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THE PERSONNEL COMMITTEE

I. CHARTER

The Personnel Committee (the “Committee”) is established pursuant to Article III,
Section V.j.4 and Article IV, Section III.k of the By-Laws of the Acton Congregational
Church, as amended (the “By-Laws”). A copy of the By-Laws is attached hereto at
Appendix A. The charter of the Committee, as approved by the Church Council pursuant
to Article IV, Section III, of the By-Laws, is set forth below:
As outlined in the by-laws of the Acton Congregational Church, the
Personnel Committee is a permanent sub-committee of the Board of
Trustees and was formed to provide support and counsel to the Trustees
and the church’s managers relating to employment matters. At Acton
Congregational Church, the Senior Minister serves as the leader of the paid
staff, to whom all staff members report either directly or indirectly. The
Senior Minister, in turn, reports to the Church Council.
The primary role of the Personnel Committee is to establish and monitor
policies and procedures that support the church’s hiring, compensation,
supervision, and if necessary, termination of the employment of staff in
accordance with applicable laws, regulations and church policy. It also
promotes employment practices that respect, motivate and retain church
staff, and acts as a resource to the minister and other supervisors. It
periodically reviews church staffing and compensation/benefits structure,
and makes recommendations as appropriate to the Board of Trustees.
In this role, the Committee strives to ensure that the church is a good employer, that
all compensation and benefits are fair and equitable, that employee expectations are clear,
that personnel issues and problems are addressed promptly, and that there is a proper forum
to present creative ideas and concerns of the staff. In addition, the Committee shall
investigate and recommend appropriate staffing for the church to carry out its mission
effectively. The Committee will also encourage and foster individual development for the
staff.

II.

DUTIES

To meet its mission, the Personnel Committee is responsible for the
following:
•

Hiring and Termination: Committee members work with the appropriate manager
or committee to help conduct interviews and extend written offers to prospective
employees. The Personnel Committee also addresses employee disciplinary issues
and conducts exit interviews with departing staff.
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•

Liaison to Church Employees: No less than two members of the Committee shall
be designated each year by the Committee as ombudsmen for church staff, and the
names of the ombudsmen for the current year shall be posted in the church office.
The role of the ombudsmen includes (i) enhancing communication between the
church and its employees, (ii) serving as a point of contact for employees to raise
employment-related concerns, and (iii) acting as an advocate for employees on
matters relating to their employment with the church.

•

Conduct of Formal Reviews: The Committee shall ensure that each church
employee has a performance review in accordance with the church’s performance
review process.

•

Job Descriptions: The Committee shall ensure that approved job descriptions for all
employees are accurate and up-to-date and shall review employee job descriptions
on a periodic basis as the Committee deems necessary.

•

Compensation and Benefits: The Committee shall investigate and recommend to the
Trustees fair and equitable compensation and benefits for all employees. The
Committee shall develop a budget recommendation and present the same to the
Trustees each year. The Committee’s investigation and recommendations regarding
compensation and benefits for employees may be done within or outside of the
annual budget recommendation process.

•

Employee Handbook: The Committee will periodically review, and oversee the
update of, the employee policy and procedures handbook.

III.

CONTINUITY

In order to maintain continuity on the Committee, Trustee liaison members of the
Committee, established pursuant to Article IV, Section III.k of the By-Laws, are expected
to serve on the Committee for at least two years.
IV.

EXPECTATIONS

The Committee, through its ombudsmen, is expected to consult with each employee
at least annually regarding working conditions and the employees’ expectations (including
compensation and benefits expectations). The Committee should periodically review
compensation and benefits of other employers as a part of its compensation and benefits
assessment. The Committee will present its recommendations for compensation and
benefits at least annually to the Trustees and will present other recommendations to the
Trustees as the Committee deems necessary or appropriate.
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PERSONNEL POLICIES AND PROCEDURES

I.

GENERAL

The purpose of these Personnel Policies and Procedures is to set forth policies and
procedures concerning the role and function of the Committee with respect to the employment of
staff at the Acton Congregational Church. Unless the context suggests otherwise, the term
“employee” as used in this Manual shall refer to all full and part-time employees, including
ministers and lay staff. Individuals who work on a contract basis for the church are not included
within the definition of “employees” in this Manual.

II.

HIRING
a. General.
i.

All settled ministers shall be called by a vote of the congregation at a
congregational meeting as provided for by the Acton Congregational
Church By-laws.

ii.

A committee, as called for in the by-laws, shall be responsible for the
recruitment and recommendation for the hiring of ministers. Any such
committee shall include at least one member of the Personnel Committee.
Personnel Committee will provide assistance and recommendations to the
Trustees and the search committee regarding compensation and benefits.

iii.

