step of progressive discipline should include all of the following
actions:





Notify the employee of instances or allegations of misconduct or
area(s) in which his/her job performance is not meeting expectations;
Specify what the worker needs to do to correct the problem(s) and
provide a timeline for such corrective action;
Indicate the potential consequences if the problem is not corrected
within the designated timelines; and
Document the intervention, giving a copy to the employee and
placing a copy in the employee’s personnel file.

(d) While progressive discipline can be an effective supervisory tool for
improving a worker’s job performance and correcting misconduct or other
inappropriate behavior, it is not necessary or appropriate to apply
progressive discipline in all cases. For example, serious infractions may
warrant immediate termination, without prior warnings or counseling.
OPC’s Head of Staff, in consultation with the Administration and
Personnel Committee, may also decide to “skip” one or more stages of
progressive discipline based on factors such as the nature and severity of
the performance problem and the employee’s history.
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7. RECORDS-RETENTION POLICY
a) The corporate records of Oxford Presbyterian Church are important assets.
Corporate records include essentially all records produced by an employee, whether
paper or electronic. A record may be as obvious as a memorandum, an e-mail, or a
contract, or something not as obvious, such as a computerized desk calendar, an
appointment book or an expense record.
b) Both federal and state law requires the Church to maintain certain types of corporate
records, usually for a specified period of time. Failure to retain those records for
those minimum periods could subject the Church to penalties and fines, cause the
loss of rights, obstruct justice, spoil potential evidence in a lawsuit, place the Church
in contempt of court, or seriously disadvantage the Church in litigation.
c) The Church expects all employees to fully comply with any published records
retention or destruction policies and schedules, provided that all employees should
note the following general exception to any stated destruction schedule: If an
employee believes, or the Church informs an employee, that Church records are
relevant to litigation, or potential litigation (i.e., a dispute that could result in
litigation), then employees must preserve those records until the Session and legal
counsel determine the records are no longer needed. That exception supersedes any
previously or subsequently established destruction schedule for those records.
Questions about exceptions should be forwarded to Session and/or legal counsel.
d) Several categories of documents that bear special consideration are identified below.
While minimum retention periods are suggested, the retention of the documents
identified below and of documents not included in the identified categories should
be determined primarily by the application of the general guidelines affecting
document retention identified above, as well as any other pertinent factors.
RECORDS STORAGE REQUIREMENTS FOLLOW ON page 33.
1)

Tax Records. Tax records include, but may not be limited to, documents
concerning payroll, expenses, proof of deductions, business costs, accounting
procedures, and other documents concerning the Church’s revenues.

2)

Employment Records/Personnel Records. State and federal statutes require the
Church to keep certain recruitment, employment and personnel information.
The Church should also keep personnel files that reflect performance reviews
and any complaints brought against the Church or individual employees under
applicable state and federal statutes. The Church should also keep all final
memoranda and correspondence reflecting performance reviews and actions
taken by or against personnel in the employee’s personnel file.

3)

Session and Session Committee Materials. Meeting minutes should be retained
in perpetuity in the Church’s minute book.

4)

Press Releases/Public Filings. The Church should retain permanent copies of
all press releases and publicly filed documents under the theory that the Church
should have its own copy to test the accuracy of any document a member of the
public can theoretically produce against the Church.

5)

Legal Files. Legal documents will be retained permanently.

6)

Marketing and Sales Documents. The Church should keep final copies of
marketing and sales documents for the same period of time it keeps other
corporate files.
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(a) An exception to the three-year policy may be sales invoices, contracts,
leases, licenses and other legal documentation. These documents should
be kept for at least three (3) years beyond the life of the agreement.
7)

Contracts. Final, execution copies of all contracts entered into by the Church
should be retained for the length of the contract plus six (6) years.

8)

Electronic Mail. Emails will be retained electronically for a period of three
years if they relate to items A. through G. above.

9)

Storage. OPC will hold original records of permanent value on deposit in an
environmentally controlled archival storage area with specialized fire detection
and security systems. OPC may contract with an offsite storage company or the
Presbyterian Historical Society.

RETENTION SCHEDULE FOR OXFORD PRESBYTERIAN CHURCH
Types

Retention Period

Accounts Payable

Seven (7) years

Accounts Payable Invoices

Seven (7) years

Accounts Receivable Records

Seven (7) years

Annual Audits

Permanent

Annual Budgets

Permanent

Annual Financial Statements

Permanent

Annual Reports

Permanent

Architectural drawings, plats, plans, blueprints

Permanent

Bank Deposit Slips

Three (3) years

Bank Statements

Seven (7) years

Brochures/promotional material (one copy)

Permanent

Bylaws and Charters

Permanent

Cancelled Checks

Seven (7) years

Cash Receipt Records

Seven (7) years

Contracts

Active plus six (6) years
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Data for Updating Mailing Lists

One (1) year

Donations (regular, weekly)

Seven (7) years

Emails

Three (3) years

Expense Reports

Seven (7) years

General Routine Correspondence
(acknowledgements, requests, travel
arrangements, etc.)

Three (3) years

Incorporation Records

Permanent

Invitations

One (1) year

Legal/judicial Case Records

Permanent

Loan Agreements

Satisfaction plus twenty (20)
years

Mailing Lists

Active

Manuals/Handbooks

Permanent

Marketing Materials

Three (3) years

Meeting Notices

One (1) year

Minutes

Permanent

Newspapers/Newsletters

Permanent

Payroll Records

Seven (7) years

Periodic Financial Statements

Two (2) years

Personnel Records/Employee Records

Employment plus seven (7)
years

Petty Cash Records

Seven (7) years

Photographs

Permanent

Property Appraisals, Records of Sales

Twenty (20) years after sale

Receipts of Purchases

Seven (7) years
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Reference/Resource Materials

Active

Registers

Permanent

Subject files: correspondence, minutes, or other
records surrounding subject matter of
continuing administrative or legal value, or
comprising information on the mission, vision
and actions of the congregation

Permanent

Travel Plans/Arrangements

Three (3) years

Wills and Bequests

Permanent
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JOB DESCRIPTIONS
Title:

Church Secretary - Business Manager – September 3, 2015

Purpose:

The Church Secretary works 30 hours/week from 9:00 A.M. to 4:00 P.M. daily
with a one-hour lunch break.

Accountability:

To the Minister as head of staff through the Administration and Personnel
Committee.

Responsibilities:
Member Support








Support for Membership Development Committee–links member interests with Oxford
Presbyterian Church ministries.
Telephone/Walk-in Reception
Manage the Prayer Chain
Addressing member needs:
o Inform Pastor of visitation needs
o Arrange for necessary transportation
o Monitor hospitalizations and other health needs
o Invitations to potential new members
Support for Board of Deacons Shepherd Ministry, Membership Rolls, Fellowship.
Secretarial Support for Director of Christian Education.

Office Management









Receive and distribute mail
Manage requests for signs on the Green
Maintain Church Calendar
Purchase office supplies
Manage church credit card
Liaison with ESL/GED, Head Start, and Early Intervention staff
Attend weekly staff meetings and work hand in hand with the Part Time Secretary as
needed
Manage contracts with outside vendors.

Title:

Custodian

Purpose:

To maintain the physical plant so that the mission of the church can be carried on
with efficiency and in order.

Accountability:

1. To Session through the Administration and Personnel Committee for
instruction and responsibilities that concern the program of the church.
2. The Property Committee for instruction concerning grounds, building,
maintenance and security of the physical plant.
3. To the Minister as head of staff.

Responsibilities:
Daily



Make sure the building is opened and closed when needed
Clean floors on first floor
a. Vacuum hallways
b. Dry mop hallway in Christian Ed wing
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c. Dry mop Christian Ed rooms
d. Clean and wet mop rest rooms
Clean toilets and check that paper products and soap are filled
Empty all trash
Make sure HVAC is adequate in each room to be used
Make sure trash is picked up on the outside property

Weekly









Vacuum second floor sanctuary, classroom hallway, chapel, narthex and parlor (for
Sunday)
Mop restrooms on second floor and youth room (for Sunday)
Clean choir loft and chancel (for Sunday)
Take care of outside property
a. Mowing in season
b. Trimming and raking leaves
c. Clean away trash and debris
d. Change sign in front of church - seasonally, see pastor
Check through church to see if light bulbs are all working
Make sure all HVAC systems and generator are maintained
Keep house in good clean condition and report any problems

Monthly





Edge sidewalks and make sure they are clean
Coordinate time to clean, wax or speed buff tile floors
Take inventory of products used for church: paper towels, tissues, toilet paper, light
bulbs, soap, etc.
Clean all glass

Other





Snow and ice removal, needs to be done immediately from sidewalks and driveway
Additional duties as required:
a. Set up and tear down for activities
b. Weddings, rehearsals, funerals
c. Special church events
Other duties as assigned

Church to be opened and ready for the day by 7:00 A.M.
Church to be locked by 9:00 P.M. unless otherwise scheduled.
Additional work created by use of the church for weddings and receptions, dinners or funerals will be
compensated for according to the policy of the church as stipulated when permission for use is
granted.
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Title:

Director of Christian Education

Qualities:

1. Motivate, inspire, and relate well to people of all ages in all aspects of the
learning ministry.
2. Will be confident in their role in the church, be secure in their Journey of Faith
3. Work effectively as part of a team when meeting with the congregation and staff.
4. Be able to communicate with the surrounding population and will demonstrate
knowledge of the local and global ministries
5. Possess an ability to interact with both the congregation and staff in an
effective and positive manner
6. Be organized and possess the ability to follow through or appropriately
delegate the tasks at hand

Qualifications:

Bachelor’s Degree in Christian Education or a related field

Accountability:

1. Responsible to the Session and accountable to the Minister for planning,
implementation and evaluation of the church’s educational ministry.
2. Serves as staff support for the work of the Learning Ministry.
3. Performance evaluation by the Minister six months from date of hire and
yearly thereafter

Responsibilities:













Work with Pastor and learning ministry to plan and implement a variety of programs. CoChairperson CE/learning ministry meetings.
Organize Sunday School programs. Research and recommend Sunday School curriculum for
all ages. Recruit, train, and support Sunday School teachers. Recruit and register students.
Maintain teaching supplies. Find substitutes when necessary. Oversee collection of the
offering and recommend mission.
Act as a liaison with the Director of Community Preschool and assist in organizing joint
ventures between the preschool and church
Oversee the Adventure Club program, a weekday program designed for children ages 6-12.
Tasks include: selecting, planning and teaching weekly lessons; purchasing food, supplies
and prizes; recruiting volunteers to assist in tasks and help supervise children; coordinate
each session with the children’s choir director; oversee the budget
Lead or co-lead the confirmation class. Plan curriculum and recruit mentors. Plan service
days, trips and all other activities
Act as a community liaison by representing our church at social and educational functions
throughout the community. Support our connection with the Camp Donegal, Donegal
Presbytery and other PCUSA organizations
Organize and plan the yearly Vacation Bible School program by selecting the curriculum,
recruiting volunteers, delegating and overseeing assignments, chairing the VBS planning
committee, and advertising.
Develop new programs expanding services to our youth and young adults.
Oversee the church nursery and children’s church program by providing direct supervision
and support to volunteers and paid staff. Arrange the curriculum, provide teaching schedule,
supply resources and oversee the budget. Find substitutes when necessary.
Primary responsibility for teaching youth, specifically the Senior and Junior High Youth
Groups.

Work Schedule and Benefits



The normal work week is 40 hours per week, full-time salaried position. It is expected the
Director of Christian Education shall be available on some evenings and Sundays as
programs require.
Salary beginning at $35,000 commensurate with experience and education.
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Mileage reimbursed at maximum rate allowed by IRS
Vacation time, two weeks per year
Paid holidays as determined by Donegal Presbytery
Health insurance is available, benefits are negotiable
Continuing education-two weeks per year, as agreed upon with Education Committee

Title:

Director of Community Preschool at Oxford Presbyterian Church

Purpose:

The Director is responsible for planning curriculum, billing parents, and registering
students. The Director is also responsible for the operations and activities of the
Preschool and for the management and supervision of the teaching staff.

Requirements:

The minimum requirement for the position is a B.S. degree in education,
preferably Early Childhood Development.

Accountability:

The Director reports directly to the Preschool Board which is a sub-committee of
the Christian Education Committee at OPC.

Responsibilities:
















Market and publicize the Preschool through the church newsletter, bulletin, newspapers, sign
on the Green, and the Preschool Open House. The Director will also frequently and
thoroughly communicate with parents concerning policies, activities and procedures of the
Preschool.
Receive all information of inquiry through the church office and send reply letters with all
pertinent information.
Keep clear and accurate records of payment schedules (based upon treasurer reports), health
information, progress reports, and emergency information on each student.
Turn over all receipts to the Church counters (in the office) for deposit in Bank account and
assists the Treasurer with required financial details. The Director will maintain a Petty Cash
fund for small daily expenses.
Turn in time-sheets or payment notices to the Treasurer for payroll requirements.
Purchase supplies with input from the teaching staff.
Prepare an annual budget for approval by the Preschool Board.
Make recommendations to the Preschool Board for hiring teachers and assistants. Evaluate
teaching staff annually.
Make arrangements for all field trips and travel details and communication.
Report quarterly in writing to the Preschool Board.
Submit a written report annually to the Christian Education Committee for inclusion in the
OPC Annual Report. (This will include a financial report in conjunction with the Treasurer.)
Authorize and supervise all teaching activities, curriculum, and resources. Serve as the Lead
Teacher in the four-year-old class (Pre-kindergarten).
Interact with children and their families in a supportive manner. Maintain communication
monthly with parents concerning Preschool activities.
Make recommendations to create and update policies and rules to the Preschool Board.
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Title:

Operational Treasurer

Purpose:

To account for the day-to-day financial dealings of the Church

Accountability:

To the Minister as head of staff, and to the Session through the Finance
Committee and the Administration and Personnel Committee

Responsibilities:










To pay the operational bills of the corporation and congregation as directed by the Finance
Committee.
To furnish the Session at least monthly, a detailed account of the financial status of the
Church.
To handle all payroll and provide quarterly reports.
To serve as Employee Benefits Coordinator.
To serve as Claims Administrator for any employee’s Flexible Savings Arrangements and/or
Health Reimbursement Arrangements.
To furnish the Finance Committee information and help in preparing the annual operational
budget
To follow all procedures established by the Finance Committee with respect to the Church’s
finances.
To attend Session Meetings and Finance Meetings as requested.
To perform any other duties that may reasonably be expected of a treasurer.

Title:

Organist

Purpose:

To provide appropriate organ music, and when needed, additional keyboard
music, for services of worship

Accountability:

To the Administration and Personnel Committee

Coordinating With:

The Minister as head of staff, the Director of Music, The Worship Committee.

Responsibilities:
Included in the Organist Salary:








Provide organ music and, when appropriate, piano music at 8:15 and 11:00 worship services
each Sunday, or for 9:30 combined summer worship services. This can include prelude,
offertory, postlude, congregational hymn accompaniment, and other music as needed.
Provide organ music for Christmas Eve and Maundy Thursday Services.
Attend Chancel Choir rehearsals to assist with the preparation/accompaniment of Chancel
Choir music.
Provide accompaniment on organ and/or piano for the Chancel Choir when they sing in
worship services.
Arrange for substitute organists for vacation Sundays.
Responsible for the upkeep of the keyboard instruments. This includes making sure the organ
is maintained in working order, and that all pianos are tuned and maintained.
In the summer when the Chancel Choir is not in session, provide one rehearsal and
accompaniment for soloists who provide special music during worship services.

For Additional Compensation:


Organist or Organist’s designee will play all weddings and funerals held at Oxford
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Presbyterian Church.
Organist has permission to use the church organ to teach lessons for additional compensation
that is provided by the student. This is to help develop the next generation of church musicians.

Title:

Part Time Church Secretary

Purpose:

Part Time Church Secretary works 24 hours/week daily (except Tuesdays).
Hours are 10:00 A.M. to 4:00 P.M. with a one-hour lunch break.

Accountability:

To the Minister as head of staff through the Administration and Personnel
Committee.

Responsibilities:













To properly record the pledges of the Members and post their contributions. (Volunteer may
be recruited for this function.)
To notify the Members on a regular basis the amount of their contribution. (Volunteer may be
recruited for this function.)
Perform the function of secretary to the minister, including typing, filing, routine
correspondence, etc.
Prepare Contribution Statements for the OPC membership.
Prepare Church Bulletins, announcements, Lamplighter, etc., using the office machines and
equipment the church owns or may acquire.
Maintain permanent church records
Perform secretarial work for church organizations (i.e., Community Preschool, etc.) and
Session Committees, as directed by the minister.
Assist the Deacons and Sound Committee by printing labels for the CDs of the Worship
Service recorded weekly and distributed to shut-in members of the church. Purchase
appropriate software, and labels as needed.
Maintain building use fee schedule.
Assign rooms for outside group meetings.
Attend weekly staff meetings and support Full Time Secretary as needed.

Title:

Pastor

Purpose:

To provide spiritual leadership, pastoral care, administrative oversight and
organizational direction to the Congregation with a broad program of
worship, teaching, outreach, and fellowship.

Accountability:

Accountable to the Presbytery through the Connecting Our Ministry
Committee;
Accountable to the Congregation through the Session Administration and
Personnel Committee.

Responsibilities:




Preach, lead in worship, administer the sacraments, and provide a teaching ministry that will
lead to the spiritual growth of the membership and awaken them to an active outreach to their
neighbors – “...sharing the unconditional love of Jesus Christ...;”
Lead and inspire the Session and Congregation in the development and effective operation of
a wide range of program activities—recruiting, motivating and training youth and adult
leadership;
Provide active leadership to the Session, the congregation and its organizations in developing
ministries that will enable the church to grow in faith and mission;
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Administer the church’s program as Head of Staff by leading, directing, and supervising all
full-time and part-time staff, including Director of Christian Education and Preschool
teachers and aides; providing yearly evaluation of staff with Administration and Personnel
Committee;
Provide pastoral services for those in crisis situations, including home and hospital visitation;
Coordinate a multifaceted program of community service and community organization activities;
Work with community leaders in addressing social and community concerns; participate in
Oxford Ministerium.

Relationships:






Relates to the Session and various committees as the Moderator of Session;
Relates to the staff as Head of Staff;
Relates to congregation as Pastor;
Relates to the Presbytery as a Minister Member;
Relates to Community as spokesperson for Congregation.

Evaluation:


Performance review of Pastor will be conducted annually by the Administration and
Personnel Committee. This Committee will annually review the adequacy of compensation.

Title:

Director of Music

Purpose:

To provide appropriate music for services of worship, special church events
and to coordinate the total music program.

Accountability:

To the Minister as head of staff and to the Session through the Worship and
Arts Committee and Administration and Personnel Committee

Responsibilities:









Consult with the Minister in planning the music for worship services and special programs of
the church year.
Act as a resource person for the Worship Committee, assisting in the development of
Christian worship and music needs of the congregation.
Direct the Chancel Choir and organist in rehearsal and presentation of selected music.
Oversee the organization of choirs for the young people of the congregation, so they can
experience service music, Orff instruments, leadership, and participation in worship.
Direct or oversee the direction of the youth choirs.
Organize and maintain the music library of the Church.
Supervise maintenance and inventory of the Church’s musical instruments.
Order all material and supplies necessary to carry out the music program of the Church.

Title:

Revolution Youth Intern

Purpose:

To provide mentoring and to build relationships with junior high boys and girls

Accountability:

To the Director of Christian Education

Coordinating with:

The Administration and Personnel Committee

Responsibilities:



Attending the Revolution Youth Group meetings
Being a friend to the junior high youth
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Engaging them in conversation/empathetic listening to their concerns
Participating with them in activities
Contacting them with courtesy, kindness, and compassion by text, e-mail, and social media
Sending birthday greetings
Recognizing special accomplishments (awards, recognitions, etc.)
Being available to listen when a young person needs to talk

Evaluation:


Performance review of the Revolution Youth Intern will be conducted by the Director of
Christian Education at the end of the school year, but no later than May 31.
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B. THE PROPERTY COMMITTEE
1. COMMITTEE:
The committee shall be composed of no fewer than two (2) Ruling Elders, four persons
from the congregation-at-large and the custodian.
2. ORGANIZATION:
The committee shall be moderated by the Chairperson who is named annually by the
Session-Board of Trustees. The Property Committee may elect a Secretary from its
membership or the Chairperson may serve as secretary.
3. MEETINGS:
Shall be held monthly, or when deemed necessary by the Chairperson and approved by
the Committee members.
4. REPORTING:
Will report on its activity to the Session-Board of Trustees monthly.
5. DUTIES OF THE COMMITTEE
a) To review the adequacy of facilities to support the programs of the Congregation
with the program committees and to propose changes as needed.
b) To serve as liaison (where necessary) between staff and non-church organizations
seeking permission to use the facilities and property of the church.
c) To make minor changes in buildings, grounds and equipment, and to present
proposals to Session-Board of Trustees for major changes to the building, grounds
and equipment.
d) To consult with the Christian Education Committee when requested, or upon its own
initiative, about matters concerning furnishings, supplies, materials and facilities.
e) To consult (as necessary) with the Personnel Committee of Session about the
position descriptions, compensation and performance review of all maintenance and
kitchen staff.
f) To present a preliminary budget request to the Finance Committee at the appropriate
time.
g) To recruit such ad hoc committees as may be necessary to fulfill specific tasks.
h) To work with selected staff members to maintain church facilities.
6. POLICIES OF THE COMMITTEE
a) Use of the Building – General
1)

Any consideration for special uses of the property of this church shall be
guided by the fact that it has been dedicated to worship, teaching of the
scriptures, evangelism and related activities. Regularly scheduled meetings and
services shall have priority in the scheduling of space facilities and equipment
ordinarily used by them.

