PRESBYTERY OF LACKAWANNA MANUAL OF OPERATIONS

approved by Council 9/6/11 to the full Presbytery
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1.0 GENERAL

1.1 Purpose and Scope

This manual shall contain all the approved policies and procedures of the Presbytery of Lackawanna (the Presbytery), except those contained in the Articles of Incorporation, Bylaws and the Book of Order of the Presbyterian Church (U.S.A.).

The manual of Presbytery provides guidance and direction for the operations of the Presbytery and its committees, organizations, officers and staff.

This manual is more detailed than the By-Laws and is meant to give specific and particular direction under the broader and more general guidance of the By-Laws.

The By-Laws may be amended only by a two-thirds vote of those present at any stated meeting of the Presbytery after being supplied by electronic and traditional means no less than one (1) month prior to the meeting of the Presbytery at which it will be acted upon.  

The Manual may be amended by recommendation of the Leadership Vision Team and adoption by a simple majority vote of the Presbytery at any duly called Stated or Special meeting of the Presbytery.
1.2 Preface

The Presbytery of Lackawanna was incorporated on February 28, 1859, by decree of the Court of Common Pleas of Luzerne County, Pennsylvania.  Article 1 of the original charter reads: “The objects for which said corporation is organized are to promote, organize, and foster the extension of the gospel of Jesus Christ, the advancement of religious education, the teaching of the Holy Bible and the inculcation of morality throughout the state of Pennsylvania…”  We reaffirm this historic purpose and seek to carry it throughout God’s good world and to the ends of the earth.

Within our Presbytery we have a wealth of leadership styles, multiple histories, diverse congregations and different ways of doing things. Memories of our former denominations are still precious to many; varying theological perspectives continue to be passionate; and ministers and laity each seek to express themselves in particular ways. Truly God has given us the blessing of diversity that requires that we recognize and celebrate our differences. However, “to whom much has been given, much will be required...”(Luke 12:48b)

The Presbytery is called to see our variety as blessing and not curse. For us, the Apostle Paul's metaphor of the body of Christ gives new hope for a presbytery built upon trust and acceptance of one another's gifts, abilities and good will. Just as the human body cannot easily do without any of its members, so too do we the church in this place depend upon the same variety that requires so much give-and-take. Therefore, the following statements are offered as particularly suited to the nature and needs of the Presbytery.

1.3 The Great Ends of the Church

As a governing body, the Presbytery of Lackawanna is guided by the Constitution of the PCUSA, which includes the Great Ends of the Church: (F-1.0304)

the proclamation of the gospel for the salvation of humankind;

the shelter, nurture and spiritual fellowship of the children of God;

the maintenance of divine worship;

the preservation of the truth;

the promotion of social righteousness; and

the exhibition of the Kingdom of Heaven to the world.

1.4 Our Beliefs and Theological Identity

We are people of Christian faith, called to missional activity and discipleship as we participate in what God is doing through justice-action, merciful-example, faith-sharing, and shalom-living.

· We are people of the Creator God – being called into creativity, transformation and authentic relationship among diverse peoples in our midst.

·  We are people of the Redeemer God – being led to evangelize by sharing the gospel of Jesus Christ in fresh and innovative ways among fresh and innovative neighbors emerging around us.

·  We are people of the Sustaining God – being sent by the Holy Spirit to feed the spiritually hungry people within our changing communities.

1.5 Our Mission Statement

Our most recent mission statement affirms:

By the power of the Holy Spirit, the Presbytery of Lackawanna equips the people of God for the joyful plunge into the living waters of Jesus Christ by…

· Embodying the gospel in the life that we share

· Teaching trust in God and one another

· Giving generously

· Serving selflessly
· Stepping out courageously
1.6  Our Presbytery Structure
A flow chart is attached hereto
2.0  MEMBERSHIP AND MEETINGS OF PRESBYTERY

2.1  Representational Parity

The Stated Clerk shall report annually to the Leadership Vision Team concerning the Presbytery’s ability to fulfill the requirements of G-3.0301.  The Leadership Vision Team shall take appropriate action to redress any imbalances.

2.2 Planning for Meetings

The meetings of presbytery are occasions for the expression of the corporate life of the presbytery.  The people of the Presbytery gather for 

(a) worship

(b) inspiration

(c) education

(d) sharing of ideas

(e) fellowship

(f) conducting business.