Staff managers shall bear primary responsibility for the recruitment and
hiring of non-ministerial staff who report to them.

b. Staff Positions.
New Positions. Any proposal to establish a new position will include a
written request for a new position. The written request must contain at
least the following information: (i) a job description for the position, as
specified in Section III of this document; (ii) the proposed compensation
and benefits for the position; and (iii) a proposed starting date for the
position. The job description and compensation and benefits for the new
position will be finalized by the hiring manager in consultation with the
Committee. The written request for a new position must be received and
reviewed by the Committee. Subsequently, the written request for a new
position, along with a recommendation of the Committee, will then be
forwarded to the Trustees for further action.

i.

ii.

Currently Authorized Positions. When a current position becomes vacant,
the supervisor or the relevant standing or special search committee will
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discuss with the Committee the current duties and any proposed changes
in duties, compensation, or benefits for the position, and the necessary
experience required of a newly hired person in that position. Once the
Committee has approved, the materials will be sent to the Trustees for
further action.
iii.

Intern Positions. Any proposal to establish an intern position must
conform to the ACC intern policy specified attached hereto as Attachment
B. A proposal for an intern position requires the designation of a
supervisory minister, who initially submits the proposal for the intern
position to the Board of Deacons. Upon approval by the Board of
Deacons, the proposal is submitted to the Personnel Committee for
discussion and review. Items typically specified proposals for new
positions (Item II.b.i of this document) should serve as a guide for material
to be included in the proposal. The proposal should clarify any
commitments expected of Acton Congregational Church (e.g. ACC
commitments as a Teaching Parish in cooperation with Andover Newton
Theological School and Harvard Divinity School).

c. Posting of Positions. Brief job descriptions for each open, existing position will
be posted as appropriate for the position.
d. Eligibility. All non-clergy, permanent staff positions will be required to be filled
by non-church members. Church members may be hired for temporary
employment lasting no more than 90 days.
e. Interview of Candidates. The hiring manager will interview candidates for
employment consistent with the requirements for the position and
recommendation of the Personnel Committee.
f. The Employment Decision. In all cases, prior to making the offer, the hiring
manager must consult with and receive approval from, the Committee (through its
designee) and the Trustees (through its designee). The hiring manager will also
consult with members of the church’s clergy.
After approvals from the Committee and the Trustees are obtained, the hiring
manager (or the Trustees if they so choose) will make an offer of employment to a
candidate in writing. In the case of an offer to a minister candidate, the offer must
state that the offer and any subsequent employment at the church are conditional
upon a vote of the congregation. The offer letter will include the job title,
compensation and benefits, required hours or work per week, and other pertinent
information.
Hiring managers, or their designees, will notify each person who is interviewed
for a position of the result of the selection process by a telephone call or letter.
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g. New Hire Reviews. New hires will have reviews done three months and six
months after their date of hire.

III.

JOB DESCRIPTIONS

The Committee shall ensure that written, accurate, and up-to-date job descriptions are
maintained for each position and that an accurate, up-to-date organization chart is maintained for
the church. Job descriptions shall include at least the following information:
a.

Revision number;

b. Job title;
c. The reporting structure for the position;
d. The purpose of the position (objectives, needs, reasons);
e. A concise description of the duties, functions, and responsibilities of the position;
f. Supervisory responsibilities of the position, if any, including the number and type
of employees supervised;
g. Knowledge and skills required, preferred, or desirable, including licenses,
certificates, or degrees, as applicable;
h. Fiscal responsibility associated with the position (e.g., budgeting responsibilities,
approval privileges, reporting and auditing functions)
i. Physical demands associated with the position, if any; and
j. A general description of the working conditions and environment associated with
the position (e.g., necessary travel, unusual work hours, unusual environmental
conditions, etc.).
A Job Description Form is attached hereto at Appendix C. An Organization Chart
showing the employee reporting structure at Acton Congregational Church is attached hereto at
Appendix D.
Changes and updates to Job Descriptions must be approved by the Committee. The
descriptions will be reviewed as part of the performance review process.

IV.

ANNUAL REVIEWS
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Appropriate staff managers, or committees, as dictated by an employee’s reporting
relationship, shall provide each employee with an annual review in June of each year in
accordance with the church’s performance review policies and procedures. Any member of the
staff may request that a member of the Personnel Committee attend his or her performance
review.
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APPROVALS

APPROVED BY PERSONNEL COMMITTEE BY VOTE ON FEBRUARY 22, 2011.

_________________________________________
Thomas Kohls, Chair of Personnel Committee

APPROVED BY BOARD OF TRUSTEES BY VOTE ON November _, 2013.