2)

Priority is given to the organizations of Oxford Presbyterian Church.
Permission is also granted to organizations outside of Oxford Presbyterian
Church, both which:
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(a) make written application (available from the Church Office secretary) in
advance of the planned event.
(b) fulfill a service or not-for-profit role in the community.
(c) assume responsibility for costs attendant to such a meeting or series of
meetings, such as security presence, overtime costs, and a reasonable fee
for usage.
(d) assume responsibility for any physical damage, such as broken windows,
furniture, or equipment used.
(e) assume responsibility for leaving the premises in the same condition as
found upon entry (lights out, room in order, etc.).
(f)

assume responsibility for any user acts of negligence.

(g) advise all persons attending the meeting or event that smoking is not
permitted anywhere in the building at any time.
(h) advise all persons attending the meeting or event that the use of alcohol in
the building or on the grounds is strictly prohibited, and that other
beverage or food consumption is confined to designated areas.

3)

(i)

agree not to use any kind of tape, adhesive, items which puncture or any
other material on interior or exterior walls, doors or other surfaces.

(j)

will not park in reserved parking spaces or in fire lanes.

Permission is granted for the use of kitchen services and kitchen staff for those
organizations which:
(a) agree to the conditions set forth above.
(b) assume responsibility for the costs which include the food and the help
necessary for preparation, service, and clean-up.
(c) consult with the Kitchen Manager about specific arrangements.

4)

All applications are subject to church approval. The event should not be
promoted or publicized until approval has been received.

b) Use of the Sanctuary
1)

Requests for use of the Sanctuary of Oxford Presbyterian Church by service or
not-for-profit organizations will be considered on a case-by-case basis. This
policy statement does not include weddings, which are covered in the Wedding
policy (see Appendix K).

2)

The Sanctuary of Oxford Presbyterian Church represents the heart of our life in
the worship and praise of God. It is used by the Church for events directed to
the glory and praise of God and matters concerning the ecclesiastical and
corporate business of the Congregation and the Presbytery of Donegal.

3)

Appropriate uses of the Sanctuary by outside groups may include cultural
events open to the community. Our Sanctuary is open to all, regardless of
wealth or status, for worship and meditation. From time to time there may be
concerts, recitals, lectures, or other special events sponsored or co-sponsored
by Oxford Presbyterian Church. Our fundamental philosophy for building use
has long been that there is never an “admission” charge, which would include
“ticket” sales. Arrangements are made for an event by contacting the main
office administrator.
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4)

Church activities including weddings, funerals, and memorial services take
precedence over those of outside groups. Outside groups may be required to
reschedule their events on short notice in the event that a funeral service or a
memorial service must be scheduled.

5)

In the event that additional rooms are required, a separate fee is required for the
use of each room. Arrangements for the use of additional rooms must be made
at the time of initial application and must be in accordance with Oxford
Presbyterian Church “Use of Building” policy.

6)

Strict compliance with the Pennsylvania Fire Code is required. No person shall
permit the overcrowding or admittance of any person beyond the established
posted occupant load of the Sanctuary. Aisles shall not be obstructed by chairs,
tables or other objects. No chairs or pews may be placed in the Narthex. Any
violation of these provisions of the Pennsylvania Fire Code will result in the
immediate revocation of permission to use the Sanctuary.

7)

Applications for use of the Sanctuary will be submitted to the Church office for
review and approval or rejection. The office will submit copies of the
application to the Pastor and the Chairperson of Property if required. The
Chairperson of Property Committee may refer specific applications to the
Session-Board of Trustees, for review and approval or rejection.

8)

Because of Sunday worship, Saturday events in the Sanctuary normally will not
be approved (except for weddings).

9)

Oxford Presbyterian Church groups and outside organizations using the
Sanctuary shall not conduct any event, meeting or other gathering which would
inherently detract from the solemnity, nature or purpose of the surroundings.

c) Building Fee Schedule
Various fees for the use of the Oxford Presbyterian Church facilities, as proposed by
the Committee and approved by Session-Board of Trustees, may be obtained by
contacting the church office of the Church Office Administrator.
d) Decorating and Furnishing
1)

Routine redecorating will be handled on a scheduled repainting and recarpeting basis using existing colors.

2)

All decorating questions and ideas, including the placement of plaques and
memorials, shall be addressed to the Property Committee directly. A decision
will be made whether the request is appropriate and if it calls for the use of a
Property and Grounds Committee to provide continuity and professionalism.

e) Finance: Major Maintenance Fund
1)

The Major Maintenance Fund shall be used only to purchase parts and
equipment for the heating and cooling systems and to fund major maintenance
expenses for the church building and grounds. Items that exceed a $750.00
threshold (set by Finance Committee) shall be redirected to Finance for
payment from either the Building Fund or from Special Funds as determined by
Finance.

2)

Examples of the use of the Fund shall include:
(a) major and minor replacement parts for the air conditioning and heating
systems;
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(b) major painting of the exterior of the building;
(c) major floor tile replacement;
(d) major limestone work on the building;
(e) major sewer repairs;
(f)

major sidewalk replacement;

(g) major re-blacktopping of the parking lot;
(h) major roof repairs;
(i)

major painting of the Sanctuary, and;

(j)

other major expenses to the building and grounds that are not covered
here.

f) Use of Kitchen
1)

The use and overall operation of the Kitchen, including staffing, for all
functions shall be scheduled and monitored through the Church Office
Administrator. Preference shall be given to organizations of, or those
sponsored by, Oxford Presbyterian Church.

2)

It shall be policy that, unless otherwise indicated by the Pastor-Head of Staff or
Session-Board of Trustees, lunches shall be served when new members are
received, when newly-elected officers are examined, and when the SessionBoard of Trustees holds its annual joint meeting with the Board of Deacons.
Reservations will be automatic.

g) Use of the Parking Facility
The limited parking area is reserved for staff of Oxford Presbyterian Church, the
Oxford Presbyterian Preschool and the members of Oxford Presbyterian Church.
Provisions other than for those groups named above must be made through the
Church Office prior to need.
h) Policy on the Use of Church Equipment
Equipment and property (audio/visual, furniture, chairs, kitchenware, etc.) is critical
to the day-to-day operation of the church and, therefore it is important that all
equipment be available when needed. It is the policy of Oxford Presbyterian Church
that no church property or equipment be loaned or otherwise removed from the
facility without prior approval of the Church Office Administrator, in consultation
with Facilities Manager and/or the Director of IT.
i)

POLICY ON SMOKING
It shall be the policy of Oxford Presbyterian Church that there be no smoking in any
interior area of the building at any time.

j)

Plaques and Signage
Any organization or group contemplating the use or placement of a plaque, sign,
wall hanging, photograph or other form of identification or memorial either inside or
outside the church must first submit its idea or ideas in writing to the Property
Committee through the Church Office. The Committee will review the submission
and judge it based upon the following criteria:
1)

appropriateness for the intended purpose;
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2)

appropriateness for use within a church or religious setting;

3)

the aesthetics of the item, especially in relation to the area or location desired;

4)

the desired location itself, and;

5)

long-term (and historical) design and decorating objectives.

The Committee will report its desires and/or recommendations to the group or
organization within 60 days of the initial request.
k) MISCELLANEOUS
All other Property questions, suggestions or issues may be addressed to the Property
Committee Chairperson or to any member of the Property Committee.
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C. THE OUTREACH COMMITTEE
1. COMMITTEE:
The committee shall be composed of no fewer than two (2) Ruling Elders, four (4)
persons from the Congregation-at-large, and ex-officio staff person(s) as the PastorHead of Staff may designate.
2. ORGANIZATION:
The committee shall be led by the Chairperson who is named annually by the SessionBoard of Trustees and who shall serve on the Session. The Committee shall elect a
Secretary from its membership.
3. MEETINGS:
Shall be held monthly as determined by the Chairperson.
4. REPORTING:
Will report on its activity to the Session-Board of Trustees monthly and will recommend
to the Session-Board of Trustees for its approval any expenditure to be made.
5. DUTIES:
a) To research and recommend to Session-Board of Trustees appropriations to be made
from the outreach committee budget.
b) To introduce and receive approval from Session-Board of Trustees for such special
benevolence projects as the Committee may deem necessary and desirable.
c) To consider the involvement of missionaries in the life of Oxford Presbyterian
Church through personal interest missionaries, use of the pulpit for the appearance
of persons from the Presbytery, Synod, General Assembly, colleges, seminaries, etc.
d) To assume the responsibility for the promotion of special offerings of the
Presbyterian Church (USA): One Great Hour of Sharing, the Peacemaking Offering
and the Christmas Joy Offering.
e) To consider avenues of missions locally, nationally and globally; study matters of
social concern and propose to the Session-Board of Trustees programs for Session
and/or congregational study and/or action, e.g., in areas of hunger, homelessness,
refugees and peacemaking.
f) To present a preliminary budget request to the Finance Committee for the
development of the next year’s budget.
g) To provide educational support to the Christian Education Committee in the area of
Social Concerns (e.g., – adult ed. Forum).
h) To focus on ways to involve the congregation in Mission and Social Concerns areas.
i)

To recruit such ad hoc committees as may be necessary to fulfill specific tasks.
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D. THE WORSHIP AND ARTS COMMITTEE
1. MISSION:
a) To serve God by celebrating with joyful praise God’s redeeming love, seeking God’s
will for each and all of us. As such, the committee will:
b) Order the worship life in ways that address the diverse expectations and needs of the
congregation.
c) Discover and initiate ways to involve the congregation in joyful participation in
worship including the order of worship; scheduling ushers, greeters, liturgists, and
acolytes; the preparation of the Sacraments; serving Communion; the preparation of
the sanctuary decorations including Easter Lilies, Christmas Poinsettias, and weekly
Chancel Flowers; changing the paraments for the seasons of the church year;
providing a guest minister in the event that our Pastor and Christian Education
Director are both absent due to vacation, illness or other business; and everything
connected with the regular and special events within the confines of the sanctuary.
d) Ensure complementary relationships among the elements of worship.
e) Involve our children and youth in meaningful worship through Kids of the
Kingdom.
f) Enable all members and visitors to participate in the full range of Sunday morning
worship and educational opportunities.
g) Offer a worship experience that is warm and welcoming.
h) Emphasize, above all, the grace of our Lord Jesus Christ.
2. COMMITTEE:
The committee shall be composed of no fewer than two (2) Ruling Elders, four (4)
persons from the Congregation-at-large, ex-officio, the Pastor-Head of Staff and the
Director of Music or his/her designee.
3. ORGANIZATION:
The committee shall be moderated by the Chairperson who is named annually by the
Session-Board of Trustees.
4. MEETINGS:
Shall be held monthly at the discretion of the Chairperson.
5. REPORTING:
Will report monthly on its activity to the Session-Board of Trustees.
6. DUTIES:
To ensure that worship is conducted in a meaningful way, committee duties will be
addressed either directly by the Committee or through channeled responsibility as
indicated below:
7. COMMITTEE DIRECT RESPONSIBILITY:
a) Listen to the needs of the Congregation and communicate those needs to the
ministerial staff and Director of Music.
b) Address opportunities to enhance the worship experience.
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c) Recruit Elders and/or Deacons to serve the elements of Holy Communion (the
Board of Deacons prepares the elements.)
d) Recruit such ad hoc committees as may be necessary to fulfill specific tasks.
e) Prepare an annual budget.
8. CHANNELED RESPONSIBILITY THROUGH THE DIRECTOR OF MUSIC:
a) Arrange for such special musical events as may enrich the life of Oxford
Presbyterian Church and the community, e.g., the Oxford Presbyterian Church
Music Series.
b) Consult with the Personnel Committee of the Session regarding the position
descriptions, compensation and evaluation of all related compensated staff, i.e.,
Director of Music, choir directors, organist and others.
9. POLICIES OF THE COMMITTEE
a) The Sacrament of Baptism
1)

The Sacrament of Baptism, because of its nature as a public event of the whole
congregation, shall be celebrated in the context of regularly-scheduled Sunday
morning worship services. Baptisms are held the week prior to serving
communion. Exceptions may be made at the discretion of the Pastor-Head of
Staff in rare circumstances.

b) The Sacrament of The Lord’s Supper
1)

The Sacrament of The Lord’s Supper shall be celebrated on the first Sunday of
every month along with Maundy Thursday, Pentecost, the first Sunday in
Advent, and Christmas Eve.

2)

Communion servers must be ordained elders or deacons, though they do not
need to be currently serving.

3)

Procedures for the serving of communion by elders and deacons have been
established and are provided in the Manual as Appendix L.
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E. MEMBERSHIP AND DEVELOPMENT COMMITTEE
1. COMMITTEE:
The committee shall be composed of no fewer than two (2) Ruling Elders, four (4)
persons from the Congregation-at-large, and, ex officio, such staff person(s) as may be
designated by the Pastor-Head of Staff.
2. ORGANIZATION:
The committee shall be moderated by the Chairperson who is named annually by the
Session-Board of Trustees. The committee shall elect a Secretary from its membership.
3. MEETINGS:
Shall be held monthly.
4. REPORTING:
Will report monthly on its activity to the Session-Board of Trustees.
5. DUTIES:
a) New Member/Member Participation: Exercise overall responsibility for
welcoming and incorporating new members into the Oxford Presbyterian
congregation.
1)

To organize new member events.

2)

To organize new member receptions and provide information about new
members to the congregation.

3)

To foster increased involvement of all members in the life of the congregation.

4)

To track member participation in worship and activities.

5)

Implement programs to contact and reactivate inactive members, encouraging
their involvement in the church.

6)

To annually review the church rolls with the Clerk of Session and make
recommendations for updating membership status.

b) Fellowship: Work with the Deacons to develop and oversee programs that meet the
fellowship needs of members of Oxford Presbyterian Church.
1)

To plan and provide for congregation-wide opportunities for fellowship.

2)

To provide for new small group fellowship groups as needed.

3)

To add new members to the appropriate shepherds lists, and to delete those
who have requested to be removed as active members.

c) Communication: Increase the effectiveness of communication about Oxford
Presbyterian Church and its activities.
1)

To plan and prepare written communications that clearly and effectively
convey information to Oxford Presbyterian church members.

2)

To advise other committees on communications matters.

3)

To review all methods of internal communications to ensure their effectiveness,
making changes where appropriate.

4)

To recommend uses of the internet to enhance congregational life.
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d) General:
1)

To recruit ad hoc committees as necessary to carry our specific tasks decided
upon by the Committee.

2)

To present a preliminary budget request to the Stewardship, and Finance
Committees for the development of the next year’s budget.
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F. THE CHRISTIAN EDUCATION COMMITTEE
1. COMMITTEE:
The committee shall be composed of no fewer than two (2) Ruling Elders, four (4)
persons from the Congregation-at-large, ex officio salaried persons in the area of
Christian Education.
2. ORGANIZATION:
The committee shall be moderated by the Chairperson who is named annually by the
Session-Board of Trustees. The Committee shall elect a Secretary from its membership.
3. MEETINGS:
Shall be held monthly.
4. REPORTING:
Will report monthly on its activity to the Session-Board of Trustees.
5. DUTIES:
a) To provide a Christian-based educational program, staffing and servicing
opportunities, including curriculum and materials for children, youth and adults.
b) To implement and monitor the church’s child abuse program. (see “Policy on Sexual
Misconduct” page 79.)
c) In consultation with the Property Committee, to maintain the building facilities
necessary to fulfill the functions of Christian Education.
d) To present a preliminary budget request to the Finance Committee for the
development of the next year’s budget.
e) To consult with the Personnel Committee of Session about position descriptions,
compensation and performance reviews of all related compensated staff.
f) To recruit such ad hoc committees as may be necessary to fulfill specific tasks
decided upon by the committee.
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G. THE STEWARDSHIP COMMITTEE
1. COMMITTEE:
The committee shall be composed of no fewer than two (2) Ruling Elders, two (2)
persons from the Congregation-at-large, ex officio such staff person(s) as may be
designated by the Pastor-Head of Staff and the Church Treasurer.
2. ORGANIZATION:
The committee shall be moderated by the Chairperson who is named annually by the
Session-Board of Trustees.
3. MEETINGS:
Shall be held monthly.
4. REPORTING:
Will submit financial reports monthly during the Stewardship Campaign – major reports
to Session-Board of Trustees.
5. DUTIES:
a) Stewardship:
1)

To educate the congregation about responsible stewardship through year-round
interpretation of the church’s programs.

2)

To regularly inform the congregation about the mission and missions of the
church, Presbytery, Synod, General Assembly and world-wide, through
literature, people and the Lamplighter.

3)

To plan, organize and implement the annual stewardship campaign.

4)

To monitor pledge receipts and to alert staff to any trouble spots.

5)

To set a goal for the stewardship campaign.

6)

To recruit such ad hoc committees as may be necessary to fulfill specific tasks.

7)

To follow up with pledges not fulfilled.
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H. THE FINANCE COMMITTEE
1. COMMITTEE:
The committee shall be composed of no fewer than two (2) Ruling Elders, one (1)
persons from the Congregation-at-large (recruited by the Finance Committee Chair), the
Special Funds Treasurer, and the Church Corporate and Operational Treasurer.
2. MISSION STATEMENT:
Christian stewardship means managing our talent, money and time as blessings given by
God. Just as we expect our members to be good stewards of what God has given them,
the leadership of the Church has the responsibility to be good stewards of what God
provides to the Church.
3. ORGANIZATION:
The committee shall be moderated by the Chairperson who is named annually by the
Session-Board of Trustees.
4. MEETINGS:
Meetings are held monthly at a time designated by the Chairperson.
5. REPORTING:
The committee will submit financial reports monthly – major reports to Session-Board
of Trustees.
6. DUTIES:
a) To provide financial transparency to the membership.
b) To exercise overall responsibility for the financial matters of the church.
c) To provide financial expertise and oversight.
d) To manage the handling and counting of the offering.
e) To provide oversight for the church’s special funds.
f) To review annually Gift Acceptance Policy (GAP) (see page 66).
g) To provide session with Grant proposals.
h) To define the annual budgeting process.
i)

To review, approve and submit the entire budget to Session.

j)

To monitor church expenditures to outside providers.

k) To initiate policies on financial and legal matters.
l)

To work with an outside CPA firm or independent third-party auditor to ensure
effective internal controls when and if needed.

7. POLICIES OF THE COMMITTEE:
This document is a manual of financial internal control policies to be used by the
members and staff of Oxford Presbyterian Church (the Church) in the various financial
operations and systems of the Church to help ensure the safeguarding of the financial
assets of the Church.
Fiscal policies of the Church are approved by the Session-Board of Trustees and
administered by the Finance Committee. Fiscal policies address finances, budget
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development, stewardship, and systems for receiving, recording, counting, banking,
disbursing and use all of funds, grants and memorials. Overall internal control is a
system of policies and procedures intended to provide reasonable assurance that the
fiscal policies of the Church shall be achieved.
a) Segregation of Duties
1)

Financial functions and responsibilities shall be segregated as much as possible
so that no one individual performs an important function without someone else
involved in and/or reviewing it and approving it.

2)

The Chairperson of the Finance Committee, Corporate and Operational
Treasurers, Contributions Secretary, and Special Funds Treasurer
(a) The Chairperson of the Finance Committee must be a member of SessionBoard of Trustees.
(b) The Corporate Treasurer is elected by Session-Board of Trustees. The
Operational Treasurer is a paid staff member of the Church. The current
functions of the Operational Treasurer are to sign checks, disburse, track
funds, and financial statements.
(c) The Contributions Secretary is responsible for the recording of all offering
receipts, and the recording and reporting of congregational stewardship
pledges.
(d) The Special Funds Treasurer is responsible for the recording of and
reporting on all non-operating funds.