The Leadership Vision Team, in consultation with the Stated Clerk and General Presbyter, plans the meetings. Any cancellation will be made by the Stated Clerk in consultation with the General Presbyter and the host entity, allowing sufficient time to give appropriate notice of such cancellation to its members.  
2.3 Frequency of Meetings

Presbytery shall hold a minimum of two stated meetings per year, to be announced by the end of the prior calendar year.  In addition, special meetings may be called by the Presbytery Leadership Vision Team or as provided for in The Book of Order, Section G-3.0304. The Stated Clerk shall announce the agreed upon schedule. 

2.4  Docket & Actions

In order that Presbytery teaching elder members and ruling elder commissioners may be adequately informed prior to each Presbytery meeting:


(a) Docket time shall be requested, in writing through the Stated Clerk, by any individual or group reporting to, or proposing an action by Presbytery.  

(b)  Every written request for docket time received by the Stated Clerk shall be reported to the Leadership Vision Team no later than its last meeting preceding the next meeting of 
presbytery.   (Contact the Stated Clerk regarding the date of the meeting.)


(c) Every request for docket time involving action by Presbytery shall be accompanied by written recommendations for action or motions to be made, clearly stated, with appropriate supporting documents. 


(d) When docket time has been granted by Leadership Vision Team, the Stated Clerk shall electronically send the call and proposed docket to minister members and elder 
commissioners along with a brief summary of any proposed actions. Supporting papers and 
reports for information shall be posted on the presbytery website seven days prior to the 
presbytery meeting.  A call and proposed docket will be mailed to those who request one from 
the Presbytery office.


(e) Every proposal for Presbytery action or request for docket time that does not meet the foregoing provisions shall be granted only by majority vote of the Presbytery at the time of meeting.

3.0  PRESBYTERY OFFICERS
The following are the elected officers of the Presbytery:

3.1 Moderator (1 year term)  
Ruling Elders elected to be the Moderator need not be commissioners from their churches, but shall be enrolled as members of the Presbytery for the tenure of their office.  The Moderator shall not serve as the Moderator of a Team of Presbytery during his/her term as Moderator.  The Moderator and Vice Moderator shall assume office following their installation at the first stated meeting of Presbytery in a calendar year.  The Moderator of Presbytery also serves as the Vice Moderator of the Leadership Vision Team.
3.2 Vice Moderator (1 year term)
3.3 Journal/Attendance Clerk (3 year term)

Upon the nomination of the Leadership Vision Team and with the concurrence of the Stated Clerk, the Journal/Attendance Clerk may be re-elected to succeeding terms.

3.4 Stated Clerk  (3 year term)  The Stated Clerk may be re-elected to succeeding terms.

3.5 Treasurer (3 year term) 
The Treasurer shall be a member of the Presbyterian Church (USA) and shall be elected by the Presbytery upon nomination by the Leadership Vision Team.  The Treasurer shall ordinarily be elected at the last stated meeting of each third calendar year and shall assume office upon election.  The Treasurer may be re-elected to succeeding terms.

3.6 Moderator of Leadership Vision Team (3 year term) 

3.7 Board of Trustees’ President  (see By-Laws) 
4.0  PRESBYTERY STAFF
(Position Descriptions attached hereto)
4.1
General Presbyter

4.2
Stated Clerk

4.3
Administrative Coordinator

4.4
Financial Secretary

4.5
Camp Director

5.0  PRESBYTERY TEAMS

5.1 Leadership Vision Team 

(a) Purpose: The Purpose of the Presbytery Leadership Vision Team is to coordinate the implementation of the Presbytery's vision and mission through its various entities.  

(b) Membership: The Presbytery Leadership Vision Team shall include twelve (12) members comprised of the following: the Leadership Vision Team Moderator, Presbytery Moderator, Presbytery Vice- Moderator, President of the Trustees, Treasurer of Presbytery or Moderator of Budget and Finance Team, and Moderators of the following teams: Presbyterian Women, Ministry, Leadership Development, and Camp.  Presbytery, upon nomination by the Leadership Vision Team shall elect as many as three at-large members to serve on the Leadership Vision Team, taking diversity into account, for a one year term.  In the event that a team moderator cannot attend meetings, a committee member may be designated by the moderator to take his or her place on the Leadership Vision Team for the year, with vote.  The Stated Clerk shall serve as Secretary to the Leadership Vision Team.  The General Presbyter and Stated Clerk, and shall be ex-officio members of the Leadership Vision Team, with voice but without vote.

