
I. ORGANIZATIONAL STRUCTURE AND
GUIDELINES AND DUTIES FOR BOARDMEMBERS

1. Board of Trustees
Purpose of the Board: The Board of Trustees holds in trust the welfare of the church and is
responsible for the broad direction of the church. The Board must see to it that the purpose of the
church, as articulated in the Bylaws and current Mission statement, is adhered to.

The Board should be concerned with all aspects of the church at the policy level. (Policy is a
general principal or statement of intent or direction that provides guidance to staff, committee
chairs, and the congregation in reaching decisions with respect to the particular matters entrusted
to their care. Policy would include: committee responsibilities, program direction and changes,
job descriptions, membership, monetary resources, governance documents, and personnel
documents.

The Board of Trustees is a working Board. The duties of a working Board go beyond policy
decisions and include time, energy, and expertise. Board members must be members of the
church, as defined in the Bylaws.

2. Duties of the Working Board
The duties of the board are set forth in Article VII of the Bylaws. In operational terms, they
include the following:

1. Set and implement policy, adhering to church Constitution and By-Laws.
2. Staff Board Appointed Committees and create and staff Ad Hoc Committees, as needed.
Make appointments to fill mid-term vacancies due to resignation or removal of elected
(Board and Nominating Committee) positions.
3. Recommend annual budget to the congregation.
4. Transact business between annual meetings.
5. Provide for on-going evaluation of the organization.
6. Contribute expertise to the church organization (legal, financial, artistic, training,

administrative, for instance). See that long-range planning is done.
7. Review Constitution and Minister's Articles of Understanding every five years. 8.
Provide for support to all committees and communication with the congregation.

2.1. Duties of Every Board Member
1.Attend Board meetings and be a prepared participant.
2. Responsibly carry out individual assignments: e.g., officer, committee liaison, or special

assignment.
3.Keep personal copy of policy handbook up to date, with policy change sheets supplied by

the Administrator.
4. Be informed on all aspects of the organization's purpose, objectives and programs; and

the Constitution.
5. Cultivate a broad range of relationships with diverse members of the congregation.
6.Understand the budget and overall finances.
7. Participate in church activities.
8. Focus on the welfare of the whole church, putting any special interests aside.
9. Respect committee and staff reports and recommendations; but do not abdicate personal
responsibility for exercising informed and independent judgments.



10. Be loyal to decisions made by the majority of the Board.
11. Stay out of day-to-day operations.

Note: When Board members are involved as volunteers in work, they serve the staff member or
volunteer leader of that activity.

2.1.A. President
1. Conducts Board meetings and congregational meetings.
2. Conducts election of new Board officers at the Board meeting following the Annual

Meeting.
3. Following the election of Board officers, appoints remaining Board positions, and ensures

that all Board members understand and fulfill responsibilities.
4. Is a member of the Executive Committee (see below).
5. Calls for a vote for removal of Board members with three unexcused absences from

regular Board meetings.
6. Communicates often with Board members, Minister, and Administrator. 7. Remains
neutral during Board discussions and does not vote except in case of tie. 8. Refers to
the Board tickler calendar to meet essential deadlines.
9. Is responsible for Annual Meeting planning.

2.1.B. Vice President
1. Serves in place of the President when necessary.
2. Is a member of the Executive Committee (see below).
3. Chairs the Board meeting if the President wishes to participate in the discussion.
4. Shares administrative duties with the President as requested.

2.1.C. Secretary
1.Arranges distribution of typed minutes to Board and staff.
2. Sends meeting notices as necessary.
3. Takes minutes at all congregational meetings.
4.Delivers official, signed minutes to archives annually.
5. Is a member of the Executive Committee (see below).
6.Acknowledges letters received by the Board.

2.1.D. Executive Committee (Comprised of the President, Vice-President, Secretary, and the
Minister, ex officio, who work together in a collaborative model as a leadership team.)

1. Is empowered to act for the Board in times of emergency.
2.May discuss problems or policy prior to Board meeting.
3.May assist President in planning the Annual Meeting.
4.Meets regularly and sets board meeting agendas using input from board members, staff,

and church members.

3. Board Meetings Agenda & Procedures
Agenda: A list of items of business to be brought before a meeting.

1. The Executive Committee designs the agenda; takes input from staff, Board and/or
church members.

2. The agenda is added to the board electronic shared folder to Board members by at least
the Sunday before the Board meeting.



3. Liaison and staff reports are added to the board Google Drive at least 2 days prior to the
meeting.

4. The Executive Committee sets the time allowance for each agenda item, thus encouraging
the meeting to move along.

5. Someone on the Board should be knowledgeable and designated to see that Parliamentary
procedure is followed to the best ability of current board members.

6.Where possible, it is Board policy to delay action on major policy items for one month
after presented to allow careful consideration.

7. Changes in church policies should be accomplished by formal motion and majority vote
of the Board.

4. Removal of Board Members
4.1 Removal for Absence from Board Meetings
Regular attendance at Board meetings is expected. The case of any member who does not

regularly attend meetings will be reviewed by the Executive Committee who will make a
recommendation to the Board regarding retention on the Board. Any trustee who fails to attend
more than three consecutive Board meetings without notice to the President, shall automatically
be retired and the President shall declare such position vacant.

4.2 Removal for Misconduct
The Board recognizes that there are some instances in which a Board member may need

to be removed for misconduct. In exercising its power under the bylaws to remove an officer or
Board member, the Board will follow the procedures as they are outlined below:

4.2.1 If a situation arises in which board members believe that another member
should be removed for cause, they will contact the Executive Committee.

4.2.2 In the instance that the board member who another believes should be
removed is a member of the Executive Committee, the member under discussion will not
participate in Executive Committee conversations about their removal.

4.2.3 When the Executive Committee believes that the concern has merit, a member
of the Executive Committee will notify the member in writing and offer a hearing before
the Board. Pending such a hearing, the Executive Committee may suspend the member’s

voting privileges during board meetings. If the Board decides to remove one of its
members for any reason, it must do so by a two-thirds majority vote.

Board Reviewed & Revised policy April 2023
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