3)

The Corporate Treasurer, Special Funds Treasurer, and Contributions Secretary
have a fiduciary duty to keep all financial records secure.

b). Monetary Receipts
In order to protect both contributions and the reputations of those who handle such
funds, care shall be taken to ensure that collections are under the control of at least
two unrelated trustworthy congregation members, known as a Counting Team. The
Counting Teams will record and deposit the sources and amounts of the revenues by
budget line. No individual who has check signing privileges shall be on a Counting
Team.
c) Cash Disbursements
1)

General Operating Purchases
(a) The Finance Committee will determine who has purchasing authority.
Persons with purchasing authority can acquire materials or services within
their designated budget line. Tax exempt certificates are available from
the Treasurer and should be obtained for use with most purchases.
(b) For purchases of materials or services in excess of a designated budget
line amount, Session must approve the request prior to the making of or
committing to said purchases.
(c) Competitive bids or price comparisons should be secured whenever
practicable. Three (3) competitive bids should be obtained for all
purchases exceeding $2,000.
(d) Since some businesses give discounts to churches, or provide more
prompt and reliable service than others, the Finance Committee
Chairperson may decide where to make the purchase.
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(e) Staff and Committee Chairs will maintain the flexibility within their
budgets to over/under spend individual line items provided that the total
cumulative budget for their area does not exceed the permitted spending
level.
2)

Special Funds Purchases
(a) Expenditures from Special Funds or programs shall be approved only to
the extent that cash has been accumulated for the specific purpose being
requested, and only if it meets the criteria, which were set when the
account was established.

3)

Execution of Contracts/Agreements
(a) All contracts and agreements, which obligate the Church in a financial
way, must be executed by the Session/Board of Trustees. The Corporate
Treasurer is expected to provide guidance to Session where needed and
must be made aware of all contracts and agreements.

4)

Expense Reimbursements
(a) Members shall be reimbursed for any authorized expenses incurred on
behalf of the church, if the following conditions are satisfied:
(1) The expenses are deemed reasonable by the church member in
amount.
(2) The expense is supported by an approved voucher showing ministry
purpose, along with the original purchase receipt showing the time,
place, and amount of each such expense.
(3) Each member incurring expenses on behalf of the Church shall
prepare and submit a report of expenses as soon as possible after the
end of a calendar month, but no later than the final day of the
following month.

5)

Disbursements
(a) All disbursements will be made by check or Electronic Funds Transfer
(EFT) by the Church Operational Treasurer with the exception of small
amounts that may be paid from the petty cash fund.
(b) Regularly scheduled payments such as payroll, taxes, and debt retirement,
the appropriate official authorization on file will serve as the source
document.
(c) The staff member is responsible for the prompt and full payment of all
charges that are not properly substantiated.

6)

Check Signing Authority
(a) The Session is responsible for annually approving check signers and those
individuals with general banking authority for all church bank and
custodial accounts. The Chairperson of the Finance Committee, the
Corporate and Operational Treasurers, the Special Funds Treasurer and
the Contributions Secretary have banking and check signing authority and
shall be covered by a fidelity bond for the time period of their authority.
Check signers should never be related to each other.
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(1) The Finance Chairperson and Special Funds Treasurer are
responsible for annually updating their signatory list and informing
all financial institutions holding their investments and/or accounts.
(2) The Finance Chairperson and Special Funds Treasurer will be
responsible for annually updating the list of authorized signers and
individuals with general banking authority and conveying that list to
all institutions holding Oxford Presbyterian Church bank and/or
investment accounts.
(b) All check signers must be diligent in exercising their fiduciary
responsibilities by examining the invoices and supporting documentation
as furnished before signing the check.
(c) Authorized check signers should never co-sign the following: checks
made payable to themselves or to family members (with the exception of
payroll checks); single-signature pre-sign blank checks for future use;
checks payable to “bearer” or “cash.” Check signers should never alter
checks in any way.
(d) For disbursements in excess of $1,000.00 any two (2) individuals from the
following list may sign.
(1) The Church Treasurer;
(2) The Special Funds Treasurer;
(3) The Chairperson of Finance Committee.
Each month, the Chairperson of the Finance Committee or his/her
designee shall review the disbursement file to ensure all checks are
accounted for and adequate authorization and documentation have been
provided.
(e) The payroll is currently administered in-house using Intuit QuickBooks
payroll software. The input data are provided by:
(1) The Administration and Personnel Committee Chairperson
(2) The Corporate Treasurer
d). Financial Records
1)

Church Accounting System
(a) The usage of checks should be accounted for by reconciling the quantity
of checks issued to cash disbursement records. Bank accounts will be
reconciled monthly and all checks accounted for. Pre-numbered checks
will always be used.

2)

Records of Donor Contributions
(a) No contribution or gift to the Church or to any Church-related fund or
entity shall be accepted prior to compliance with the Gift Acceptance
Policy (GAP). However, contributions of cash that are governed by
restrictions that have not yet been approved by Session may be deposited
temporarily for safekeeping prior to acceptance.
(b) No contribution or gift shall be recorded until it has been accepted in
compliance with the GAP but unrestricted gifts of cash and cash
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equivalents, including freely marketable securities that comply with GAP,
require no approval prior to acceptance.
(c) Recording of donor contributions must be accurate and timely.
Contributions must be entered into the proper donor account and the
church must record the amount given prior to making the deposit into the
bank.
(d) Cash offerings shall be recorded in the name of the giver whenever they
can be so identified.
(e) Records of members’ giving are the confidential property of the giver and
of the church. Information concerning a member’s giving may be given
only to the member by the Contributions Secretary.
(f)

To be included in a given year’s record of contribution, the contribution
must be received by 12:00 Midnight on December 31.

(g) Donor information shall be maintained on a strict confidential basis.
(h) All contributing and/or pledging members shall be sent statements
immediately after April 30, September 30, November 30, and
December 31 that disclose each gift received, by its date, purpose and
amount. “Online Giving” statements are accessible by the contributor.
(i)

Upon acceptance in compliance with the GAP, non-cash gifts (securities,
tangible personal property, real estate, trusts, insurance policies, and other
gifts-in-kind) shall be recorded in accordance with IRS regulations.

(j)

Any donor may request to verify his/her contribution records with the
Contributions Secretary, who will coordinate an appropriate time for the
donor to come to the church to inspect his/her giving records or arrange
for a copy of the record(s) to be sent to the donor.

(k) Requests from outside organizations who wish to obtain or offer to
purchase or rent Oxford Presbyterian Church’s donor database is strictly
forbidden. Additionally, no staff member or church volunteer is allowed
to obtain or use donor information for personal or profit-making purposes.
Records shall be inaccessible when not being used during the normal
course of church operations. The computerized contribution module shall
be password protected by the Contributions Secretary.
3)

Record Retention [Additional record-retention requirements addressing more
than financial records are provided at page 32.]
(a) To help facilitate the retention process, computer file backup (i.e., tapes,
CD-ROM, diskettes, etc.) microfiche, microfilm and other similar storage
devises are all acceptable means for meeting record retention
requirements.
(b) In addition to normal accounting records, the Operational Treasurer shall
maintain a folder containing the following essential information - Federal
ID#; State ID#’s (Tax exemption #, State Withholding #, Local
Withholding #); Banks and account numbers; Investment Firms (contacts
and phone number and any account numbers); Loan information (how
financed, account #, rate, term, secured by, payment information, etc.);
List of church software being used including version, serial numbers,
secure passwords and support phone numbers; Outstanding credit card
information; and any other pertinent information for the congregation.
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(c) The Finance Committee will review the Church’s record retention policies
periodically. Considerations should not overlook the special needs and
requirements of state and local governmental jurisdictions.
(d) Disposal of Church Records. The disposal of official church documents
and records will be the responsibility of the Operational Treasurer.
Annually, this person will perform a review of documents/records to be
destroyed. This review shall be completed by June 30 of each year or after
the completion of the annual review/audit, whichever is later. All
documents/records that exceed their retention periods, as noted above,
will be disposed of by crosscut shredding either on premises or by outside
contractor.
e) Annual Church Operating Budget
1)

An Annual Budget shall be prepared by the Operational Treasurer and the
Finance Committee from approved proposed budgets from each ministry. This
budget shall provide a comprehensive financial plan that reflects the specific
amounts of money allocated from income from anticipated sources and related
expenses for the fiscal year. Details of the actual budget process may be
modified from year to year. The budget formulation process will take into
account pledges that exceed or fall short of expectations. Specifically, an
average percentage of pledge excess or pledge shortfall will be taken by
analyzing the immediately preceding three (3) years.

2)

The final Annual Operating Budget will be approved by the Finance
Committee and then submitted to the Session-Board of Trustees for approval.

3)

The Operational Treasurer shall review the annual Operating Budget monthly
and investigate variances from actual to budget estimates and report same to
the Finance Committee.

f) Monthly and Annual Financial Reports
1)

The Operational Treasurer shall make regular reports to leadership and church
members concerning receipts and expenditures.

g). Audit/Review of Accounting Records and Financial Reports
1)

Reconciling of bank accounts.
(a) All bank accounts will be reconciled on a monthly basis including the
Pastor’s Discretionary Account (see p. 60).
(b) The Finance Committee will designate a person who does not have check
signing authority to be responsible for bank account reconciliations.
(QuickBooks does reconciliations.) This person may either prepare the
reconciliation or review it if prepared by someone else.

2)

An Internal Audit Sub-Committee of qualified individuals should be appointed
by the Finance Committee to review/audit the Church financial records each
year. Random checks can be performed at any time during the year. A written
review/audit report shall be given to the Church and reviewed by the Finance
Committee and the Session-Board of Trustees.

3)

The Internal Control Sub-Committee shall conduct periodic reviews of the
internal controls related to the church financial system to ensure compliance
with the guidelines set forth in this manual. These reviews shall be conducted
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at least annually at any time on a random basis. A written report will be
provided to the Finance Committee.
h) Use of Church Funds
1)

Contributions
(a) Donations to the Church of unusual or restricted gifts shall be accepted
only in accordance with the terms of the Gift Acceptance Policy (GAP)
which is the responsibility of the Special Committee on Memorial and
Endowment Funds (SCMEF), page 65.
(1) In no case shall the Church knowingly, recklessly, or negligently
cooperate in the reporting or crediting of inflated gift values.
(b) Unrestricted gifts of securities (i.e., stocks, bonds, etc.) occur upon the
actual receipt of the security certificate or the transfer of the security into
the church’s brokerage account. Restricted gifts of securities occur upon
acceptance of the gift in accordance with the terms of the GAP.
(1) Securities received pursuant to an unrestricted gift shall normally be
sold prior to the end of the third day on which markets are open
following receipt of the security.
(2) All accounts that are authorized by the Session-Board of Trustees
shall be managed by the Finance Committee. Access to accounts and
authorization for the sale or transfer of stock shall be vested in the
Officers so-named by the Session-Board of Trustees: the Corporate
Treasurer, the Operational Treasurer, and the Chairperson of the
Finance Committee. All accounts associated with Endowment or
Memorial accounts will be managed by the SCMEF Chairperson.
(3) Gifts of securities included on year-end contribution statements will
be traced back to the cash receipts of the Church on a random test
basis, annually, by a person designated by the Finance Committee.

2)

Fees Paid for Services Received
(a) From time-to-time activities may be offered to church members at a nocost-to-the-church basis. The participants pay for the expenses of the
activity, normally without any subsidy from the Church. Examples of
these types of services are:
(1) Youth camps, retreats
(2) Music, art or other lessons
(3) Seminars and related activities
(4) Team sports events
(5) Counseling services
(6) Coordinating weddings
(b) The initial expenses and the collection and distribution of such fees and
cost sharing charges shall be administered through the sponsoring
ministry budget accounts of the church. The ministry’s budget shall bear
the burden of any excess expenditure.
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3)

Year End Balance
(a) Any funds (income greater than expenses) which remain in the General
Fund at the conclusion of any budget year shall be carried over to the new
budget year for use in paying invoices in the new year.

i)

j)

Insurance
1)

Fidelity insurance coverage shall be maintained at adequate levels determined
by the Finance Committee on all church staff and volunteers who are involved
in cash handling procedures. Fidelity insurance provides that if a loss from
embezzlement occurs, the church shall recover the loss (up to the amount listed
in the policy). This insurance does not cover theft or burglary by an outside
person. It provides protection only against staff or volunteer dishonesty.

2)

The Church will maintain adequate levels of liability and casualty insurance
protection. The Finance Committee (or the Administrator) shall be responsible
for monitoring this annually.

Pastor’s Discretionary Account (PDA)
1)

The PDA has been established to allow the ministerial staff to provide
monetary assistance to various groups or individuals (members or
nonmembers) in a time of financial need. Areas of financial need that may
qualify for assistance from this fund include such things as assistance with
food, clothing, shelter, transportation needs, payment of utilities and other
needs that are consistent with the congregation’s mission and with its exempt
purposes. Payments from this account are discretionary by the pastor(s), not
mandatory.

2)

When funds are distributed from the PDA, a receipt voucher shall be signed by
the recipient of the money prior to receiving the disbursement. The voucher
shall be forwarded to the Church Treasurer who shall keep a file of all
completed vouchers.

3)

Use of funds from the PDA by the pastoral staff or any other member of his/her
family for personal benefit or use is strictly prohibited. This fund is subject to
review as part of the Church’s annual financial review or audit process.

k) Major Building/Remodeling/Renovation Projects

l)

1)

The Session-Board of Trustees shall designate the person(s) to be responsible
for overseeing the financial aspects of the project.

2)

All records for a building or renovation project shall be accounted for in a fund
separate from the normal church operating fund with a separate bank account if
practical. No disbursements will be made from this fund for normal Church
operating expenses.

Borrowing of Money by the Church
1)

The Finance Committee has the sole responsibility to address the borrowing of
money by the Church and making a comprehensive report and recommendation
to the Session-Board of Trustees.
(a) In fulfilling its fiduciary responsibility, the Finance Committee, working
closely with the Session-Board of Trustees, will review the need, the
amount expected, the nature of the loan (short or long-term), plans for
paying off the loan, and the impact of the indebtedness on the overall
financial health of the Church, i.e., future operating budgets.
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(b) The Finance Committee will submit a Request for Proposal (RFQ) to a
minimum of three appropriate banking institutions to determine expected
interest costs, collateral requirements, and other out-of-pocket expenses
and general terms and conditions.
(c) The Finance Committee will assemble the pertinent preliminary financial
information necessary for presentation to the Presbytery of Donegal for
approval to seek this loan.
(d) If Session-Board of Trustees agrees to proceed with a loan, the Finance
Committee will arrange for a final selection of the loan provider, establish
an extended financial monitoring system to track projected budget costs
against actuals and projected operating budgets to capture ongoing cash
requirements for monthly reporting to Session.
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I.

SPECIAL COMMITTEE ON MEMORIAL AND ENDOWMENT FUNDS (SCMEF)
1. COMMITTEE:
The Committee shall be appointed by the Session-Board of Trustees and shall be
composed of three (3) regular voting members (Administrators), each of whom shall
serve a term of four (4) years, none of whom shall be subject to removal, except for
cause; the Pastor-Head of Staff. The term of only one (1) member shall expire during
each odd-numbered calendar year…the terms of only two (2) members shall expire
during each even-numbered calendar year.
2. ORGANIZATION:
The Committee shall be moderated by the Chairperson who is named annually by the
Committee.
3. MEETINGS:
Shall be held every other month or more often as deemed necessary by the Committee.
4. REPORTING:
Shall report monthly to Session-Board of Trustees.
5. DUTIES:
To administer the receipt, allocation and disposition of Memorial Funds given to Oxford
Presbyterian Church, subject to the policies and guidelines approved by the SessionBoard of Trustees. To serve as Trustees and Administrators of Memorial Gifts and
Endowment Funds. To promote and interpret special gift opportunities, educating
Oxford Presbyterian members of the various ways they may express their Christian
stewardship: memorial gifts, designated and undesignated bequests, and deferred giving.
6. POLICIES OF THE COMMITTEE AND THE SESSION-BOARD OF TRUSTEES
a) The responsible Committee Chairperson or staff member be immediately notified
that a specific amount of money from memorial funds is authorized for use as
designated or for an approved memorial gift project.
b) If spending of any designated funds exceeds the amount authorized by the SCMEF
Committee, the excess will be charged against an operating expense account
specified by the Budget and Finance Committee.
c) The Committee Chairperson or staff member responsible for managing the spending
shall be identified on the appropriate Designated Gift or Undesignated Gift report.
d) All memorial funds of $500 or more received on behalf of an individual shall be
used in accordance with the expressed wishes of the family of the deceased, subject
to the approval of the Session-Board of Trustees. If such wishes have not been
voluntarily expressed, the SCMEF Committee, working with the Pastor-Head of
Staff, may either contact the family with a list of needs of the church to determine if
they wish to make such a designation, or may themselves determine which listed
item is the most appropriate. Anything less than $500 shall be placed in the
Endowment for long-term investment. In determining whether the $500 cutoff is
attained, all gifts received within three (3) months of notice of death will be
aggregated.
e) The committee will complete a form which authorizes any disbursement from
memorial funds when requested by an entity of the church, providing that sufficient
funds exist and are appropriate for the request. The original copy of the form goes to
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the Special Funds Treasurer for processing, a copy goes to the SCMEF secretary for
recording and a second copy goes to the Chairperson of the committee requesting
the funds.
7. GIFT ACCEPTANCE POLICY (GAP)
The Oxford Presbyterian Church (“OPC”), a non-profit corporation organized under the
laws of the State of Pennsylvania, encourages the solicitation and acceptance of gifts to
Oxford Presbyterian Church for purposes that will help it further and fulfill its mission.
The following policy and guidelines shall govern acceptance of gifts made to Oxford
Presbyterian Church or for the benefit of any of its programs.
a) Purpose of Policy and Guidelines
Oxford Presbyterian Church, its Special Committee on Memorial and Endowment
Funds (the “SCMEF Committee”), and the Oxford Presbyterian Church staff solicit
current and deferred gifts from individuals, foundations and other organizations to
secure the future growth of the mission and programs of Oxford Presbyterian
Church, under the guidance and direction of the Session-Board of Trustees of the
Oxford Presbyterian Church. It is the purpose of this policy and these guidelines to
govern the acceptance of gifts by Oxford Presbyterian Church, and to provide
guidance to prospective donors and their advisors when making such gifts, as well
as to the staff of Oxford Presbyterian and its SCMEF Committee in evaluating the
acceptability of any gift that may be offered. The provisions of this policy shall
apply to all gifts received by Oxford Presbyterian Church for any of its programs or
services. The overriding consideration in a decision regarding the acceptability of
any gift shall be whether it falls within and will further the mission of Oxford
Presbyterian Church. Because the Session-Board of Trustees has delegated to the
SCMEF Committee authority regarding the acceptance of gifts to Oxford
Presbyterian Church, all decisions of that Committee regarding such matters shall
govern, within the sole discretion of the SCMEF Committee, subject to review by
the Session-Board of Trustees. Such review will be granted only in extreme cases or
in situations where Session-Board of Trustees approval is otherwise required.
Acceptance of any gift other than cash shall be reviewed and approved by the
SCMEF Committee prior to transfer of ownership.
b) Restrictions on Gifts
Oxford Presbyterian Church will accept unrestricted gifts, and gifts directed to
specific programs and purposes, provided that such gifts are not inconsistent with its
stated mission, purposes, and priorities. Oxford Presbyterian Church will not accept
gifts that are unduly restrictive in purpose, such as those that may violate the terms
of the Book of Order of The Presbyterian Church(USA), Oxford Presbyterian
Church’s corporate documents, or any specific Trust Agreement of Oxford
Presbyterian Church or similar arrangement under which the gift is received, or gifts
that are too difficult or costly to administer, or gifts that are for purposes not
included within the mission of Oxford Presbyterian Church, all in the sole discretion
of the SCMEF Committee, as indicated above.
c) Use of Advisors
All prospective donors are strongly urged, and in some cases may be required, to
seek the assistance of personal legal and financial advisors in matters relating to
their gifts, including the resulting tax and estate planning consequences. Under no
circumstances will Oxford Presbyterian Church be responsible for the legal, tax,
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estate planning or financial consequences to the donor or other beneficiaries of any
gift that it receives.
d) The Special Committee on Memorial and Endowment Funds
The SCMEF Committee is charged with the responsibility of reviewing all gifts
made to Oxford Presbyterian Church, properly screening and accepting those gifts,
and making final decisions on gift acceptance issues in accordance with this Policy.
e) Use of Legal Counsel
Oxford Presbyterian Church shall seek the advice of legal counsel in matters relating
to acceptance of gifts where appropriate. Review by counsel is recommended for:
1)

review of closely-held stock transfers that are subject to or buy-sell agreements
or other restrictions;

2)

review of documents naming Oxford Presbyterian Church as a trustee or in any
other fiduciary capacity;

3)

review of all gifts involving contracts, such as bargain sales or other documents
requiring the Oxford Presbyterian Church to assume any obligation;

4)

review of all transactions with potential conflicts of interest that may invoke
IRS sanctions; and

5)

such other instances in which use of counsel is deemed appropriate by the
SCMEF Committee or by the Session-Board of Trustees.

f). Types of Gifts and Acceptance Criteria
The following types of gifts shall be generally acceptable, but the accompanying
criteria shall govern the acceptance of each gift form:
1)

Cash
Cash is acceptable in any form. Checks should be made payable to “The
Oxford Presbyterian Church.” Currency and checks shall be delivered to any of
the pastors of Oxford Presbyterian Church or to its administrative offices.