(c) Quorum: A quorum of the Presbytery Leadership Vision Team shall be a simple majority of voting members. Meetings and voting can be held electronically as needed.

(d) Minutes: The Stated Clerk shall maintain the minutes of the Presbytery Leadership Vision Team.  Minutes of each meeting shall be circulated to all members of Leadership Vision Team within one week of each meeting and formally approved at the next meeting if no exceptions are raised.

(e) Responsibilities: The Leadership Vision Team shall:
(i) consider and manage all business arising from and pertaining to the decisions and programs of the Presbytery in order that such decisions and programs be executed in accordance with the aims and objectives of presbytery, thereby providing for the mission and work of the Presbytery. 

(ii) refer persons or issues to the appropriate Presbytery  team or other governing council;
(iii)  recommend  the schedule of, and proposed docket of business for, the stated meetings of Presbytery;

(iv) recommend  the  schedule of and proposed opportunities for special meetings or 
other gatherings of the Presbytery;

(v)  correspond with Leadership Vision Teams (or their equivalent) of Synod and General Assembly, and present to the churches of Presbytery the budget of the mission and benevolent causes and agencies as adopted by the General Assembly and Synod;

(vi) adjust  the Presbytery budget, as necessary;

(vii) review and approve any modifications to the policies and procedures of the teams reporting to, and under the supervision of the Leadership Vision Team.
(viii) nominate members for ministry teams and the Moderator and Vice-Moderator of Presbytery taking into account diversity in leadership.   In addition, members shall be nominated for available positions at all governing body levels.  

(ix) Provide a process for electronic meetings for Presbytery, Leadership and Vision Team, and other teams as needed. 

(x) nominate the Journal/Attendance Clerk for a three year term in consultation with the Stated Clerk.

(xi) serve as Trustees of the Presbytery of Lackawanna, with the following responsibilities:


a.  
receive and make recommendations to Presbytery concerning requests of 


churches and agencies of Presbytery for permission to buy, sell, or lease 


property; as provided in the Book of Order G-4.02; 


b.  
receive and make recommendations to Presbytery concerning requests of 


churches seeking permission to borrow funds, or otherwise encumber 


their property through the Presbytery or other funding sources;


c.  
oversee all insurances related to property, liability, and workman’s 



compensation;


d.  
oversee the Presbytery’s properties and business affairs.


e.  
develop, and maintain, a Trustees’ Manual which includes policies, 



procedures, and guidelines for churches.



(xii)  
encourages the Presbytery to work in cluster groupings (neighborhoods) to 



strengthen the ministry and mission of the Presbytery and its churches.

(xiii) elect three people from within or outside its membership to be responsible for 
personnel matters.


(xiv)
establish a process for the annual review of Session Minutes.  

5.2 Ministry Team


(a) Purpose: The Ministry Team functions to support congregations in calling and working with professional leadership, to act as pastor and counselor to individuals called to leadership in the church, and to facilitate the relations between congregations, teaching elders, ruling elders and Certified Christian Educators, and the presbytery toward a healthy and vital ministry.


(b) Membership: This Ministry Team shall consist of eighteen (18) members in three (3) classes who would serve no more than six (6) consecutive years. The Team shall consist of equal numbers of teaching elders and ruling elders, and shall strive to be representative of the presbytery in terms of gender, race, theological perspective and geography.


(c) Meetings: The Ministry Team shall ordinarily meet monthly, either in plenary or in meetings of subcommittees empowered to act on behalf of the Team, as outlined in the Manual for Ministry adopted by the presbytery.


(d) Function and Authority: The function and authority of the Team shall be to:

(i)
fulfill the functions delegated by The Book of Order G-3.0307 

(ii)    
coordinate with members of the Presbytery staff to provide pastoral care to all 


pastoral leaders in the presbytery and their families.


(iii) 
resource congregations and ministers in the process of calling and installing 


pastors and in the decision to seek dissolution of call.


(iv) 
provide for the implementation of affirmative action and equal employment 


opportunity for pastoral leaders and candidates without regard to race, ethnic 


origin, sex, age, or marital status.