_________________________________________
Ivor MacFarlane, Chair of Board of Trustees

APPROVED BY CHURCH COUNCIL BY VOTE ON November _, 2013.

_________________________________________
Cynthia Williams, Moderator

9

Personnel Policies and Procedures Manual
May 2018

APPENDICES

10

Personnel Policies and Procedures Manual
May 2018

APPENDIX A

Copy of the By-Laws of the Acton Congregational Church
(as amended October 21, 2012)
ARTICLE I. Name.
The name of this Church shall be Acton Congregational Church.
ARTICLE II. Church Membership.
Section I. Qualifications.
This church will welcome into its membership any person who loves the Lord Jesus
Christ and who proposes to live according to his love.
Section II. Conditions.
The membership of this Church shall include:
a) The current members.
b) Those who present satisfactory letter of transfer from other churches, are
elected to membership, and publicly accept its covenant.
c) Those who confess their Christian faith receive baptism, unless previously
baptized or exempted from baptism by the Church Committee, and who,
after being accepted by the Church publicly accept its covenant. The
Ministers and the Deacons shall be the Church Committee.
Section III. Reception.
All persons desiring to become members of this Church shall be instructed in the
meaning of church membership and the Christian faith by the ministers with
participation by the deacons and other Church members. On the recommendation of
the Church Committee, new members will be received into the Church in a special
reception service.
Section IV. Duties.
Members are expected to be faithful to all duties essential to the Christian life; to
regularly attend the services of the Church; to give systematically for its support
and its benevolences; to share in its organized work and to seek diligently the
spiritual welfare of the Church and the winning of others to Christ.
Section V. Rights.
Members in good standing may participate in all Church activities, vote on all
transactions, and serve on all committees of the Church. Members under the legal
age (18) are restricted from holding the following offices: Clerk,
Treasurer, Assistant Treasurer and Trustee; or becoming voting members of
committees whose actions result in legally binding transactions on behalf of the
Church.
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Section VI. Inactive Members.
Members whose addresses have long been unknown or who for a period of two
years, in spite of kindly reminders, have not communicated with the Church or
contributed to its support, may by vote of the Church be transferred to the inactive
list. Members of the inactive list shall not be considered in good standing. From
the date of such transfer such persons shall cease to be reported as active members,
and letter of transfer to other churches shall state that they are on the inactive
list. A member on the inactive list may be restored to the list of members in good
standing by vote of the church.
Section VII. Termination of Membership.
A member shall on request:
a) Be granted a letter of transfer to some designated Christian church, which will
be valid for one year after date of issue or,
b) Be given a certificate recording his or her term of membership and have his or
her name removed from the Church roll if he or she wishes to join a body not
in fellowship with this Church.
c) Such requests shall be made known at a regular meeting of the Church.
Should circumstances arise where, in the opinion of the Church Committee,
after careful and prayerful study, it is felt that the interest of the Church
requires that a member sever his or her connection with the Church, he or she
shall be given an opportunity to resign. In the event of his or her failure to do
so he or she may, on recommendation of the Church Committee and by a twothirds vote of a regularly-called Church meeting, be deprived of his or her
membership and his or her name shall be removed from the rolls but only
after a hearing before the Church has been offered to him or her.
Section VIII.
Powers of the Congregation.
The following powers shall be reserved to the congregation as a whole, to be
exercised by a majority vote of a quorum at a duly called meeting of the
congregation, except as otherwise provided in these By-Laws:
a) To call or dismiss a minister, in accordance with Article VI, Sections 2, 3(a),
and 5, respectively, of these By-Laws.
b) To buy, sell, mortgage, lease any significant portion of the Church’s
properties or to undertake any major capital project, other than ordinary
maintenance of the Church’s facilities.
c) To approve the annual operating budget for the Church.
d) To approve any borrowing on behalf of the Church in excess of Ten Thousand
Dollars.
e) To elect officers of the church and members of standing committees as set
forth in these by-laws.
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ARTICLE III. Officers of the Church.
Section I.
The officers of the Church shall be members in good standing and shall be Minister,
Associate Minister(s), no less than twelve Deacons, Moderator, Vice-Moderator,
Clerk, Assistant Clerk, Archivist/Historian, Treasurer, Assistant Treasurer,
Collector, no less than twelve Trustees, and three at-large members of the Church
Council.
Section II.
The term of office for the Deacons shall be three years, four Deacons being elected
annually for a three year term. The term of office for the Trustees shall be three
years, four Trustees being elected annually for a three year term. The term for atlarge members of the Church Council shall be three years, one at-large member
being elected annually for a three year term. Deacons, Trustees and at-large
members of the Church Council shall not succeed themselves in office until one