2)

Tangible Personal Property
Gifts of tangible personal property other than cash shall be examined in light of
the following criteria:
(a) Does the gift help to fulfill the mission and purposes of Oxford
Presbyterian Church?
(b) Is the property marketable?
(c) Are there any undue restrictions on the use, display, or sale of the
property?
(d) Are there any carrying costs for the property (such as storage,
maintenance, insurance, etc.)?

3)

Securities Oxford Presbyterian Church can accept both publicly-traded
securities and closely-held securities:
(a) Publicly-Traded Securities. Marketable securities may be transferred by
the donor to one or more accounts maintained by Oxford Presbyterian
Church at brokerage firms or may be delivered physically with the
transferor’s properly executed stock power attached. As a general rule, all
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marketable securities shall be sold within a reasonable period following
receipt unless otherwise determined by SCMEF Committee. In some
cases, the marketability of even publicly-traded securities may be
restricted by applicable securities laws; in such instances acceptance of
the restricted securities shall be reviewed and approved by the SCMEF
Committee.
(b) Closely-Held Securities. Closely-held securities, which include not only
debt and equity positions in non-publicly traded corporations but also
interests in LLPs and LLCs or other ownership forms, can be accepted
upon review and approval of the SCMEF Committee. Such review prior
to acceptance must determine that: there are no restrictions on the
securities that would prevent Oxford Presbyterian Church from ultimately
converting those assets to cash; the securities are, or are expected to
become, marketable, and ownership or sale of the securities will not
generate any undesirable tax consequences for Oxford Presbyterian
Church. If potential problems arise upon initial review of a particular

gift of closely-held securities, further review by and advice from an
outside professional may be sought before making a final decision
on acceptance of the gift. Every reasonable effort will be made to
sell closely-held securities as quickly as possible following receipt
of ownership.
4)

Real Estate
Gifts of real estate may include developed property, undeveloped property, or
gifts subject to a prior life interest. Prior to acceptance of any interest in real
estate, Oxford Presbyterian Church shall require an initial environmental
review of the real property, at the potential donor’s cost, to ensure that it is not
contaminated or otherwise environmentally damaged. In the event that such
initial inspection reveals a potential problem, Oxford Presbyterian Church shall
select and retain a qualified inspection firm to conduct a more in-depth
environmental audit at the cost of the potential donor.
(a) Criteria for acceptance of the property shall include:
(1) Is the property useful for the purposes of Oxford Presbyterian
Church? Is the property marketable?
(2) Are there any restrictions, reservations, easements, or other
limitations associated with the property?
(3) Does the environmental review or audit reflect that the property has
been damaged?
(4) Are there carrying costs (which may include insurance, property
taxes, mortgages, or notes, etc.), associated with the property?
Where appropriate, an owner’s title insurance commitment (binder)
shall be obtained by Oxford Presbyterian Church prior to acceptance
of the real property gift. The cost of such title insurance will
generally be an expense of the donor.

5)

Remainder Interests in Property.
Oxford Presbyterian Church will accept a remainder interest in a personal
residence, farm, or vacation home, subject to the relevant provisions of
paragraph D., above. The donor and/or other life tenants may continue to
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occupy the real property for the duration of the life or lives stated in the
instrument of gift. Upon the death of the last life tenant to survive, Oxford
Presbyterian Church may use the real property, trade it or reduce it to cash.
Arrangements for gift of a remainder interest must also include payment by the
donor or primary beneficiary of all expense (including maintenance, real estate
taxes, and any property indebtedness) incurred during or attributable to the
period prior to vesting of the remainder interest.
6)

Oil, Gas, and Mineral Interests
Oxford Presbyterian Church may accept oil and gas property interests, or other
mineral rights on a case-by-case basis. Criteria for acceptance of the property
shall include:
(a) The property should not have extended liabilities or other considerations
that make receipt of the gift inappropriate.
(b) Gifts of oil, gas and mineral interests, including surface rights, should
have a value, and royalty or other anticipated income, deemed great
enough to justify the time and expense required to evaluate and close the
gift.
(c) If the interest is a working interest, the organization should determine the
impact on Oxford Presbyterian Church so that it may develop a plan to
minimize that impact if the gift is accepted.
(d) The property should undergo an environmental review, in the same
manner as any interest in real property, to ensure that Oxford Presbyterian
Church has no current or potential exposure to environmental liability.

7)

Bargain Sales.
Oxford Presbyterian Church will consider on a case-by-case basis the merits of
entering into a bargain sale arrangement in instances in which the bargain sale
furthers the mission and purposes of Oxford Presbyterian Church. Factors used
in determining the appropriateness of the transaction include:
(a) Oxford Presbyterian Church must obtain, at the cost of the donor, an
independent appraisal substantiating the value of the property.
(b) If Oxford Presbyterian Church assumes debt with the property, the debt
ratio must be less than 50 % of the appraised market value.
(c) Oxford Presbyterian Church must determine that it will use the property,
or that there is a market for sale of the property allowing sale within 12
months of receipt.
(d) Oxford Presbyterian Church must calculate the costs to safeguard, insure,
and expense the property (including property tax, if applicable) during the
holding period.

8)

Life Insurance
Oxford Presbyterian Church must be named as both beneficiary and
irrevocable owner of a life insurance policy before such policy can be recorded
as a gift. The gift shall be valued at its interpolated terminal reserve value, or
cash surrender value, upon receipt. If the donor contributes future premium
payments, Oxford Presbyterian Church will include the entire amount of such
payments as a gift during the year in which made. If the donor does not elect to
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continue to make gifts to cover future premium payments on the life insurance
policy, Oxford Presbyterian Church may:
(a) continue to pay the premiums,
(b) convert the policy to paid up insurance, or
(c) surrender the policy for its current cash value.
9)

Charitable Remainder Trusts.
Oxford Presbyterian Church may accept designation as remainder beneficiary
of a charitable remainder trust. Oxford Presbyterian Church will not accept
appointment as trustee of a charitable remainder trust.

10) Charitable Lead Trusts
Oxford Presbyterian Church may accept designation as income beneficiary of a
charitable lead trust. Oxford Presbyterian Church will not accept appointment
as trustee of charitable lead trust.
11) Retirement Plan Beneficiary Designations.
Donors and supporters of Oxford Presbyterian Church shall be encouraged to
name Oxford Presbyterian Church as beneficiary of their retirement plans.
Such designations shall not be recorded as gifts to Oxford Presbyterian Church
until such time as the gift becomes irrevocable. Where the gift is irrevocable,
but is not due until a future date, the present value of that gift may be recorded
at the time the gift becomes irrevocable.
12) Bequests.
Donors and supporters of Oxford Presbyterian Church shall be encouraged to
make bequests to Oxford Presbyterian Church under the provisions of their
estate planning instruments. Such bequests shall not be recorded as gifts to
Oxford Presbyterian Church until such time as the gift becomes irrevocable.
Where the gift is irrevocable, but is not due until a future date, the present
value of that gift may be recorded at the time the gift becomes irrevocable.
13) Life Insurance Beneficiary Designations.
Donors and supporters of Oxford Presbyterian Church shall be encouraged to
name Oxford Presbyterian Church as beneficiary or contingent beneficiary of
their life insurance policies. Such designations shall not be recorded as gifts to
Oxford Presbyterian Church until such time as the gift becomes irrevocable.
Where the gift is irrevocable, but is not due until a future date, the present
value of that gift may be recorded at the time the gift becomes irrevocable.
14) Charitable Gift Annuities.
Oxford Presbyterian Church does not itself offer charitable gift annuities, but
generally will agree to become the remainder beneficiary of a gift annuity
provided by a reputable sponsor.
g) Miscellaneous Provisions
1)

Securing appraisals and legal fees for gifts to Oxford Presbyterian Church. It
shall be the sole responsibility of the donor to secure an appraisal to determine
the value of a gift for the donor’s tax purposes, and to engage legal counsel to
prepare appropriate documentation for all gifts made to Oxford Presbyterian
Church. Oxford Presbyterian Church will secure its own appraisal of a gift
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when that is determined by the SCMEF Committee to be necessary or
beneficial to Oxford Presbyterian Church, but in no case may such valuation be
relied upon by the donor.
2)

Valuation of gifts. Oxford Presbyterian Church shall record every gift received
in accordance with the requirements of law.

3)

Responsibility for IRS filings upon sale of gift items. The Oxford Presbyterian
Church staff, under supervision of the SCMEF Committee and the SessionBoard of Trustees, shall be responsible for filing IRS Form 8282 (or an
alternative form permitted or required by law) upon the sale or disposition of
any asset sold within two years of receipt by Oxford Presbyterian Church, in
any situation where the charitable deduction value of the gift was $5,000 or
greater. Oxford Presbyterian Church must file this form within the time
required by law (currently 125 days of the date of sale or other disposition of
the asset). Acknowledgement of all gifts made to Oxford Presbyterian Church
and compliance with the current IRS requirements in acknowledgement of such
gifts shall be the responsibility of the Oxford Presbyterian Church staff, under
supervision of the SCMEF Committee and the Session-Board of Trustees. IRS
Publication 561, Determining the Value of Donated Property, and IRS
Publication 526, Charitable Contributions, or the successor guidelines of either
such publication, are to be followed.

h) Changes to Policy
This policy and these guidelines have been approved and adopted by the SCMEF
Committee and by the Session-Board of Trustees. Both the SCMEF Committee and
the Session-Board of Trustees must approve any changes to or deviations from this
policy or these guidelines.
8. SPECIAL FUNDS
The Special Funds of the Oxford Presbyterian Church have been given to the Church
over many years by members and friends of the Church. The funds are invested in a
Mutual Fund (this change is referred to in the last section of this report) or in an interestbearing checking account that we call the Holding Account.
Alexander Fund (All Alexander Funds are transferred to the General Fund) Principal:
Controlled by the Philadelphia Foundation
Income: distribution checks.
George W. Brown Fund (All Brown funds go to Ware Presbyterian Home)
Grier Memorial Fund (funds are transferred to the General Fund after some
flowers are purchased)
Raymond S. Wilson Fund (funds are transferred to the General Fund)
Pollock Fund (Income to be used for members in need)
Springer Fund #1 (Income to be used for deserving non-members)
Springer Fund #2 (Income to be used for deserving members)
Housing Allowance Fund
The George T. Jackson and Georgiana W. Jackson Charitable Trust
The Principal is in trust at National Penn Bank. We receive quarterly checks from this
fund. The funds must be used locally.
Memorial Organ Fund
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Scholarship Fund (For scholarships and loans for those going into the ministry)
Endowment Fund
Samaritan Counseling Fund (to be used for counseling members)
Principal is located in the Holding Account
Memory Garden Fund
Principal is located the Holding Account
Ralph and Elizabeth Wright Fund
Energy Reduction Fund
Principal is located in the Holding Account
Peacekeeping Fund
Principal is located in the Holding Account
Choir Robe Fund
Principal is located in the Holding Account
Bob Ross Fund
Principal is located in the Holding Account
This fund was established in 2011 by the Bradford family in memory of Betsy’s father,
Robert Ross. The Bradford family will specify how the fund will be dispersed.
Deacons Fund
Principal - $50,000 is located in the mutual fund.
This fund was created in 2012 with instructions that income only be used to support the
Oxford Presbyterian Church.
CX Carlson Grant
Principal is located in the Holding Account
This fund was created for the remainder of the grant from the CX Carlson Trust from
2007 for Special Artists to offset costs for annual Smithson Organ concerts. Grant
balance was transferred to Special Funds in 2012.
Handbells and Chimes
New Account created in 2015
Principal is located in the Holding Account
Building Fund (debt reduction fund)
Principal is located in the Holding Account
Building Maintenance Fund
At one time, our investments were either in CDs or on loan to the Church for rebuilding.
In May of 2007, the Session-Board of Trustees voted to move our investments to mutual
funds. With the help of a sub-committee of Session-Board of Trustees and a
representative of Presbytery we decided to invest in the Wellington fund of the
Vanguard group. The representative from Presbytery suggested that we use the Total
Return Method to obtain income from the fund. He suggested that we sell 4.5% of the
three year average value of our investments each year on a given date. We decided we
would use December 1 of each year as our date since this would help to plan the budget
for the next year.
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J. THE BOARD OF DEACONS
1. MISSION STATEMENT:
The purpose of the Board of Deacons is to create an environment that energizes and
enables church members to participate in worship, fellowship and mission. Deacons
should strive to bring the congregation closer as a church family through actions such as
social activities, lending a hand, comforting and aiding others, and through prayer and
fellowship.
The guiding principles of the Board of Deacons are to:
a) Work in cooperative partnership with Session-Board of Trustees committees and
church staff;
b) Strengthen and nurture the faith and life of the congregation committed to their
charge, encouraging the people in the worship and service of God;
c) Provide a broad range of opportunities so that all church members will receive
benefits from Deacon efforts and/or be drawn to participate and discover their
special gifts;
d) Manage these opportunities in a way that facilitates church member involvement in
a flexible and non-threatening manner;
e) Inform the Pastor(s) and the Session-Board of Trustees of those individuals/families
needing special attention.
2. SERVICE AND ELECTION
There shall be twelve (12) Deacon positions divided into three (3) equal classes, one
class of whom shall be elected each year, prior to the start of the next calendar year, to a
three-year term. There shall be a single Youth Deacon position elected each year, prior
to the start of the next calendar year, to a one-year term.
All Deacons shall demonstrate regular attendance at Board of Deacon meetings and
activities, respecting their commitment to purpose and the responsibilities shared with
his/her fellow Deacons. If a Deacon is unable to regularly attend meetings and or
execute the duties outlined within this policy manual, he/she shall step down such that
another church member can fulfill the duties of the position for the remainder of the
calendar year. If the chosen member has not been previously ordained as a Deacon, then
they must follow the formal installation and approval process. For those individuals who
were previously ordained as a Deacon and have remained members of the Oxford
Presbyterian congregation, this process can be expedited based on approval by SessionBoard of Trustees. The Nominating Committee and Session-Board of Trustees shall be
notified such that if additional years remain within the class term, a replacement can be
elected to fill the remainder of the open term. Deacons shall be allowed to serve on the
Board of Deacons for consecutive terms.
3. ORGANIZATION
The Board of Deacons shall be led by a Moderator. At the end of the calendar year, the
Co-Moderator shall assume the role of Moderator for the following year.
a) Moderator
1)

Shall chair or moderate meetings.

2)

Shall prepare the agenda for all Board of Deacon meetings.

3)

Shall prepare the annual report to the Session-Board of Trustees.
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4)

Shall attend the annual Congregational Meeting, reviewing the annual report
and answering questions as necessary.

5)

Shall ensure Deacon representation at each Session-Board of Trustees meeting
by a member of the Board of Deacons.

By the end of each year, the Board shall elect, by majority vote, the following two
positions.
b) Co-Moderator
1)

Shall serve as Moderator of the Board of Deacons in the absence of the
Moderator.

2)

Shall assist the Moderator of the Board of Deacons in fulfilling his/her duties in
office.

3)

Shall provide proper minute taking, correspondence and reports to the SessionBoard of Trustees.

c) Treasurer
1)

Shall prepare and submit a budget each Fall to the Finance Committee and
Session-Board of Trustees.

2)

Shall receive a monthly statement from the Treasurer in order to ensure
accurate tracking and recording of income and expenses associated with Board
of Deacon financial line items.

3)

Shall submit for reimbursement all expenses incurred by Deacons in support of
approved duties and/or activities.

4)

May designate budgetary responsibility associated with a sub-committee to the
respective committee chairperson. In this situation, the chairperson and
Treasurer shall work together to ensure the overall budget is accurately planned
and current income and expenses are tracked.

d) Members
1)

Shall regularly attend, participate, and execute the meetings and duties of the
Board of Deacons.

2)

Shall prepare for, serve, and clean-up the annual Oxford Presbyterian Easter
Brunch.

3)

Shall purchase and provide the basic supplies required by Coffee Fellowship
such as coffee, filters, milk/creamer, sugar, cups, utensils, napkins, etc.

4)

Shall purchase and provide the basic supplies required by the Oxford
Presbyterian kitchen such as paper towels, tablecloths, placemats, plastic
utensils, plastic wrap/aluminum foil, etc.

5)

Shall assist with Communion during worship services, including special
services. A Deacon shall be available to provide Communion to homebound
individuals if the Pastor(s) is unable to support a request.

6)

Shall participate in the sub-committees of the Board of Deacons and support
the reporting of committee activities back to the Board of Deacons during
monthly meetings.

74

7)

Shall provide Deacon representation to an agreed-upon Session-Board of
Trustees meeting, reporting to Session-Board of Trustees the current status,
concerns, requests, or items of interest of the Board of Deacons.

8)

Shall attend new officer leadership training or other meetings/trainings as
directed by Session-Board of Trustees.

9)

Shall attend the installation and ordination service.

10) Shall treat each other respectfully so as to build trust and unity among all
Deacons, urging persons of various points of view to speak and actively
listening to these positions.
11) Shall be sensitive to the feelings and concerns of those who do not agree with
the majority and respect their rights of conscience.
12) Shall abide by the decision of the majority, and if necessary or desired, work
for change in ways that are consistent with the spirit and faith of the position of
Deacon.
4. MEETINGS
Meetings shall be held monthly on a date and time agreed to by consensus of the Board
of Deacon members. Special meetings may be called by the Moderator of the Board of
Deacons. Each meeting of the Board of Deacons shall be opened with prayer. Members
are encouraged to share in leading a devotional or prayer at each meeting. A quorum for
a stated meeting shall be the Moderator (or Co-Moderator in absence of the Moderator)
and two-thirds of the Deacons.
5. COMMITTEES
The Oxford Presbyterian Church Board of Deacons currently supports the following
ministries. The duties and focus of each committee, outlined below, are the
responsibility of the entire Board of Deacons; the committees exist only to ensure
dedicated attention is adequately given across all congregational needs.
a) Wellness Council (see Appendix I, page 119).
1)

Support the physical, spiritual, mental and emotional health and well-being of
the congregation of Oxford Presbyterian Church.

21) Provide information, programs, services, and resources to the congregation
promoting healthy living choices, wellness, prevention, and spiritual wellbeing.
3)

Provide counseling, resources, consultations, support, and referrals for those in
need of social services.

4)

Support the Faith Community Nurse in his/her duties.

5)

Act as primary contact and support as necessary American Red Cross Blood
Drives.

b) Pastoral Care
1)

Maintain communication (e.g., phone calls, cards, emails, visits) with
congregational members, especially including college students, military,
homebound individuals, and others unable to regularly attend due to special
circumstances.

2)

Organize and support meals to individuals or families during times of need.
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3)

Organize and support transportation for individuals to services and/or events.

4)

Report to the Pastor(s) on areas of concern or if an individual/family requires
additional assistance.

5)

Provide a compact disc (CD) of the worship service to homebound individuals.

c) Fellowship Committee
1)

Organize and host events and activities that are all-inclusive to church
members in a welcoming and social environment, encouraging people to get to
know one another and grow as a family of Christ.

2)

Events and activities shall be scheduled at intervals throughout the year and
may be held both on church property or off-site.

3)

Depending on the event/activity, the Fellowship Committee may provide food,
beverages, and/or supplies (e.g., crafts, decorations).

c) Men In Service Team (MISTers)
1)

Coordinate the able-bodied men of Oxford Presbyterian Church to assist
members who need help with simple chores around the house such as minor
home repairs, moving heavy items, light yard work, etc.

2)

Deacons as well as members shall provide the names of people needing this
service via the church staff or the MISTers collection box.

3)

The Chairperson of the Committee will coordinate with members to provide
the requested service.

4)

Strengthen the fellowship and relationships among all men of Oxford
Presbyterian Church through fellowship events such as breakfast, dinners, or
other activities.

d) Presbyterian Women
The Oxford Presbyterian Women are included within the Nurturing Ministry along
with Board of Deacons. All women of Oxford Presbyterian Church are considered
members of the Presbyterian Women and are encouraged to participate in planned
events and study groups. Oxford Presbyterian Women as part of the larger
corporation of Presbyterian Women of the Presbyterian Church(USA) are governed
by the bylaws and policies approved and adopted by the larger organization.
The Oxford Presbyterian Women support two circles: Shalom and Women’s Circle
of Faith. Each group shall meet monthly on a date, time, and location agreed to by
consensus of the circle attendees.
Key activities and missions of the Oxford Presbyterian Women include:
1)

Support for local, regional, and worldwide mission projects through
fundraising events and awareness within the OPC congregation.