(v) 
act on behalf of the Presbytery as follows:


a. 
to determine calls issued by churches to be in order;


b.
to examine and approve the call of teaching elders and certified ruling 


elders with ten or more years of ordained experience, referring those 


situations to the Presbytery as a whole that may require more attention.

c.  
to dissolve the pastoral relationship in cases where the congregation and 


the teaching elder concur;


d.  
to dismiss teaching elders to other presbyteries; 


e.  
to grant permission to teaching elders to labor within or outside the 



bounds of the Presbytery; (Any actions taken by the Ministry Team on 


behalf of Presbytery shall be reported to the Stated Clerk immediately and 

to the next stated meeting of the Presbytery.)


(vi)  
recommend to Presbytery for action, as follows:


a. 
 terms of call for pastoral leaders;


b.
 moderators of session;


c.  
annual minimum terms of call.


(vii)
plan for the regular visitation of sessions 


(viii)
maintain a manual of policies and guidelines congruent with the directives of the 


Book of Order, which manual shall be attached as an Addendum to this Manual 


of Operations of the presbytery upon approval.  Changes shall be presented to 


the Presbytery for approval.
5.3 Leadership Development Team 


(a) Purpose: The Leadership Development Team functions to support individuals called and identified as professional leaders, ruling elders or deacons.   


(b) Membership: This Leadership Development Team shall consist of six (6) members in three (3) classes who would serve no more than six (6) consecutive years. The Team shall consist of equal numbers of teaching elders and ruling elders, and shall strive to be representative of the presbytery in terms of gender, race, theological perspective and geography.


(c) Meetings: The Leadership Development Team shall ordinarily meet monthly, either in plenary or in meetings of subcommittees empowered to act on behalf of the Team, as outlined in the Manual for Ministry adopted by the presbytery.


(d) Function and Authority: The function and authority of the Team shall be to:



(i) 
develop and facilitate training, at least annually, for ruling elders and deacons.  



(ii)
resource sessions and congregations in their work with church members and 




educators in discerning vocation and encouraging preparation for professional 




leadership.



 (iii)
develop and implement guidelines as outlined in G-2.06 and G--3.0307 for those




seeking to be ordained as a Teaching Elder, and provide guidance, oversight and




support to those in the process.



(iv)
act on behalf of the Presbytery to enroll individuals as Inquirers upon 




recommendation of the session (with such action to be reported at the next 



meeting of Presbytery); examine and recommend to Presbytery that an Inquirer 



be enrolled as a Candidate upon recommendation of the session; and certify 



Candidates as ready to be examined for ordination pending a call. In addition, the 


Committee may recommend to Presbytery removal of a person under care from 



candidacy.



(v)
develop and implement guidelines to train, place, and support Certified Ruling 




Elders as provided in G-2.10 of the Book of Order.



(vi)
develop and implement guidelines to encourage and support the certification, 




employment, and active ministry of Certified Christian Educators as outlined in




G-2.1101 of the Book of Order.

5.4  Permanent Judicial Commission


(a) Purpose: Within the context of pastoral care and oversight, the Permanent Judicial Commission shall carry out judicial process under the provisions of the Rules of Discipline. for the prevention and correction of irregularities and delinquencies by governing bodies, and for the prevention and correction of offenses by individuals.

(b) Membership: The Commission shall be composed of seven (7) teaching elders and ruling elders in numbers as nearly equal as possible with not more than one (1) of its ruling elder members from any one of the Presbytery's constituent churches. The term of each member shall be six (6) years and those elected shall be in three (3) classes. The required quorum for the Commission to meet and conduct business shall be a majority of the members, D-5.0000.


(c) Meetings: The Commission shall meet at such times and places as directed by the Presbytery.  If no directions are given, the Commission may meet at such times and places as it shall determine

5.5 Camp Lackawanna Team 


(a) Mission Statement: "It is the mission of Camp Lackawanna to provide a living sanctuary where people of all ages come to experience God through learning to care for the natural world and one another."


(b) Purpose: The Camp Lackawanna Team  serves the Presbytery through planning and oversight of the programs and operations of Camp Lackawanna, a mission and ministry of the Presbytery of Lackawanna.



(c) Membership: The ten (10) member committee in three (3) classes who would serve no more than six (6) consecutive years, is elected by the Presbytery of Lackawanna Leadership Vision Team.  Members organize into focus groups that address specific needs of camp operations.  Job descriptions of current focus groups will be added annually to the Appendix section of the manual.  A Recording Secretary, the Presbytery Treasurer, General Presbyter and Camp Director serve the Team in an ex-officio capacity.  At its discretion, the Team may co-opt such positions as needed on an ad-hoc basis.