2)

Sponsoring, annually, a weekend retreat for the women of OPC. Financial
assistance shall be made available through a scholarship fund for women who
wish to attend but are faced with financial difficulties. The scholarship fund
shall be supported through fundraising events at the annual retreat.

3)

Support for the preparation of meals for weddings, funeral receptions, Lenten
Lunches, and the annual Lighthouse Youth Center Auction.
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6. AMENDMENTS
This policy will be reviewed at least annually by the Board of Deacon members.
Amendments to the policy manual may be made at any stated meeting of the Board of
Deacons. All amendments must be submitted to and approved by the Session-Board of
Trustees prior to implementation.
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K. THE CONGREGATIONAL NOMINATING COMMITTEE
1. COMMITTEE:
The Committee shall be composed of at least two (2) elders designated by and from the
Session-Board of Trustees. A member of the Board of Deacons is also a member of this
committee, and five (5) other persons, none of whom may be in active service on the
Session-Board of Trustees or Board of Deacons. The Nominating Committee is
appointed at the annual congregation meeting. The committee shall propose a slate of
nominees to be elders, deacons, and nominating committee members for the coming
year.
2. ORGANIZATION:
The Pastor-Head of Staff shall appoint one of the two (2) designated Elders as Chair.
3. MEETINGS:
Shall be held at the discretion of the Committee.
4. REPORTING:
The Committee shall bring to the annual meeting, or any other meeting for the purposes
of election, a slate of nominees eligible for election to each office to be filled.
5. POLICIES OF THE COMMITTEE:
a) No member of the Committee shall be eligible for election to any office for which
the Committee shall propose a slate of nominees.
b) Additional nominations of qualified persons may be made from the floor by any
eligible church member.
c) No member of the Committee may serve for more than three (3) years
consecutively.
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V.

CHRISTIAN EDUCATION MINISTRY MANUAL AND SEXUAL MISCONDUCT
POLICY AND PROCEDURE
A. POLICY STATEMENT
Members and employees of the Oxford Presbyterian Church and volunteers under its
supervision, and non-members, including those who serve on committees, boards, and in
groups related to the ministry of Oxford Presbyterian Church, shall not engage in sexual
misconduct as defined in this policy. All procedures and activities under this policy shall
deal seriously with every allegation of sexual misconduct. In recognition of the fact that
reports of sexual misconduct can impact the reputation and effectiveness of the Accuser, the
Accused, the Victim and the Church, all persons involved in this process are directed to hold
information received in strict confidence.
All persons are encouraged to report all accusations of sexual misconduct and/or abuse
involving members, employees and volunteers of Oxford Presbyterian Church to the
appropriate church official identified below and/or to civil authorities. In those instances
where secular, civil and/or criminal investigations of the same accusations are conducted,
the church shall proceed carefully and with appropriate legal advice to avoid interference
with the secular proceedings.
B. GENERAL
1. GOAL
It shall be the goal of the Oxford Presbyterian Church to provide a safe environment for
the physical and emotional well-being of all children participating in church-sponsored
programs. By implementing the following practices, the church’s goal is to protect the
children from incidents of misconduct or inappropriate behavior while also protecting
the staff and volunteers from false accusations.
Future revisions to this policy may be made with the authorization of any one of the
following: Pastor, Christian Education Director (CE), Personnel Committee or SessionBoard of Trustees.
2. DEFINITION OF “CHILDREN”
The term “child” or “children” shall include all persons under the age of eighteen (18)
years.
3. FORMS
The pertinent application and reporting forms are provided in Appendices A through F.
C. SELECTION AND SCREENING PROCESS
4. PROCEDURES FOR VOLUNTEER WORKERS
It is the goal of the Oxford Presbyterian Church (herein referred to as “the church”) to
adequately screen the applications of persons desiring to work with children
participating in all church programs.
5. VOLUNTEERS MUST BE REGULAR ATTENDEES OF THE CHURCH
All volunteers who work with children must first attend church regularly for a minimum
of one year. The applicant must have been a regular attendee and involved in church
activities for that period of time. This time of interaction between our leadership and the
applicant allows for better evaluation and suitability of the applicant for working with

79

children. Under certain circumstances, the Pastor, the Christian Education Director or
the Christian Education Committee may authorize an exception to this rule in the event
that the person is known well by someone in the church and has prior volunteer
experience or is transferring from another church and has a good reference from the
former Pastor or volunteer supervisor.
6. MINIMUM AGE
All volunteer workers must be 18 years of age or older. Younger persons may assist
adults but may not take the place of adult workers. The church may use responsible
teens (under the age of 18) only in positions with and under the direct supervision of an
approved adult worker.
7. VOLUNTEER APPLICATIONS
Volunteer applicants must complete and sign an Application For Volunteer Workers
Who Will Work With Children. Applications will be submitted to the church office. The
Christian Education Director will be responsible for the interview process and reference
checks. If an applicant needs additional confidentiality, they may choose to submit their
application directly to the Christian Education director.
The church keeps confidential all information received in the applicant selection
process. Such information will be stored with access afforded only to appropriate church
staff on a need-to-know basis. If the church learns of false, misleading or amended
information on an application that could cause potential danger to children or liability to
the church, that person will be terminated.
8. REFERENCES
The Christian Education Director will check and document at least three (3) references
for each volunteer applicant. References may be checked by phone, mail, email or in
person.
Whenever possible, the three references should include:




a person who has known the applicant for an extended period of time;
a former supervisor; coworker and
a member of the applicant’s immediate family.

Information gained in these checks should be noted directly on the application.
9. SURVIVORS OF CHILD ABUSE
Survivors of childhood sexual or physical abuse need the love and acceptance of the
church family. Their experience with abuse and their recovery process may be pertinent
to their work with children. Survivors of abuse may, if they choose, request confidential
counseling either from the Pastor or from a professional counselor. It will not
necessarily disqualify them from service. The desire of the church is to assist and care
for survivors of abuse as well as fulfill our obligation to protect the children left in our
care.
10. CONFIDENTIAL INTERVIEWS
All applicants desiring to work with children must be interviewed for suitability for the
work they desire to do. The ministry leader of the program in which the applicant will
work conducts interviews. A team of interviewers may be used. Church policy
concerning prevention of and response to child abuse and neglect must be discussed
during the interview.
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11. CRIMINAL BACKGROUND CHECK
A State Police criminal background check (Act 34), child abuse registry check (Act 151)
and an FBI Criminal History Report (Act 114) (unless you have been a resident of
Pennsylvania for the last ten (10) years, then you will have to sign an affidavit) shall be
required for all children’s worker positions. No one who has been convicted of a crime
involving misconduct with children will be allowed to work with children. Completing
the Application for Volunteer Workers Who Will Work With Children authorizes the
church to conduct these checks. Background checks will be kept confidential with
access afforded only to appropriate church staff on a need-to-know basis.
The designated church representative will conduct criminal background checks notifying
the appropriate ministry leader if a negative report is received.
12. VEHICLE SAFETY
Persons who drive church-owned or privately-owned vehicles for conducting church
business or transporting children must maintain a current valid driver’s license, provide
proof of insurance in such amounts as may be required by the church and comply with
all other church transportation policies.
13. FIRST AID TRAINING
It will be the goal of the church that most paid employees who work with children will
maintain current certification in basic first aid and basic CPR (or the equivalent) as
required by applicable licensing requirements or other local regulations. The church will
pay the cost of this training. Employees will be paid for attending training. Volunteer
workers are encouraged, but not required to get training if they frequently accompany
children on activities such as recreational activities, camps, retreats, mission trips or any
other activity with an element of risk.
14. IDENTIFICATION BADGES
All church volunteer workers are required to wear a photo identification nametag
whenever they are supervising children. These tags will be provided by the church and
will show the worker’s name and their picture.
15. ACKNOWLEDGEMENT OF CHURCH POLICIES
All applicants must acknowledge in writing that they understand the church’s policies
pertaining to the protection of children and that they agree to abide by them. This
requirement will be met by having applicants sign the Acknowledgement of Receipt
form. (Appendix H, page 118.)
D. SUPERVISORY REQUIREMENTS
It is the policy of the church to provide adequate supervisory control of persons working
with children participating in all church programs. The following regulations shall be
applicable to all workers having contact with children participating in all church programs:
16. SAFETY OF CHILDREN
It is the responsibility of all persons having contact with children participating in church
programs to promote the emotional and physical safety of the participants giving regard
to all factors and circumstances known to them. If in their opinion, an unsafe condition
exists, such persons shall immediately take appropriate precautions under the
circumstances to protect all children. Nothing contained in any other church policy,
procedure or instruction shall be construed to relieve persons having contact with
children from this responsibility. If a child is injured during a church function or
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activity, an Accident Report Form (Appendix E, page 113) must be completed and given
to the Christian Education Director or Pastor.
17. PRESCHOOL IDENTIFICATION SYSTEM
To reduce the possibility of kidnapping, the church will have in place an identification
system so that the adults who drop off a small child are the same adults who pick the
child up. The ministry leader in charge shall maintain the system to identify persons
authorized to pick up and take responsibility for preschool children leaving a church
activity. The identification system will not be necessary for children above the grade of
two unless a parent specifically requests it in writing.
18. TWO-ADULT RULE
It shall be the goal of the church that a minimum of two workers will be in attendance at
all times when children are being supervised during a church activity regardless of the
number of participants, location or activity. These two adults cannot be related to one
another.
Some Sunday School classes may have only one adult in attendance as the teacher while
the class is in session. In these instances, doors to the classrooms will remain open. At
no time should an adult ever be alone with a child in a closed-door room or an enclosed
area.
19. OBSERVATION OF CHILDREN
Church activities for children should be scheduled in areas visible from adjoining areas.
Such visibility will be maintained by leaving curtains and blinds open and, wherever
possible, by leaving the door to the room open. Reasonable exceptions to this rule may
be made by the person in charge provided two unrelated workers are present in the room
at all times.
At no time will an adult meet alone with a child in any room where the door is closed or
in an area where they cannot be seen.
20. RESTROOM GUIDELINES
Children ages three to five in the Pre-K and K class should utilize the bathroom in the
classroom. Children’s ministry workers should escort a group of children to a hallway
bathroom. Children should never be taken to the bathroom alone. The workers should
check the bathroom first to make sure that it is empty, and then allow the children inside.
If a child is taking longer than seems necessary, the worker should open the bathroom
door and call the child’s name. If the child requires assistance, the worker should prop
open the bathroom door and leave the stall open as he/she assists the child. At least one
adult male should take boys to the restroom and at least one adult female should take
girls. The worker should then remain outside the bathroom door and escort the children
back to the classroom.
For the protection of all, workers should never be alone with the child in a bathroom
with the door closed and never be in a closed bathroom stall with a child.
21. FOOD/ALLERGY POLICY
With the rise of life-threatening food allergies in children, snacks should only be
provided to children who have a complete registration or permission slip that notes
allergy information on file. If a child is present that does not have a completed
registration or permission form, permission must be granted by a parent/guardian before
snacks are given.
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22. MEDICATIONS POLICY
It is the policy of Oxford Presbyterian Church not to administer either prescription or
non-prescription medication to the children under our care. Exceptions to the medication
policy may be granted in the case of life-saving medications such as an EpiPen ®.
23. RATIO OF WORKERS TO CHILDREN
It is required that a reasonable ratio of adults to children is maintained at all times
involving the supervision of children. The leader responsible for the division shall be
primarily responsible for setting and maintaining a reasonable ratio of workers to
children giving due regard to all factors present, including the number and age of the
participants, the nature of the activities and the location where the activities are taking
place.
24. WORKER TRAINING
Each new children’s ministry volunteer will be given a copy of the Church’s Child
Protection Policy. They must sign a statement indicating they have received and read the
policy before they can begin working with children. They must participate in the
Teacher Training that is offered at the church.
25. MINISTERIAL AND STAFF OVERSIGHT
The Pastor, Christian Education Director, and Personnel Committee shall coordinate
with the respective ministry coordinators to ensure ongoing supervision of all workers
who interact with children. This should include regular unannounced visits into classes
and other program sites.
26. AWARENESS OF CHURCH POLICY
The person responsible for each division shall periodically review the definition of child
abuse and neglect as defined by law and the church’s policy concerning these crimes.
These reviews can be conducted either with the workers individually or in groups, at
least once a year and following each change in or addition to such policies. Each worker
shall acknowledge receipt of a written copy of the policy prior to the time they
commence working with children and after each change to such policy. Each worker
shall acknowledge participating in the periodic review of the church’s policies and
procedures. The signed acknowledgements shall be retained in the personnel file of the
worker.
27. CHILDREN’S PICKUP
Children who are eight (8) years old or older are permitted to leave the area of the
church activity at the conclusion of the scheduled activity without further supervision of
the workers unless otherwise instructed by the parent or guardian. If their parent or
guardian does not pick up a child younger than eight (8) on time, the child will be kept
by their teachers in the children’s area where safe supervision can be continued until the
parent or guardian is located. A child shall not be taken from or allowed to leave church
property, either unattended or in a group without specific parental permission.
28. RELEASE OF CLAIMS
Prior to any activity away from the church, an Activity Permission/Liability Form will be
necessary to be signed by the child’s parent or legal guardian. Without the form signed
and in the possession of the church, the child will not be allowed to participate in the
away activity.
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E. REPORTING AND RESPONDING TO ALLEGED CHILD ABUSE OR NEGLECT
29. REPORTING POLICY
It is the policy of the church to report any incident of child abuse or neglect toward any
child attending any of our programs. It does not matter if the abuse happened away from
church or at church by a church ministry worker. (See Appendix F, page 114 for a list of
definitions.)
The Pastor, in consultation with legal counsel, will determine the amount of information
he/she believes is appropriate to relate to the congregation. Usually commenting in
detail on an ongoing investigation is ill-advised.
30. REPORTING OBLIGATION
By Pennsylvania law, anyone who has reasonable cause to believe that a child is being
physically abused, sexually abused, or neglected is required to report this information.
The Pastor, Christian Education Director or ministry leader should be informed
immediately of any suspected child abuse.
31. REPORTS REQUIRED
Any worker of the church who has cause to believe that a child’s physical or emotional
health or welfare has been or may be adversely affected by abuse or neglect shall report
that belief according to the following procedure:








The church ministry worker will immediately report to the Pennsylvania Department
of Public Welfare ChildLine (800-932-0313). It is recommended that you first fill
out the written report (See page 111-Report of Suspected Child Abuse) and submit it
because
ChildLine
will
ask
the
same
questions.
Go
to
www.compass.state.pa.us/cwis to submit a written report. This is the same web site
where you obtained your Child Abuse Clearance. Use your login username and
password and click on make a report. YOU MUST SUBMIT BOTH AN ORAL
REPORT AND A WRITTEN REPORT.
Do not hesitate to mark information unknown.
The Church worker will also notify the Pastor or Christian Education Director or
ministry leader
The church worker or Pastor or his/her agent will notify the parents of the child
(unless the parent is the person responsible for the abuse or neglect).
The Pastor in consultation with the chairperson of the Personnel Committee and/or
the Chairperson of the Deacons will notify the appropriate legal counsel.
The Pastor will notify the church’s insurance agent that an abuse report has been
filed with the appropriate local or state agency.

32. ABUSE CAUSED BY CHURCH WORKER
When child abuse is caused by an Oxford Presbyterian Church ministry worker, the
witness of this abuse or person with whom the abuse was shared will need to follow the
same procedure as outlined in Reports Required under section V.E.29. The church
worker will also need to complete the Report of Suspected Child Abuse. (Appendix G page 116)



The ministry leader in charge should suspend the accused person immediately from
the performance of duties involving children until the official investigation has been
completed.
Cooperate fully with law enforcement officials.

84



The Pastor, Christian Education Director, or ministry leader will inform victim and
victim’s family of the steps that are being taken and continue to keep them advised
of the status of the investigation. If child abuse is confirmed, ask the victim and the
victim’s family what action they would like to take in the matter and fully cooperate
to address their requests within the bounds of a legal and prudent response. (Church
legal counsel should assist in this determination.)

In an instance where child abuse is confirmed, the church will immediately dismiss the
worker from their position. Termination will be considered appropriate in the
circumstances.
In instances where evidence is inconclusive, the church should take action with the
advice of legal counsel in consultation with law enforcement officials depending on the
strength of the evidence available and after consideration of the victim and the victim’s
family’s requests.
33. CONFIDENTIALITY
All reports of child abuse or neglect shall be held in absolute confidence. No person
shall communicate any information concerning the alleged event to any person except as
necessary to cooperate with any official investigation. Any breach of this confidentiality
by an employee of the church shall be cause for immediate dismissal. The Pastor, in
consultation with the official conducting the investigation may authorize limited
additional disclosure if necessary to protect other children from harm in the near future,
particularly where the person responsible for the abuse cannot be identified, but in no
case shall the identity of the victim or the accused person be disclosed except as required
by law.
34. INVESTIGATION OF ALLEGED ABUSE OR NEGLECT
No person shall attempt to conduct a detailed investigation either through examination
or interrogation of the child, the accused person or a witness. It is acceptable to obtain a
reasonable amount of information to have cause to believe a child has been abused or
neglected. Interviews shall be conducted only by authorized officials of the agency to
whom the suspected crime has been reported or, when appropriate, by legal counsel or
persons representing the church in an official capacity. All employees and volunteers of
the church shall cooperate with the official investigation as requested.
35. SUSPENSION OF CHURCH-RELATED DUTIES
A person accused of child abuse or neglect will be suspended from all church-related
duties involving children. This would include all childcare, teaching, transportation or
sponsorship duties. This removal from duty should occur in such a way that an innocent
person is not immediately deemed guilty. There are false claims made each year. If the
allegation is determined to be unsubstantiated, the volunteer can be returned to their
prior position.
36. PRESERVATION OF RECORDS
Copies of all documents relating to an event of abuse or neglect, including a list of all
persons known to be present or in the vicinity shall be transferred to the Pastor or his/her
agent. They will review them to determine if the documents are complete in accordance
with church policy. If any documents are missing, they shall make a written notation and
transfer the documents to the church Clerk of Session who shall retain them until
advised that all criminal and civil investigations and actions have been completed.
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37. MINISTERIAL CARE
The Pastor, Christian Education Director or ministry leader shall encourage and assist
the child and the parents in securing appropriate counseling, care and support. In the
event the abuse or neglect involves a member or employee of the church, the staff shall
encourage and assist the individual in securing appropriate pastoral care and support,
including third party counseling, being mindful of the potential for a conflict of interest.
All persons shall act towards the child, the parents and the accused in accordance with
the principles of Christian love and grace at all times.
38. LIAISON WITH THE COMMUNITY
The Pastor, or his/her appointed agent, will serve as the church’s sole access to the
media. The church should emphasize to the public its position on child abuse, its
concern for the victim and the extensive steps being taken to address the safety of all
children.
39. ADDRESSING REGISTERED SEX OFFENDERS
If any persons attending the church become aware of a situation where an individual
who has been convicted of a sexual offense or is a registered sex offender poses a threat
to other parishioners, he or she must immediately report it to the Pastor. If the Pastor
confirms a potentially dangerous situation, the special procedures provided in Appendix
E will be put into action. In these situations, it is important to recognize the potential
conflict of priorities between safety of the Church community and pastoral needs of the
persons identified as risks.
F. DISCIPLINE PROCEDURES
40. THE PURPOSE OF DISCIPLINE
The purpose of discipline is to maintain order in a manner consistent with the teaching
of Christian responsibility, respect and cooperation:





No child shall be disciplined by the use of physical punishment or verbal abuse.
However, if a child is about to harm himself or others, they may be physically
restrained.
If a child’s behavior is disruptive and problematic, the teacher is to calmly and
respectfully address the child directly and mention the problematic behavior that is
disrupting the class. The teacher will warn the student that continued problematic
behavior will be reported to the parent/guardian. The teacher should also make note
of the behavior on the Teacher Feedback Form in the Attendance Folder.
If the child’s problematic behavior continues after being addressed, the classroom
helper is to find the Christian Education Director who will remove the child from
the class. The CE Director will inform the parents/guardian of the disruptive
behavior and will formulate a plan with the child and the parents/guardian before the
child will be allowed back in the class.

G. TEACHERS/HELPERS AGREEMENT
41. A TEACHERS/HELPERS AGREEMENT
Each Teacher/Helper involved in volunteering in the Christian Education program at the
church will be given a copy of the Teachers/Helpers Agreement. The agreement will
need to be signed by the volunteer and returned to the Christian Education Director. The
agreement states that the teacher/helper will:


be adequately prepared to teach the class
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show genuine love and concern for the students
get to know the students
teach with a desire for the children to understand the lesson
engage in teacher training
arrive early for the Sunday School opening session
take attendance and return folder to Christian Ed. Mailbox after class
when necessary, fill out the Teacher/Helper Feedback form
tell Steve as soon as possible if he/she is unable to teach Sunday School

The agreement also states the church’s responsibility to the teacher/helper. The church
will:







provide a curriculum and related teaching resources
provide a clean, furnished room that is suitable to the class’s needs
provide bibles, pencils, pens, markers, crayons, paper and other supplies to aid in
teaching
provide teacher training and resources
provide prayer support and encouragement
provide folder with attendance sheets and feedback forms

42. CODE OF ETHICS FOR VOLUNTEERS IN CHILD AND YOUTH PROGRAMS
As a Christian Education Ministry volunteer, I will strive to be faithful in my
commitment to the children/youth to whom I am responsible. Believing that God is
calling me to serve children or youth in this congregation…
a. My first priority in teaching/supervising/leading children or youth will be to seek the
welfare of the children/youth physically, socially, educationally, and spiritually.
b. I will also try to understand and respect the child’s/youth’s cultural background.
c. I will give the parents/guardians full information about the program I am
teaching/supervising/leading, and what time it begins and ends.
d. I will arrive early and be prepared for the activities to which I have committed. If I
am not able to be present, I will notify the ministry leader as soon as possible.
e. I have read the Christian Education Ministry Handbook. I understand it, and I will
live by it in my participation in the Church’s children and youth programs.
f.

I will not do anything that will damage a child’s or youth’s trust. I will try to protect
the child/youth from all forms of abuse while he or she is in my care.

g. If I suspect that a child/youth may be hurt by the abusive behaviors of another
person, I will report that suspicion to the Pastor or Christian Education Director so
that it can be investigated properly.
h. I will answer a child’s/youth’s questions openly and honestly.
i.

I will work with the children/youth to set some agreed-upon guidelines for
acceptable behavior within the group.

j.

I will expect the children/youth to act on the basis of those guidelines. If a
child/youth consistently breaks them, I will seek help from parents/guardians and
others to assist me in responding to the child/youth.

k. If a child is distressed, I will try to offer comfort and help. I will encourage them to
find the appropriate help for their needs.
l.

I will pray for each child/youth regularly and let them know that I care about them.
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VI OTHER POLICIES OF THE CHURCH
A. GENERAL POLICIES
The Session-Board of Trustees of Oxford Presbyterian Church has adopted the following
general policies.
1. FUNDRAISING/SOLICITATION/COMMERCIAL ENDORSEMENTS
a) The church cannot prefer one member over any other and should, in all matters of
commerce, act in ways consistent with this principle.
b) The church does not want to offer an endorsement or do anything that might give the
appearance of being an endorsement to any commercial venture.
c) We avoid endorsements as a church because the church should not do anything that
compromises its independence or integrity.
d) All church directories shall include a disclaimer that this document is intended
solely for the use of its members and shall not be used for purposes of solicitation.
e) All requests for fund raising activities shall be submitted to the Session-Board of
Trustees for approval.
2. COMPUTER HARDWARE, SOFTWARE AND DATA MANAGEMENT
a) The computer system of the church is an integral part of day-to-day operations and
must be operated with care and under the following guidelines:
1)

Laptop computers may be temporarily removed from the church by the person
to whom it is assigned. Desktop computers, printers or other computer-related
devices should not be moved or removed except as deemed necessary by the
Director of IT.

2)

Much of the data stored on the system is of proprietary nature. No data should
be disseminated for use by any individual, group or organization without prior
approval of the Director of IT.

3)

In no case should data be used for purposes of solicitation, other than the
annual stewardship campaign, unless approved by the Session-Board of
Trustees, and/or Pastor-Head of Staff.

4)

Because of the potential for infection by computer viruses, it is recommended
that no peripheral media (diskettes, re-writeable CDs’, tapes, etc.…) be brought
into the church or that any information on them be transferred from an external
source to an internal machine without being subjected to scan by the church’s
anti-virus system. Any anti-virus program that may be installed on the server or
on individual workstations must be left in the “enable” mode at all times.

5)

Computers are to be used to run only church-approved software. Programs,
games, etc.… that do not serve the purposes of the church are not to be loaded
or operated. Software that is bundled with operating systems is exempt.

6)

Modifying, adding or deleting programs, or changing hardware or their
configuration, should be done only by, or through direction from the Director
of IT or network administrator.

7)

Access to the server is granted only to the Director of IT or network
administrator. At no time should the server be moved, entered or turned off
other than as may be directed.
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8)

All client machines should be shut down at the end of the work day to allow the
server to fully backup all information. One copy of the month-end backup will
be placed in fireproof storage, then removed and replaced with the next
month’s backup.

9)

The church’s internet connection must not be used to download, view or print
any material of an objectionable nature, including but not limited to content of
a sexual or violent nature.

SPECIAL OFFERING
There are four special offerings of the Presbyterian Church:
* One Great Hour of Sharing - Easter Sunday
* Pentecost - Pentecost Sunday focus is on Youth Ministries and local congregations
have been allowed to keep 40% of the Offering for local youth ministries.
* Peacemaking and Social Justice- First Sunday in October- World Communion
Day. Local congregations have been allowed to keep 25% for local programs
that work to reduce violence.
* Christmas Joy Offering - the Sunday before Christmas.
We have standing orders now where we will receive all materials automatically. They
are to arrive no later than four weeks before the offering. If they have not arrived by
then, request the church secretary call the Presbyterian Distribution Center at: 1-800524-2612. Ext 1502. to inquire about the order. Our PIN number is: 9588. It is requested
the church secretary contact the Outreach Chairperson when the materials come in in
order that the chairperson can plan for Minutes for Mission and advertising in the
bulletin. There are generally going to be two inserts and envelopes. One insert will be
put in the bulletins a week before the offering and the final insert will be put in the day
of the offering with the envelopes. Any remaining envelopes should be put out in the
Narthex.
A Minute for Mission will be done the week before the offering.

4. COVERED DISH DINNER POLICY
a) Congregational members CAN have covered dish meals - meals cooked at home and
brought to the church.
b) Those members CAN also use the kitchen and everything in the kitchen during those
meals.
c) Covered dish meals are open to ONLY church members.
d) Those meals cannot be advertised outside of the church.
e) No one from “off the street” is allowed at those meals.
f) If the church is having a covered dish meal and one of our members happens to have
a guest with them, it is still okay as long as c) and d) were followed.
5. PERMIT REQUIRED FOR “SPECIAL EVENTS” HELD IN THE BOROUGH
OF OXFORD, PA
Part 2 of Chapter 13 of the Oxford Code (Licenses, Permits, and General Business
Regulations) requires the obtaining of a permit for a variety of “special events” held in
the Borough, which may include events sponsored by OPC (Sections13-201 through 13211). A “special event” is described as:
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A planned, arranged gathering or assembly of persons, for commercial purposes or
otherwise, whether on private or public property, that will take place for a continuous
period of not less than two hours.
a) A special event includes, but shall not be limited to, the following:
1)

Musical production, participatory event, or show.

2)

Outdoor theater; historical reenactment.

3)

Arts and crafts show and/or sale.

4)

Animal races or show, including equine show and competition.

5)

Carnival or amusement.

6)

Motor vehicle show.

7)

An assembly, festival, and the like that is conducted outside a building and has
projected attendance that will exceed the permitted seating capacity of the
building.

8)

Special event assemblage at a children’s camp, sports training facility, or
similar operation.

9)

Parade. (Sec. 13-202)

For OPC, the permit is free, but must be filed with the Police Department no less than 45
days before the event on a form provided by the Borough. The permit application is
reviewed by the Mayor and the Police Department, and their recommendations are then
submitted to the Borough Council, which makes the final determination.
The complete text of the applicable sections of the Code are provided as Appendix M.
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VII. BYLAWS OF THE OXFORD COMMUNITY PRESCHOOL
The Oxford Community Preschool Board operates as the governing body for the Preschool, and
as such, is responsible for the various duties as set forth in this section. The Preschool is an
auxiliary mission of OPC, and the fiduciary and oversight responsibilities of the Preschool and
of OPC reside with the OPC Session. This means that Session members have a fiduciary
responsibility to perform their duties in good faith, in a manner they reasonably believe to be in
the best interests of OPC overall, and with such care as an ordinary prudent person in a similar
position would use under similar circumstances.
The governing board of the Oxford Community Preschool shall be known as the Oxford
Community Preschool Board.


The Board derives its authority from the Session-Board of Trustees of Oxford Presbyterian
Church and reports to the Session-Board of Trustees through the Christian Education
Committee of Oxford Presbyterian Church.



The responsibility of the Board is to establish policies and administer procedures for the
Oxford Community Preschool in accordance with state, borough, and county laws and
regulations.



The elected Board shall consist of no fewer than three Oxford Presbyterian Church members
and no fewer than two honorary members. Election to the Board is staggered; i.e., no less
than one is elected each year. Each elected Board member shall serve a three-year term. The
officers shall consist of a chairperson, vice-chairperson and secretary. Each office is for one
year. The CE chairperson is a designated board member.



Membership consists of active members of Oxford Presbyterian Church and to honorary
members (as recommended by the Oxford Community Preschool Board, CE Committee or
Session-Board of Trustees of Oxford Presbyterian Church). The Oxford Community
Preschool Board members may submit recommendations for new Board members to the
chairperson. The nominees will be presented to the Oxford Presbyterian Church Preschool
Board for approval. Upon approval and consent to serve on the Board, the names will be
submitted to the CE Committee for approval and then submitted to the Session-Board of
Trustees.



Nominations for chairperson, vice chairperson and secretary will be accepted from the floor
at the first meeting with the new board members in August.



The Oxford Community Preschool Board shall meet monthly through the school year. The
chairperson, if necessary, will call additional meetings. Decisions shall be made by majority
vote. A quorum shall be a majority of the elected Board members.



The resignation of any elected Board member shall be tendered in writing to the chairperson.
No resignation shall be effective until approved by the Oxford Community Preschool Board,
CE Committee and the Session-Board of Trustees. The vacancy shall be filled by floor
nomination and approved by the remaining elected Oxford Community Preschool Board
members, CE Committee, and Session-Board of Trustees of Oxford Presbyterian Church.



Roberts’ Rules of Order Newly Revised shall govern the Board in all cases not provided for
in the foregoing Articles.

The Oxford Community Preschool Board shall be responsible for establishing personnel and
compensation policies for the Preschool. In addition, this board shall propose revisions to the By
Laws and the Personnel Policies and Procedures Handbook when deemed necessary.
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The Oxford Community Preschool Board and Preschool staff shall be responsible for fund
raising efforts, assisting the director in securing grants, and soliciting donations. This committee
shall work closely with the Finance and Scholarship Committee in setting goals and objectives.
The Oxford Community Preschool Board is responsible for reviewing and recommending
approval of proposals and plans presented by the Preschool Director and staff which affect
Preschool policies and procedures and assisting the Preschool Director in the maintenance of the
accreditation of the Preschool.
The Oxford Community Preschool Board shall be responsible for overseeing the operating
budget of the Preschool, selecting scholarship recipients, administering the scholarship program,
and securing scholarship funding. The Preschool Director recommends potential scholarship
recipients to the committee. The guidelines for awarding scholarships are on file in the Preschool
Office.
A. POLICIES OF OXFORD COMMUNITY PRESCHOOL
Oxford Community Preschool has operated as a nondenominational community outreach
program of The Oxford Presbyterian Church. There is a teacher/assistant program for each
classroom.
1. GOALS AND OBJECTIVES
a) Our goal is to provide a warm, supportive environment in which each child is
stimulated to carefully achieve his/her full potential. Our method of achieving our
goal is to use a developmental teaching approach addressing the social, emotional,
intellectual, and physical needs of the whole child. Social and emotional growth are
stimulated through large and small group activities. To facilitate the acquisition of
problem solving skills, the teacher acts as the model for communication skills and
carefully guides the children through normal conflict situations and problem-solving
situations so that these important skills can be used independently as needed.
Nurturing the development of high self-esteem is a priority. We look for the
strengths of each child and build upon those. Intellectual development is facilitated
through the use of developmentally appropriate materials and equipment and a
curriculum planned by teachers trained in early childhood education and elementary
education. Activities and experiences challenge the children while allowing them to
achieve success.
b) Physical activities are available in both the indoor and outdoor large muscle play
areas.
2. ROLE OF STAFF
a) To meet our goals, it is essential that we have in place a sensitive, knowledgeable
and dedicated staff. We expect that our employees will have a positive impact on the
lives of the children they teach, knowing that the preschool years are an opportunity
to set learning patterns for students for the rest of their educational experience.
b) Each employee is responsible for creating and continuing good working
relationships with the entities comprising Oxford Preschool: students, parents,
volunteers, teacher assistants, director, board members, and the Oxford Presbyterian
Church staff.
c) All employees are obligated to abide by the policies and procedures of the Oxford
Community Preschool.
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3. THE GOVERNING BODY OF THE PRESCHOOL
a) The governing body of the preschool is the Oxford Community Preschool Board. It
is composed of active Oxford Presbyterian Church members and honorary members
approved to three-year terms by the Oxford Community Preschool Board, CE
Committee and the Session-Board of Trustees of Oxford Presbyterian Church. The
Board is responsible for the fiscal well-being of the school and reports directly to the
Christian Education Committee of Oxford Presbyterian Church which, in turn,
reports to the Session-Board of Trustees of Oxford Presbyterian Church.
b) The Oxford Community Preschool Board operates according to its Constitution and
By-laws which outline its responsibilities as that of:
1)

establishing and approving policies;

2)

ensuring that policies are being implemented;

3)

reviewing policy periodically;

4)

hiring the Director of the Preschool;

5)

developing and approving an annual budget;

6)

approving the teaching staff hired by the Director, and;

7)

fund raising for the school.

c) The Director of the Preschool reports to the Oxford Community Preschool Board at
all monthly meetings and attends all additional meetings.
4. PERSONNEL POLICIES AND PROCEDURES
a) The Oxford Community Preschool Board is responsible for establishing all
personnel and compensation policies.
b) Applications for employment with Oxford Community Preschool are screened by
the Director. Complete applications will include a resume and three (3) professional
references. Qualified applicants are then interviewed by the Director. The Director
seeks final approval of applicants from the Board.
c) All teachers are required to execute an appropriate employment contract which
incorporates a Job Description and provisions of these Personnel Policies and
Procedures. Contracts are signed by the employee, the Preschool Director, and
representatives from the Preschool Board and the Oxford Presbyterian church staff.
d) Selections for hiring and advancement will be made in accordance with all equal
employment laws covering race, sex, national origin, age, creed and handicaps.
5. CHILD ABUSE, STATE POLICE RECORD CHECK AND FBI CRIMINAL
BACKGROUND CHECK
All new employees will be required to obtain three clearances. The PA Child Abuse
Clearance, The PA State Police Criminal Background check and the FBI Clearance.
6. ORIENTATION AND TRAINING
An orientation program will be available for all new employees when necessary.
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7. EMPLOYMENT STATUS
a) The status of all preschool employment falls into one of the following categories:
Director
Assistant Director
Teacher
Teacher’s Assistant

Preschool Counter
Probationary
Treasurer
Substitute

8. PROBATIONARY PERIOD
Any new employee will be on probation for a period of three calendar months beginning
with the first day of classroom teaching. During that time performance on and reaction
to the job will be observed and evaluated by the Director. If the Director is not satisfied
with the employee’s performance during that period, the Director may suggest one of
two options: the employee may be terminated (an employee under employment contract
will be given two weeks’ notice) or such employee may continue to be employed on
probationary status for an additional three months. As with all other employees-at-will,
employees on probationary status may be dismissed at any time without cause.
9. SALARIES AND COMPENSATION
a) It is the policy of Oxford Community Preschool to pay fair salaries based on
differences in job requirements as measured by skill and responsibility. It is the
intent of the Board that the salary scale of Oxford Community Preschool compare
favorably with salaries being paid for similar services elsewhere in the community.
The Board normally reviews the salary scale annually.
b) All employees will be paid on the 15th and 30th of each month from September
through May. When the end of a pay period falls on a Saturday, Sunday or holiday,
paychecks will be distributed on the preceding Friday or on the day before the
holiday.
c) All employees have the option of being paid once a month over 12 months.
d) The Church Treasurer approved by the board will make all required withholdings
from all payroll checks.
10 SUPERVISION AND EVALUATION
a) The supervisory relationships for each position are included in the job description.
The supervisor will provide guidance to the employee in the performance of his/her
responsibilities.
b) Each worker should be given an evaluation of his/her work at the end of the
probationary period. Thereafter, evaluation will be done once a year. Employee
evaluations are to be part of the permanent employee records and are to contain both
a current appraisal of job skills and mutually agreed upon are as of employee
improvement.
ca) All evaluations should be the result of participation by the supervisor and the worker
based on a series of job elements mutually agreed upon as composing the
employee’s work assignment. Job descriptions should also be reviewed at this time.
Suggested changes should be submitted to the Oxford Community Preschool Board
for approval.
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11. STAFF DEVELOPMENT
Oxford Community Preschool and the employee are mutually responsible for the
employee’s growth on the job. Employees are required to attend scheduled supervisory
conferences, staff meetings, and in-service training days.
12. PERSONNEL RECORDS
A personnel file for each employee will be kept by the Director. Any change in basic
personal information shall be reported promptly to the Director by each employee.
13. WORK SCHEDULE
The work schedule for the Director and each teacher is outlined in the employment
contract. Teacher Assistant work schedules will be determined by the Director.
14. SUBSTITUTES
a) An employee who is going to be absent must notify the Director as soon as possible
so substitute can be arranged.
b) The rights and responsibilities outlined in this policy do not pertain to substitutes.
15. GRIEVANCE PROCEDURE
For the adjustment of personal and professional issues, normal administrative channels
of the preschool will be utilized. If necessary, disagreements or questions may be
referred in writing to the Oxford Community Preschool Board for resolution and
possible professional mediation. Any mediation costs (i.e., fees charged by the mediator)
will be shared equally by the parties involved in the dispute. Final responsibility for
taking and carrying out personnel action in relation to grievances rests with the
Preschool Board.
16. PERSONAL/PROFESSIONAL LEAVE
The Director shall be entitled to take during the school year, as compensated
professional leave, two days for the purpose of visiting other preschools and centers.
The Director shall also be entitled to take during each school year, as compensated
personal leave, two days to be used with such person’s discretion for personal reasons.
Personal/Professional leave shall not be accrued.
17. OTHER LEAVES OF ABSENCE
Requests for unpaid leaves of absence other than those specifically provided in these
personnel policies and procedures (such as jury duty) must be made in writing to the
Director. Such leaves require the Director’s recommendation and the Board’s approval
and are subject to all terms and conditions as may be determined by the Board. In certain
cases, such as death or illness in the employee’s immediate family, the employee may
elect to treat such absence, with the consent of the Director and the Board as
compensated sick leave if unused sick leave is available.
18. SEPARATION OF STAFF
a) Resignation
Employees are expected to fulfill contract obligations. For the benefit of the
program and the children the Board requests four weeks’ notice of resignation of a
Teacher, four weeks’ notice of resignation of the Director, and 2 weeks notice of
resignation of a Teacher Assistant. In the event the employee voluntarily terminates
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the contract within the course of the school year, the employee must reimburse the
Preschool for any training fees.
b) Dismissals and Disciplinary Action
1)

The Director will refer any dismissal or disciplinary recommendations to the
Oxford Community Preschool Board. Causes considered adequate for dismissal
or disciplinary action include but are not limited to: falsification of personnel
records, insubordination, repeated failure to observe the requirements of these
personnel policies and procedures or of the job description or any portion of the
employee’s employment contract, repeated tardiness, child abuse and absence
without satisfactory explanation. Disciplinary action may include the
imposition by the Board of a period of probation.

2)

The Oxford Community Preschool Board is responsible for any discharge or
disciplinary action taken with regard to the Director.

3)

Termination of Contract
Employee contracts are entered into by the Oxford Community Preschool
Board upon a good faith advanced determination of the number of teachers and
other employees necessary to operate the school. In the event of the occurrence
or existence of conditions which are beyond the control of the school and
which would make it impossible or impractical to continue all or any part of
the school operation; any employee may be terminated upon two weeks’ notice.

19. EMERGENCY PROCEDURES
a) Emergency Medical and Evacuation Plans
All staff will be familiar with the emergency medical and evacuation plans which
are posted in each classroom. A list of the area’s emergency phone numbers are at
each phone in all classrooms.

b) Incident Reports
An incident report is to be filed whenever a child’s injury is serious enough to
warrant.

c) Medical/Dental Emergencies
1)

Each classroom teacher shall assume responsibility for care in any emergency
which occurs on school property.

2)

If, in the judgment of the teacher, the injury needs medical attention, the
Director will be notified and a staff member of the church. The Director will
call the parent of the child. If the parent cannot be reached the emergency
number on the Emergency Information Record form will be contacted.