(d) Meetings: The Camp Lackawanna Team ordinarily meets a minimum of nine (9) times per year at a regularly scheduled time that is agreed  upon each time the committee is reorganized.   The focus groups meet as needed to plan for their general areas of responsibility, bringing action and coordination items to the full Team.  



(e) Function and Authority: The main function of the Camp Lackawanna Team is to oversee and plan for the year round operations of the camp property and its facilities, including the following:



(i)
Recruit and train volunteer and paid operations staff



(ii)
Provide for general safety and well being of all persons using the camp property



(iii)
Oversee equipment acquisition, maintenance and repair needs



(iv)
Plan and supervise work retreats that involve the members of the presbytery's 



congregations in hands-on ministry and mission.



(v)
Coordinate and supervise the Adopt a Building program 



(vi)
Set policies, procedures and restrictions for the property's use



(vii)
Develop and publicize opportunities for the use of facilities



(viii)
Develop, oversee, guide, monitor and motivate the Camp’s financial 




development, marketing and capital development initiatives



(viv)
With Presbytery approval, propose and fulfill the Camp’s strategic planning 



initiatives

No actions of the Camp Lackawanna Team, its focus groups and the Camp Director shall take precedence over or supersede the directives and established policies and procedures of the Presbytery of Lackawanna.  



(f) Focus Groups: As soon as possible, the Camp Lackawanna Team  – with the help of the Camp Director – will recruit, develop, oversee and motivate focus groups to assist Camp operations and with achieving desirable Camp outcomes, specifically a strategic plan.  These focus groups may include but not be limited to the following:



Executive










Strategic Planning








Public Relations & Marketing




Finance & Administration






Program & Hospitality







Site & Facilities




Human Resources








Financial Development






Governance



(g) Individual Team Member Responsibilities: Each committee member is called to be a proactive advocate for Camp Lackawanna.  Advocacy can include but is not limited to increasing interest in the Camp and Camp Programs.
5.6
Budget and Finance Team


(a) Purpose:  To oversee the management of Presbytery funds.


(b) Membership:  The Team shall be composed of six (6) members, two (2) of whom shall be elected each year for a term of three (3) years who would serve no more than six (6) consecutive years.  The General Presbyter, Presbytery Treasurer, and Financial Secretary are ex-officio members of the committee, without vote.


(c) Meetings:  The Committee meets as needed to carry out its responsibilities.


(d) Function & Authority:  The team shall:


(i) 
Define and communicate the principles and procedures for estimating income 


and expenses, and shall create and recommend the annual budget to Presbytery 

for approval;


(ii)  
Monitor the administration of the current year’s Presbytery budget;


(iii)
Present a quarterly report of finances to the Presbytery;


(iv) 
Make appropriate recommendations to Leadership Vision Team concerning 


administration of the income and expenditures budget for the current year;

(v)  
Oversee Presbytery policies regarding the management of its funds.

6.0   NETWORKS
The Presbytery of Lackawanna, through its staff, committees and teams, and the partnership visit process, encourages congregations and individuals to work together in existing and emerging networks that support the mission and ministries of churches and their leaders and witnesses to our connectionalism
7.0   SEXUAL MISCONDUCT RESPONSE

The Presbytery’s Sexual Misconduct procedures are outlined in the Presbytery Sexual Misconduct Policy, and are reflective of the Book of Discipline and the laws of the Commonwealth of Pennsylvania.  The Ministry Team is charged with reviewing this Policy in consultation with the Leadership Vision Team on an annual basis.  The Leadership Vision Team ordinarily shall present any recommended changes to the Presbytery at its last meeting of any calendar year to be implemented the following year.

8.0   AMENDING THE MANUAL OF OPERATIONS

This Manual of Operations may be amended by a majority of members present and voting at any meeting of the Presbytery of Lackawanna, provided notice of proposed amendment has been included with the agenda. It shall be the responsibility of the Stated Clerk of the Presbytery, in consultation with the General Presbyter and with access to full services of the Presbytery Office and office staff, to update this manual. The Stated Clerk shall include all items approved by the Presbytery, but may reorganize and reword for clarity.  Changes of policy or procedure shall be made using appropriate parliamentary procedure.

9.0  DISTRIBUTION

Each continuing member of Presbytery and each member of a Presbytery team shall be able to access a current copy of this Manual of Operations.  