3)

If the injury requires immediate emergency treatment, 911 will be called for
medical assistance and transportation to the Emergency Room of the hospital
authorized by the parent. The Preschool Director, Assistant Director, or the
Oxford Presbyterian Church Christian Education Director will accompany the
child to the hospital, the classroom assistant will take over the class, and the
parent will be contacted.
NOTE: When using 911, be sure that clear directions are given to locate the
school area of the church: i.e., identify Oxford Community Preschool on the
first floor of Oxford Presbyterian Church at 6 Pine Street. Enter the building
through the parking lot entrance and come inside to the classroom area.
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4)

Procedures for Handling Spilled Blood and Body Fluids
All teachers and assistants will be familiar with and follow the ten step
Universal Precautions Procedures for Handling Spilled Blood and Body Fluids
posted in each classroom.

5)

Fire and Weather Alerts
(a) Fire and weather alert procedures are posted for each classroom.
(b) The children and staff practice fire drills periodically.

6)

Management of Communicable Diseases Procedures-Illness
(a) Upon arrival, each teacher will note the child’s well-being. If at that time
or any time during the day, the teacher observes any of the following
symptoms, the teacher or director will attempt to contact the child’s
parent(s) to have the child picked up from school. The child will be placed
away from the other children in a safe, clean environment.



Diarrhea (more than one abnormally loose stool within a 24-hour
period);



Severe coughing, causing the child to become red or blue in the face
or to make a whooping sound;



Difficult or rapid breathing;



Yellowish skin or eyes;



Conjunctivitis;



Temperature of 100 degrees Fahrenheit taken by the axillary (armpit
method;



Untreated infectious skin patch(es);



Unusually dark urine and /or gray or white stool;



Stiff neck.

(b) If neither parent can be reached, the teacher will attempt to contact one of
the two emergency contact persons listed by the parents on the child’s
registration form. Phone numbers for parents and emergency contacts are
listed on the Emergency transportation forms which are kept in the
respective classrooms.
(c) A child who is experiencing minor common cold symptoms or who does
not feel well enough to participate in regular activities but is NOT
exhibiting any of the above symptoms will be considered a mildly ill
child. Each teacher, in consultation with the Director, may make a
decision as to whether or not the parents will be called or whether the
child will be kept with the group until the end of the class period. If the
child is kept with the group, the teacher will continue to observe for a
worsening condition.
(d) Any staff person experiencing any of the above listed symptoms will be
provided with a substitute teacher for the classroom.
(e) Generally, in the parents judgment and with the approval of the teacher,
the child may return to school when he/she is considered well or if the
period of contagion is over. However, a note from a physician may be
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required before children with some illnesses are permitted to return, based
on the discretion of the Director. Note that children should be free of fever
for 24 hours before returning to school.
(f)

Notices must be sent to parents if it is suspected that a child may have
exposed the class to a communicable disease.

20. CHILD ABUSE POLICY
a) Reporting policy
It is the policy of Oxford Community Preschool to report any incident of child abuse
or neglect toward any child attending any of our programs. It does not matter if the
abuse happened away from Preschool or at Preschool by a Preschool worker.
The Pastor, in consultation with legal counsel, will determine the amount of
information he/she believes is appropriate to relate to the congregation. Usually
commenting in detail on an ongoing investigation is ill-advised.
b) Reporting obligation
By Pennsylvania law, anyone who has reasonable cause to believe that a child is
being physically abused, sexually abused, or neglected is required to report this
information them self. The Community Preschool Director and Assistant Director
should be notified of the report.
c) Reports required
Any worker of the Oxford Community Preschool who has cause to believe that a
child’s physical or emotional health or welfare has been or may be adversely
affected by abuse or neglect shall report that belief according to the following
procedure:
The worker will immediately report to the Pennsylvania Department of Public
Welfare ChildLine (800-932-0313). It is recommended that you fill out the written
report first and submit it because ChildLine will ask the same questions. (See page
116) Go to www.compass.state.pa.us/cwis to submit a written report. This is the
same web site where you obtained your Child Abuse Clearance. Use your login
username and password and click on make a report. YOU MUST SUBMIT BOTH
AN ORAL REPORT AND A WRITTEN REPORT.
Do not hesitate to mark information unknown.
The Preschool worker or Preschool Director will notify the parents of the child
(unless the parent is the person responsible for the abuse or neglect.
The Pastor in consultation with the Preschool director will contact the appropriate
legal counsel.
The Pastor will notify the church’s insurance agent that an abuse report has been
filed with the appropriate local or state agency.
d) Abuse Caused by Oxford Community Preschool Teacher, Helper or Volunteer
When child abuse is caused by an Oxford Community Preschool employee or
volunteer, the witness of this abuse or person with whom the abuse was shared will
need to follow the same procedure as outlined in Reports required under section
20.3. The witness will also need to complete the Report of Suspected Child Abuse
Document.
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The Preschool Director should suspend the accused person immediately from the
performance of duties involving children until the official investigation has been
completed.
The witness and the accused will cooperate fully with law enforcement officials.
The Preschool Director will inform victim and victim’s family of the steps that are
being taken and continue to keep them advised of the status of the investigation. If
child abuse is confirmed, ask the victim and the victim’s family what action they
would like to take in the matter and fully cooperate to address their requests within
the bounds of a legal and prudent response. (Church legal counsel should assist in
this determination.)
In an instance where child abuse is confirmed, the Preschool will immediately
dismiss the worker from their position. Termination will be considered appropriate
in the circumstances. In instances where evidence is inconclusive, the Preschool
should take action with the advice of legal counsel in consultation with law
enforcement officials depending on the strength of the evidence available and after
consideration of the victim and the victim’s family’s requests.
e) Confidentiality
All reports of child abuse or neglect shall be held in absolute confidence. No person
shall communicate any information concerning the alleged event to any person
except as necessary to cooperate with any official investigation. Any breach of this
confidentiality by an employee or volunteer of the Preschool shall be cause for
immediate dismissal. The Preschool Director, in consultation with the official
conducting the investigation may authorize limited additional disclosure if necessary
to protect other children from harm in the near future, particularly where the person
responsible for the abuse cannot be identified, but in no case shall the identity of the
victim or the accused person be disclosed except as required by law.
f) Investigation of alleged abuse or neglect
No person shall attempt to conduct a detailed investigation either through
examination or interrogation of the child, the accused person or a witness. It is
acceptable to obtain a reasonable amount of information to have cause to believe a
child has been abused or neglected. Interviews shall be conducted only by
authorized officials of the agency to whom the suspected crime has been reported or,
when appropriate, by legal counsel or persons representing the Preschool in an
official capacity. All employees and volunteers of the Preschool shall cooperate with
the official investigation as requested.
g) Suspension of church-related duties
A person accused of child abuse or neglect will be suspended from all Oxford
Community Preschool-related duties involving children. This would include all
childcare, teaching, transportation or sponsorship duties. This removal from duty
should occur in such a way that an innocent person is not immediately deemed
guilty. There are false claims made each year. If the allegation is determined to be
unsubstantiated, the Preschool worker can be returned to their prior position.
h) Preservation of records
Copies of all documents relating to an event of abuse or neglect, including a list of
all persons known to be present or in the vicinity shall be transferred to the Director
or his/her agent. They will review them to determine if the documents are complete
in accordance with the Oxford Community Preschool policy. If any documents are
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missing, they shall make a written notation and retain them until advised that all
criminal and civil investigations and actions have been completed.
i)

Ministerial care
The Oxford Community Preschool Director and or Oxford Presbyterian Church
Pastor shall encourage and assist the child and the parents in securing appropriate
counseling, care and support. In the event the abuse or neglect was caused by a
Preschool employee or volunteer, the Director shall encourage and assist the
individual in securing appropriate pastoral care and support, including third party
counseling, being mindful of the potential for a conflict of interest. All persons shall
act towards the child, the parents and the accused in accordance with the principles
of Christian love and grace at all times.

j)

Liaison with the community
The Oxford Presbyterian Church Pastor, or his/her appointed agent, will serve as the
sole access to the media. The church should emphasize to the public its position on
child abuse, its concern for the victim and the extensive steps being taken to address
the safety of all children.

21. OTHER POLICIES AND PROCEDURES
a) Smoking in the facility or on the grounds is prohibited.
b) Tuition for children of staff (contract employees) will be reduced.
c) The Lunch Program is an opportunity for children who are enrolled in classes to stay
for lunch and playtime with other students. Parents may sign up their children. There
is a cost for the program which is due at sign up time. Qualified adults (teachers,
assistants, or the director) oversee the program each day and are paid an hourly rate.
d) Basic to our philosophy is the principle that many behavior problems can be avoided
through the use of appropriate management skills and techniques. When problems or
conflicts do arise, it is our policy to work with the child to find a solution through
the use of problem-solving techniques. While this works to solve the immediate
problem, it is also intended to teach the children communication and problemsolving skills which they can eventually begin to use on their own.
e) Field trips are permitted and encouraged to enhance the lesson plans of the teachers.
The following guidelines must be adhered to for safety:
1)

Permission slips must be signed and on file for each child for each trip.

2)

Enough parent volunteer drivers must be available to transport the children.

3)

Car seats must be used for each child under 4 and under 40 lbs. to follow state
law.

4)

All groups going on field trips will be accompanied by a teacher who will make
certain that a standard First Aid kit is taken along.

5)

All children will wear a name tag which will include the school name, address
and telephone number.

f) Cleaning Procedures
A solution of 1-part bleach to 10-parts water will be used regularly to clean tables,
counters, and toys in the classroom.
g) Late Pick-up Policy
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1)

Parents will notify the school when an emergency situation prevents them from
picking up the child.

2)

If the school has not been notified and the child has not been picked up within
15 minutes of dismissal time the teacher will first attempt to contact the parent.

3)

If the parent has not contacted the school and the teacher is unable to contact
the parent/guardian, the emergency contact(s) will be called to pick up the child
or arrange for pickup.

4)

A late fee will be assessed if a child is picked up passed 11:45 A.M. on three
separate occasions.

h) Parent Involvement in the Classroom
Parents of children enrolled in the Oxford Community Preschool program are
always welcome to observe or assist in the classroom.
i)

Inadequate Adjustment of Child to School
Experience has shown that there are times when parents and staff decide children are
not making adequate adjustments to or adequate progress in a preschool group. In
such cases as this, or where home and school are unable to cooperate adequately
with each other, the Oxford Community Preschool reserves the right to ask that the
child be withdrawn from school.

AMENDMENTS TO THE PRESCHOOL BYLAWS:
Any proposed amendment to the By Laws of the Oxford Community Preschool shall be
submitted in writing to the chairperson. The chairperson shall present the proposed amendment
to the Board for consideration at the first meeting following submission. It shall not be acted
upon until the next regular Meeting. It shall require a two-thirds vote to pass.
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VIII. OXFORD COMMUNITY PRESCHOOL POLICIES
A. ADMISSION POLICIES:


Child must turn two (2) by September 1 of the current school year to attend the TOTS class



Child must turn three (3) by September 1 of the current school year to attend the
Nursery class



Child must turn four (4) by September 1 of the current school year to attend the Pre-K class



Age can be discussed if your school district has a different date in place



Child must have an up to date immunization and physical form signed by the doctor to
attend class.



Child must have a signed emergency medical treatment form on file in the classroom.



Child must have a signed permission slip for all field trips.



Child needs to be toilet trained before entering the Nursery and Pre-K program.



Child is enrolled when correct payment is received.

B. ATTENDANCE POLICY:
Regular attendance is important


Class begins at 9:00 A.M. for the morning session and 12:30 P.M. for the afternoon
session.



If your child is absent, please notify the teacher by calling the church office at 610-9329640.



If your child will miss consecutive days due to illness or a vacation, please notify the
teacher.



If your child needs an EpiPen®, training must be provided to the staff by the parent.

C. HEALTH POLICY:


Please inform the school in writing of any specific food or other serious allergies or
medical treatment.



If your child:
o

Is running a fever or has run a fever in the last 24 hours

o

Has vomited or has diarrhea

o

Has had a constant running nose or severely congested nose

o

Has continuous cough

Please respect the other students and keep your child home.
If a communicable disease develops, notify the director immediately so that other
parents can be alerted.
o

If head lice are found contact the teacher immediately.

o

A first-aid kit is located at the school and will be taken on field trips.

o

The teacher or assistant will administer care to the injured child.
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o

The teacher will file an accident report. A copy will be given to the parent and kept
on file at the school.

o

If a minor accident happens at the school, first aid will be given, and you will be
notified at dismissal or given a phone call.

If an injury is serious, the school will notify you immediately or the emergency
substitute listed on the emergency treatment form. In the event you cannot be reached, or
the injury is severe an ambulance will be called to take the child and teacher to the
nearest medical facility.
D. FINANCIAL POLICY:


Material fees are paid at the time of registration. Tuition payments are received
September – May. Tuition received or postmarked after the 7th of any month will be
considered late and will be assessed a $10.00 late fee. The policy applies at all times
including holidays, vacations and illness of the child.



Checks and cash are accepted. Checks are to be made out to Oxford Presbyterian
Church.



Tuition can be mailed to the school (6 Pine Street, Oxford, PA 19363) or dropped in the
tuition box in the office. Please do not give tuition to the child’s teacher.



A check returned to the preschool for any reason will be assessed a bank fee of $25.00
along with a $10.00 late fee.



5% is taken off of tuition if the entire school year is paid in full by May 31.

E. NOTICE OF WITHDRAW:


Written notice to the director is required to place a child on withdraw status. One month
notice should be given.



Payment is still due if no written notice is given.



No refunds will be given for partial attendance of a month.



If a child is withdrawn before the beginning of the school year, refunds will only be
given if the school is notified by June 30 with a 5% service charge.



If a child is withdrawn after June 30 tuition is only reimbursed if there is a child to fill
his/her spot.



Materials fees are only reimbursed if notified before June 30th.

F. SCHOOL SCHEDULE:


HOLIDAYS: National holidays are observed.



CLOSINGS: We follow Oxford School District closings. The three major networks
carry listings.



SNOW DELAYS:
TOTS should attend at the following times:
1 hour delay: 9:30-11:15
2 hour delay: 10:30-12:00
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Nursery should attend at the following times:
AM Session:
1 hour delay: 9:30-11:15
2hour delay: 10:30-12:00
PM Session:
1 hour delay: 1:00-3:00
2 hour delay: 1:30-3:00
Pre-K should attend at the following times:
AM Session:
1 hour delay: 9:30-11:45
2 hour delay: 10:30-12:15
PM Session:
1 hour delay: 1:00-3:00
2 hour delay: 1:30-3:00
In the event of an early dismissal we will contact you by phone and email to inform you
of dismissal times.
No Lunch Bunch on snow delay days.
If Oxford School District is closed due to inclement weather we are also closed.




MAKE-UP DAYS:
o

After two (2) missed TOTS days, make up days will be implemented

o

After two (2) missed Enrichment days, make up days will be implemented

o

After two (2) missed Nursery days, make up days will be implemented

o

After three (3) missed Pre-K days, make up days will be implemented

OTHER CLOSINGS:
In the event there is a closing for another reason we will inform you by email and book
bag mail. If we are unable to do this you will be notified by telephone.

G. BEHAVIOR POLICY:
The children will be encouraged to behave in an appropriate and respectful manner. The
teacher will model appropriate behavior, gently reminding students of the rules and redirect
the child toward wanted behavior. If the behavior escalates, or the child is causing physical
harm to him or others, the child’s parents will be notified, and a conference will be
scheduled to discuss the behavior. (Positive Discipline Policy)
H. FIELD TRIP POLICY:


A signed permission slip is needed for every trip.



Payments are non-refundable.



Permission slips must be returned by the deadline. Additional persons will not be
accepted after the deadline.



Siblings may or may not participate in the field trips depending on the nature of the trip.
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I.

CLOTHING POLICY:


Please dress children in comfortable, washable clothing.



Please wear sneakers or shoes that cannot slip off easily for your child’s safety.



Please follow your teacher’s policies about extra clothes.



It is a good idea to label jackets, book bags, hats and change of clothes.

J. DROP OFF POLICY:


Upon arrival:
o

AM students may be dropped off to a staff member beginning at 9:00 A.M.

o

PM students may be dropped off to a staff member beginning at 12:30 P.M..

K. DISMISSAL POLICY:


Dismissal: Parents may pick up in the classroom or in the carline.



Identification must be presented at the time of pick up.



If a parent is continually late the preschool reserves the right to implement a late fee.
The fee will be $5 after five minutes and $1 for every additional minute. Please call the
school if you know that you will be late. Thank you for your cooperation!



Morning TOTS, Nursery, and Enrichment dismiss at 11:15 A.M. (unless he/she has a
sibling in Pre-K in which your child will dismiss at 11:30 A.M. with his/her sibling)
Afternoon Nursery and Enrichment dismiss at 2:45 P.M. (unless he/she has a sibling in
Pre-K in which your child will dismiss at 3:00 P.M. with his/her sibling).



Faith Based Friday is dismissed at 11:15 A.M.

L. CAR LINE AND CAR SEAT POLICY
When using the car line please drive down Second Street (next to the Oxford Library) and
form a line in the side lot. Cross over the alley way into our lot forming a line under the
carport. Please wait to pull across so that you are not blocking the alley. Pull all the way up
to the first cone beyond the carport canopy. Please remain in your car until the teacher
brings your child to you. You may not enter the church lot from the alley at any time
unless you are parking and walking into the school.


All children dismissed car line must have a car seat consistent with the Pennsylvania
State law. Employees and volunteers of Oxford Community Preschool are not permitted
to release a child into a vehicle in the car line without a car seat consistent with the
Pennsylvania State car seat laws.

Lunch Bunch Drop-Off and Pick-Up:


Please pick up your child using the ramp in the back parking lot. In inclement weather,
please wait in the hallway inside of the doors between the two classrooms.

M. SECURITY DOOR POLICY:


Security doors are locked during school hours. If you arrive late or need to pick up your
child early, please report to the church office. Someone from the office will assist you.

N. FACEBOOK POLICY
All pictures of preschool children and use of their names in relation to our preschool
programs may not be posted on Facebook without permission of the families involved.
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IX. AMENDMENTS TO THE MANUAL OF POLICY AND PROCEDURES
Amendments to these Policies and Procedures may be made, unless indicated otherwise herein,
by submitting requested changes to the Clerk of Session, who will also conduct an annual review
of this manual and may suggest to staff and committees areas where changes may be
appropriate. As policy changes are submitted, they will be presented to the Session-Board of
Trustees for approval by majority vote. Procedure changes need only the approval of the
Committee or groups making the changes.
All changes in policy and procedure will be inserted into the manual and published on the
Oxford Presbyterian Church Web Site
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Appendix A
Application for Volunteer Workers Who Will Work With Children
This application is to be completed by all applicants for positions involving the supervision
or custody of children. It will assist the church in providing a safe and secure environment
for all preschoolers, children and youth. The term “child” or “children” includes all persons
under the age of eighteen (18) years.
Full Name ___________________________________________

Date _____________________

Address ____________________________

State ______

City____________

Zip Code_____

Home Phone _____________________________
Cell Phone _______________________________
Business Phone ___________________________
Driver’s License # _________________________

State ________

Expiration Date ___________

Date of Birth _____________________________
Desired Position ___________________________________________________________________
How long have you been attending Oxford Presbyterian Church? _______________
List the all previous churches where you volunteered as a children/youth worker.
________________________________________________________________________________
Church name
Church address
Volunteer position
________________________________________________________________________________
Church name
Church address
Volunteer position
List all previous community volunteer positions where you worked with children/youth.
________________________________________________________________________________
Organization name
Address
Supervisor’s name
Position
________________________________________________________________________________
Organization name
Address
Supervisor’s name
Position
List the names and addresses and phone numbers of three personal references
1) _______________________________________________________________________________
2) _______________________________________________________________________________
3) _______________________________________________________________________________
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We understand the following questions are personal and we will protect your privacy.
Have you ever been known by another name? Yes ______

No ________

If yes, please explain: ______________________________________________________________
During your lifetime, have you ever been arrested and/or prosecuted for molesting or abusing a
child, accused of physical assault or a sexual offense of any nature? ______ Yes
No
If yes, please explain ______________________________________________________________
During your lifetime, have you ever been convicted of a crime? ______ Yes ________ No
If yes, please explain: ______________________________________________________________

Applicant Statement
I hereby certify that I have read and completed the above application. My answers are true
and correct to the best of my knowledge.
I give permission for the church to maintain my photograph on file and to conduct a criminalcourt background check on me now and at regular intervals. If allowed to work with children,
I agree to be bound by the bylaws and policies of Oxford Presbyterian Church.
I hereby authorize all persons, schools, organizations and law enforcement agencies to supply
Oxford Presbyterian Church with any information concerning my character or background in
connection with working with children and I hereby release them from liability or damages
which may occur as a result of their response to this request.
I authorize Oxford Presbyterian Church to supply my service record, in whole or part, to any
prospective or future organization or agency with a legal and proper interest in them. I
understand that if allowed to serve, that any misrepresentation made by me in this application
shall be considered sufficient cause for my dismissal without advance notice. I have been
appraised of and support the church’s position regarding the problem of child abuse and
neglect.

Signature: ___________________________________________
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Date: ______________________

Appendix B
Activity Permission/ Liability Form
Oxford Presbyterian Church
6 Pine Street, Oxford, PA 19363

Activity: __________________________________________

Date(s): ___________________

Students Name (PRINT): _______________________________________________________
Address ______________________________________________________________________
STREET

CITY

STATE

ZIP

Code of Conduct – I understand that my voluntary participation in this event is a privilege
and that I am under the authority and guidance of the adults in charge of this activity. I also
understand that my behavior needs to be safe and respectful of all people and property. I
agree to fully cooperate with the adults in charge and in the event of a problem, to resolve
promptly any issues caused by my behavior. Failure to cooperate may mean my dismissal
from this activity and possible future activities. In the event of dismissal from an activity, it is
understood that my parents/guardians will come and immediately remove me from the
activity.
Students Signature: ___________________________________________________________
I understand that the staff and volunteers of Oxford Presbyterian Church will take all of the
necessary precautions to ensure the safety of my child. However, I understand that
participation in church activities involves a certain degree of risk. I have carefully considered
the risk involved in this activity and have given consent for myself or my child to participate
in this activity. I also understand that participation in this activity is entirely voluntary and
requires participants to abide by applicable rules and standards of conduct. I release the
activity leaders, the Oxford Presbyterian Church, the church officers, and/or other
organizations associated with the activity from any and all claims or liability arising out of
this participation. This is intended to be broad in scope.
In case of emergency involving my child, I understand every effort will be made to contact
me. In the event I cannot be reached, I hereby give my permission to the medical provider
selected by the adult leader in charge to secure necessary treatment, including but not limited
to hospitalization, anesthesia, surgery, and the administration of necessary medication(s)
including injections for my child. Medical providers are authorized to disclose to the adult in
charge any examination findings, test results, and treatment provided for purposes of medical
evaluation of the participant, for follow-up and communication with the participant’s parents
or guardian, and/or determination of the participant’s ability to continue in the program
activities.
I understand that photos may be taken of my child during this activity. I agree that any
pictures of my child taken at the activity may be included, without identifying information, in
brochures and posters for promotional purposes. I also give consent for pictures of my child
to be posted on the church web site and Facebook pages.
(continued on reverse)
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Student’s Name (PRINT): ____________________________ Birthdate: _________________
MO / DAY / YR
Primary phone #: __________________ Secondary phone #:

________________________

Primary doctor: ___________________________________

Phone #: ________________

Health insurance carrier: _______________________________________________________
Policy number: ______________________________________________________________
Drug allergies: _______________________________________________________________
Food allergies: _______________________________________________________________
Other allergies: ______________________________________________________________
Blood type (IF KNOWN): _________________
Medicines currently taking: ____________________________________________________
Additional health or medical issues that would be beneficial for the leaders in charge to know
about your child (i.e., uses EpiPen®, inhaler, insulin):
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

I agree to the terms and conditions as set forth above and the information provided is
accurate to the best of my knowledge.
Parents/Guardian Name (PRINT) _________________________________________________

Sign in the presence of the adult church leader(s) designated
as witness for this activity.
Parent/Guardian Signature _________________________________________________
Designated Church Witness Signature ________________________________________
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Appendix C

Teacher/Helper Feedback Form
Teacher/Helper Name _________________________________________________________
Class ______________________________________________________________________
Date _______________________________________________________________________
Student issues you are dealing with ______________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
Supplies needed _____________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
I am unavailable to teach/help on ________________________________________________
Other comments/suggestions ___________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
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Appendix D

Teacher/Helper Agreement
I covenant with the church to:
 be adequately prepared to teach my class
 show genuine love and concern for my students
 get to know my students
 teach with a desire for the children to understand the lesson
 engage in teacher training
 arrive early for the Sunday School opening session
 take attendance and return folder to Christian Education Mailbox after class
 inform Christian Education Director as soon as possible if I am unable to teach/help
I know the church will covenant with me to:
 provide me with curriculum and related teaching resources
 provide a clean, furnished room that is suitable to my class needs
 provide bibles, pencils, pens, markers, crayons, paper and other supplies to aid in my
teaching
 provide teacher training and resources
 provide prayer support and encouragement
 provide folder with attendance sheets and feedback forms

Acknowledging God’s call in my life and relying on the Holy Spirit for wisdom, guidance
and power, I accept the role and responsibility of a teacher/helper at Oxford Presbyterian
Church.
Signature: _______________________________________ Date: _____________________
Class:________________________________________________
Dates:_____________________________
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Appendix E
Accident Report Form
This form is to be completed for accidents that result in injury that occur on the church premises
during a scheduled church program or at any church-sponsored event or suspected child abuse. This
form is to be completed immediately and given to the Pastor or Christian Education Director. Use the
back if necessary.
Name of person completing form (print) ________________________________________________
Date

________________________________ Time ___________________________________

Identification of persons involved:
Name

_____________________________________ Age ________

Relationship to Oxford Presbyterian Church:
Employee
Volunteer
Name

_____________________________________ Age ________

Relationship to Oxford Presbyterian Church:
Employee
Volunteer
Name

Member

_____________________________________ Age ________

Relationship to Oxford Presbyterian Church:
Employee
Volunteer
Name

Member

Member

_____________________________________ Age ________

Relationship to Oxford Presbyterian Church:
Employee
Volunteer

Member

Gender: M ___ F ___
Visitor

Unknown

Gender: M ___ F ___
Visitor

Unknown

Gender: M ___ F ___
Visitor

Unknown

Gender: M ___ F ___
Visitor

Unknown

Specific location of incident __________________________________________________________
Witnesses (if any) __________________________________________________________________
Briefly describe the incident, extent of injury or abuse _____________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Treatment of injury or other actions taken _______________________________________________
________________________________________________________________________________
________________________________________________________________________________
Was 911 called? Yes ____

No_____

Was person taken to a doctor? Yes ____ No ____

Notification of parents/guardians:

Date __________

Time ___________

Notification of Pastor or Christian Education Director:

Date __________

Time ___________

In the event of abuse, were the proper authorities notified?

Date __________

Time ___________
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Appendix F
Definitions
Term

Definition

Sexual Misconduct

A comprehensive term which includes, but is not limited to:
•Rape or Sexual Assault
•Sexual Abuse of children or adults
•Viewing, storing or transmitting pornographic material for any purpose on
church property and/or with church-owned devices such as, but not limited
to computers or cellular telephones •Inappropriate sexualized behavior

Sexual Abuse

Occurs
•Whenever a person in a position of trust engages in a sexual act, has sexual
contact or creates a sexualized environment with any person to whom he or
she owes a professional responsibility;
•When a person in a position of trust ignores a request to cease sexualized
behavior by any person to whom he or she owes a professional
responsibility
Such persons may include (and are not limited to) a congregant, staff
member or counseling client.

Examples of Sexual
Abuse

•Sexual touch and repeated ‘accidental touch of sexual areas of the body
•Tickling and playful aggression that seem uncomfortable to the recipient
•A prolonged hug when a brief hug is customary behavior
•Kissing on the lips when a kiss on the cheek would be appropriate
•Pressing up against the body when hugging
•An inappropriate gift
•Sexual Intercourse
Sexual Abuse may also include verbal behavior, in person or by
technological means, initiated by a person in a ministerial role when such
behavior sexualizes a relationship, such as (but not limited to):
•Innuendo or sexual talk
•Sexually suggestive comments, including tales of one’s exploits or
experiences
•Questions about the intimate details of another’s relationships
•Looking for sympathy about his or her partner’s sexual inadequacies.

Sexual Abuse of a
Minor or One Who
Lacks the Mental
Capacity to Consent

Consists of any sexual contact between an adult and an individual under the
age of eighteen or one who lacks the mental capacity to consent, including
accessing, promoting, or pandering of child pornography on church
property and/or with church-owned devices such as computers or cellular
telephones.
Sexual abuse of a minor includes but is not limited to, any contact or
interaction between a child and an adult when the child is being used for the
sexual stimulation of the adult person or of a third party. The behavior may
or may not include touching.
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Sexual abuse of a minor is a crime in all states and must be reported to civil
authorities. Anyone who knows or has reason to suspect that child abuse
has occurred or is occurring may be a mandated reporter. See the Presbytery
of Donegal Child Protection Policy for more detailed explanation and
definitions in this category.
Sexual Harassment

Sexual Harassment includes behavior in the workplace which may affect an
individual’s employment, unreasonably interfere with an individual’s work
performance or creates an intimidating, hostile or offensive work
environment.
Sexual Harassment includes sexualized behavior which may affect a
congregant, or counseling client’s ability to find sanctuary in the worship
environment and/or pastoral relationship.

Examples of Sexual
Harassment

•Unwelcome sexual advances
•Requests for sexual favors
•Sexually oriented jokes or humor
•Sexually demeaning comments
•Verbal suggestions of sexual involvement or sexual activity
•Questions or comments about sexual behavior
•Unwelcome or inappropriate physical contact
•Graphic or degrading comments about an individual’s physical appearance
•Any verbal or physical conduct of a sexual nature
•Display of sexually suggestive objects or pictures
•Repeated requests for social engagements after an individual refuses

Accused

The person against whom a claim of sexual misconduct is being made.

Accuser/Victim

The person claiming knowledge of sexual misconduct by a person covered
by this policy. The accuser may or may not have been the victim of the
alleged sexual misconduct
The victim is the person alleged to have been subjected to sexual
misconduct by a person covered under this policy.

Mandated Reporter

According to the statutes of the Commonwealth of Pennsylvania mandated
reporters include:
 Clergy members, including minsters and other spiritual leaders
 An individual, paid or unpaid, who on the basis of the individual’s role
as an integral part of a regularly scheduled program, activity or service,
accepts responsibility for a child. These individuals include those
serving at youth camps or programs, sports or athletic programs,
outreach programs, enrichment programs, troops, clubs, or similar
organizations
All suspected child abuse must be reported.

116

Appendix G

117

118

Appendix H
Acknowledgement of Receiving, Reading, Understanding of the
Christian Education Ministry Handbook
I have been given a copy of the Christian Education Ministry Handbook. I have read and
understand the policies and procedures of the handbook. I understand that my ministry as a
volunteer who works with children at the Oxford Presbyterian Church is dependent on my
strict adherence to these policies and guidelines.

Name (PRINT): ____________________________________________________________________

Signature: ________________________________________________________________________

Witness: _________________________________________________________________________

Date: _____________________
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Appendix I
THE WELLNESS COUNCIL
The Wellness Council is Chaired by the Faith Community Nurse with the following:
1. REQUIREMENTS AND QUALIFICATIONS:
a) A Registered Nurse currently licensed in the Commonwealth of Pennsylvania.
b) Compliance to The Scope and Standards of Practice (ANA) for Faith Community
Nursing.
c) A minimum of two (2) years clinical experience in nursing.
d) Knowledge of holistic health concepts and philosophy.
e) Effective communication skills.
f) Experience in teaching techniques.
g) The ability to understand and integrate the interrelation of body, mind and spirt.
h) Believe in and willingness to support the healing mission and wellness ministry of
the Church.
i)

Active participation in the life of the Church community.

j)

Ability to practice confidentiality and maintain professional standards.

2. RESPONSIBILITIES
a) Screen for existing and potential health problems.
b) Promote health and wellness as they pertain to lifestyles.
c) Work and relate well with the pastoral team, including The Wellness Council
d) Develop, train, and coordinate support group leaders and volunteers.
e) Offer Blood Pressure checks and other health screenings to the Church community.
f) Be available for private consultations regarding health issues during specified office
hours.
g) Give supportive care in times of bereavement and or family crisis.
h) Encourage use of prayer, scripture, and mediation materials as aids to spiritual
wellness.
i)

Incorporate spiritual values into health education.

j)

Make home, hospital, and nursing home visits as necessary.

k) Assist in coordinating plan of care following discharge from hospital, rehabilitation
facility as appropriate.
l)

Contact physician’s office for individuals that need assistance.

m) Guide persons to use community resources and assist with referrals.
n) Provide and or write articles for the Church bulletin board and newsletter.
o) Attend continuing education programs pertaining to Faith Community Nursing,
health issues/diseases, and therapeutic modalities.
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p) Communicate with Pastor, Volunteer Coordinator, The Wellness council, and the
Deacons regularly.
q) Record pertinent information on the individual’s file after contact.
r) Maintain secured, confidential files in Church building.
s) Record statistical information and facilitate annual reporting of FCN activities and
statistics to The Wellness Council, Pastor and congregation.
t)

Network with other FCN’s to promote learning, sharing, and teaching that
strengthens the FCN and Wellness ministry.

u) Uphold the mission of OPC and make every effort to keep the Faith Community
Nursing Ministry focused on Jesus Christ.
3. THE FAITH COMMUNITY NURSE WILL NOT:
a) Administer or dispense medications
b) Give “hands-on” medical care or treatments.
c) Replace nor compete with existing health care or community resources.
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Appendix J
VERIFICATION OF RECEIPT AND UNDERSTANDING
OXFORD PRESBYTERIAN PERSONNEL POLICIES
I verify by my signature below that I have received a copy of the Oxford Presbyterian Manual of
Policy and Procedure, including the Oxford Presbyterian Church Employee Handbook and Personnel
Policies as contained therein.
I also verify that I have read the contents of the above documents, particularly Employee Handbook
and Personnel Policies as contained in Section IV, and agree to abide by all of its provisions and of
those amendments that may be adopted by the Session-Board of Trustees and by the Personnel
Committee of the Session-Board of Trustees of Oxford Presbyterian Church from time to time.

__________________________________________
Employee Name (printed)
__________________________________________
Employee Signature
________________________
Date
Please return this form to the Pastor/Head of Staff when completed.
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Appendix K
Wedding Guidelines
The following are guidelines for conducting a wedding at Oxford Presbyterian Church.
Further information may be found by consulting the current edition of the “Wedding
Guidelines,” found at www.oxfordpresbyterianchurch.com.
1. SETTING THE DATE
a) Couples wishing to be married at Oxford Presbyterian Church must contact the
Church Office Administrator well in advance of the desired date. The couple will be
instructed to review the Wedding Guidelines on the church website and to consult
with the Oxford Presbyterian Church Pastor before submitting a Wedding
Application.
b) No dates shall be reserved until a completed application with the appropriate deposit
is received by the church and approved by one of the pastors.
c) Once availability of both the church and the Pastor are confirmed, and the
application and deposit are received, the date will be confirmed on the church
calendar and a letter of confirmation will be sent to the couple.
d) No wedding shall be scheduled on Sunday or on legal holidays, nor during Holy
Week nor the three weeks before Christmas.
e) Weddings shall not be scheduled to begin before 10:30 A.M. or after 7:30 P.M.
f) Up to three hours will be allowed for any wedding, which includes use of the
dressing rooms, all photography, receiving line, etc.
2. MARRIAGE CONFERENCE
a) As per the Constitution of the PC(USA) the couple must participate in a formal
marriage conference with the pastor assigned to their wedding. The couple should
schedule this as soon as possible after receiving the confirmation letter.
b) Details of the wedding rehearsal and ceremony will be discussed at the marriage
conference.
3. PARTICIPANTS
a) The wedding ceremony and rehearsal are under the direction of the Pastor and a
wedding coordinator who may be assigned by the church.
b) Ordinarily a member of the Oxford Presbyterian pastoral staff will officiate in the
ceremony. Any other arrangements are at the sole discretion of the Oxford
Presbyterian Church pastor.
4. WEDDING MUSIC
a) Music selected to be used in the wedding ceremony must reflect a joyful, reverent
and dignified celebration of worship. Popular or favorite songs of a sentimental
character or secular connotation are inappropriate for the ceremony and are more
appropriately reserved for the wedding reception.
b) The Oxford Presbyterian Church organist or his/her designee will play the organ for
all weddings.
c) Approval of any guest soloist or other musician will be at the sole discretion of the
Oxford Presbyterian Church organist and/or the officiating pastor.
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5. THE WEDDING REHEARSAL
a) Rehearsals are under the direction of the officiating pastor, assisted by the wedding
coordinator.
b) Rehearsals will be approximately 30 minutes in length and should not be scheduled
to begin later than 6:30pm.
6. PHOTOGRAPHY
a) Photographers must remain quiet and inconspicuous during the ceremony.
b) Photos of the processional must be taken as it forms in the Narthex. Photos of the
recessional may be taken, but only if the photographer remains in the Narthex while
doing so. One picture may be taken of the bride as she comes down the aisle.
c) Formal posed pictures of the wedding party may be taken in the Sanctuary up to 30
minutes after the wedding ceremony.
d) During the wedding service, only photographs with available light (no flash) may be
taken from the balcony or Narthex.
7. VIDEOGRAPHY
a) Video cameras will be permitted only in the balcony of the Sanctuary or in the
transepts; they may not be placed in the center aisle or in the chancel area.
b) Arrangements for wireless microphones must be made with the minister before the
wedding ceremony.
c) Video photography will be done with available light only – no additional lighting is
permitted.
d) Permission to videotape the wedding must be arranged through the officiating
minister at least one week prior to the service.
8. WEDDING DECORATIONS
a) Flowers, decorations and other appointments should not be unduly elaborate.
b) The florist must check with the Church Office regarding plans for the delivery of
decorations.
c) Flowers may not be placed on the Sanctuary communion table. In the chancel,
flowers may be placed on the reredos, chancel floor or on the communion table.
d) Candelabra are provided for all weddings which begin at 6:00pm or later, unless
requested otherwise. Aisle candles are typically not used at weddings prior to
6:00pm.
e) Because of the composition of the sanctuary floor, it is recommended that aisle
runners not be used. However, a cloth aisle runner may be used if desired. The
florist should provide the runner and it should be installed one hour prior to the
service. Plastic runners will not be accepted.
9. RECEPTIONS
a) Wedding receptions may be held on the church premises.
b) The use of alcoholic beverages (at any time) is not permitted.
c) Wedding participants desiring to use the facility for a reception must consult with
the Pastor and the Church Office when making reservations for the date and time.
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Appendix L
Serving Communion – A Guide for Elders and Deacons
Preparation
Beth or Dave Keefer normally bake the bread loaves for communion. (MANY THANKS!)
Herman Wharton, for several years, has prepared the elements on Sunday morning. (Again,
MANY THANKS)
Set-Up
(The dishes are usually the Eldreth Pottery pieces from the breakfront in the Parlor)

Servers

8:15 Service
Platter for the Bread
Pitcher with grape juice
Two (2) empty cups
5-6 formal napkins
Four (4)

9:30 (Summer) or 11:00 Service
Platter for the Bread
Pitcher with grape juice
Three (3) empty cups
Six to seven formal napkins
Five (5)

The elements are staged on the table under the “Peace” quilt in the Narthex before worship.
Offering the Elements
Designated Communion Servers assemble in the Narthex at the beginning of the Offertory.
Allocate parts of the Communion elements to each Server. At the end of the Offertory,
during the Doxology, PRECEDE the Ushers down the center aisle. Come quickly to the
front and up the steps to the Chancel. Place the elements on the Table and move around
Table to seats (remain standing for the Offering Prayer).
NOTE: If any one of the Servers is unable to step up to the Chancel, those who can will
place the elements on the table and come back down to the floor. Then all servers will sit on
the front row of the pews.
Serving
One Deacon will receive small portions of both Bread and Cup to take to the Nursery,
Balcony, and any other worshipers outside the Sanctuary. When this Server returns, the
Ushers will direct him/her to any in the Sanctuary who are unable to come forward to
receive the Sacrament.
Serving in the Sanctuary will be in teams of two, one holding the Bread and one holding the
Cup.
If the Pastor instructs you, one team will go first to serve the Organist.
The worshipers will form two lines as they approach the front.
The teams should stand in appropriate position to serve these lines.
pulpit side –
at the end of the center aisle.
non-pulpit side – a little to the left of the center aisle

Bread on left of team
Bread on right of team*

*(this Cup holder may also be asked to hold small gluten-free loaf)
When you offer the Bread, say, “The body of Christ broken for you.”
Worshipper may respond with “Amen.”
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When you offer the Cup, say “The blood of Christ shed for you.”
Worshipper may respond with “Amen.”
At the 11:00 service with the Choir, when your line is finished, go immediately to begin
serving the Choir. This is usually a bit random, but they will help.
When all have come forward (and the Choir is served) return to the Table and give elements
to the Pastor.
You will be served by the Pastor.
Disposal
Proper disposal of leftover communion elements is to return them to nature:
1) Pour juice out on the ground (not down the drain).
2) Save some bread for the Pastor to use for home communions, then scatter the rest on
the ground for the animals to consume.
8/27/17
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