year has elapsed. This shall not apply to members elected to fill unexpired terms.
Section III.
All officers named in Article III, Section 1, Senior Minister, and Associate
Minister(s) excepted, shall be elected by vote at the Annual Meeting. With the
exception of the Deacons, Trustees and at-large members of the Church Council,
they shall serve for one year. The Senior Minister and Associate Minister(s) shall
be elected by a vote of the congregation at a congregational meeting called in
accordance with the stipulations of Article V.
Section IV.
If any vacancy shall occur in the officers of the church named in Article III, Section
I, Minister and Associate Minister(s) excepted, the Nominating Committee is
authorized to nominate candidates to fill such vacancies. The Church Council shall
approve any such appointment. During the continuance of any vacancy in any
board of officers, the remaining members shall perform the duties thereof until the
vacancy is filled. Any person elected by the Church to fill a vacancy shall serve
until the expiration of the term pertaining to such vacancy.
Section V.
The duties of the several officers and committees shall be those usually pertaining to
their respective offices including the following:
a) The Church Council shall exercise all powers not otherwise expressly
reserved to the congregation or delegated to another board or committee by
these By-Laws. It shall oversee and coordinate the activities of all boards and
committees, shall be responsible for long range planning, and shall have such
other powers and duties as are expressly set forth in these By-Laws.
b) The Deacons shall assist the Minister in the preparation and administration of
the ordinances of the Church. They shall aid the minister in the spiritual care
of the Church and community.
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c) The Moderator, or in his or her absence, the Vice Moderator, shall preside at
all regular or specially called business meetings of the Church, and shall also
be chairman of the Church Council and the Coordinating Council.
d) The Clerk shall keep full and accurate minutes of all business transactions of
the Church, and records of the time and method of reception and dismissal of
members, of all baptisms, of all non- resident members with their residence
and time of leaving. The Assistant Clerk shall assist the Clerk in the
performance of his or her duties. Whether through sickness, injury, absence
or for any other reason the clerk is unable to perform his or her duties, or if
the office of Clerk shall be vacated, the Trustees shall instruct the
Assistant Clerk to perform all the duties of the Clerk until the Clerk can
resume his or her duties or the vacancy is filled.
e) The Archivist/Historian shall receive from the Clerk the church's non-current
records, which shall be preserved and made available at all proper times to
any member of the church. If called upon to do so, the Archivist/Historian
shall make a full written report of all these matters to the Church at its annual
meeting. The Archivist/Historian shall also collect and preserve items of
historical significance, including church publications, photographs, and
physical artifacts. It shall be the special concern of this officer to write or
cause to be written a history of the local church, and to see to its being
updated at appropriate intervals.
f) The Treasurer shall receive, hold, and disburse, according to the direction of
the church or its Trustees, all money belonging or contributed thereto. He or
she shall keep the books of account in which shall be recorded each item of
receipts and expenditures, and present a written report of the same to the
Church at its annual meeting, a copy of which shall be entered by the
Archivist/Historian of the church in its records. The Assistant Treasurer shall
assist the Treasurer in the performance of his or her duties. If at any time the
Treasurer shall become unable to perform his or her duties, whether through
sickness, injury, absence from Acton, or for any other reason, or if the office
of Treasurer shall be vacated, the Assistant Treasurer shall perform all the
duties of the Treasurer and shall exercise all the authority of the Treasurer
until such time as the vacancy is filled. The Trustees shall determine whether
the Treasurer is unable to perform his or her duties, or is able to resume his or
her duties, and the determination of the Trustees shall be final. Upon making
a determination that the Treasurer is unable to perform his or her duties, or
that he or she is able to resume his or her duties, the trustees shall certify such
determination in writing to the Clerk of the Church, who shall enter it in the
report of the Church.
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g) The Collector shall record all monies from pledges and offerings and report
quarterly to the congregation. If at any time the Collector shall become
unable to perform his or her duties, whether through sickness, injury, absence,
or for any other reason, the Trustees shall appoint an interim Collector or if
the office of Collector shall become vacated, the Trustees shall instruct the
nominating committee to replace the Collector and seek the approval of the
Church Council.
h) The Coordinator of Children’s Christian Education shall be responsible for
the conduct of the Church School. He or she shall work in cooperation with
the Children’s Christian Education Committee of which he or she shall be an
ex-officio member.
i) The Trustees, acting on behalf of the congregation, shall be responsible for
the physical assets and financial affairs of the Church, including all real and
personal property, and shall employ all Church staff, other than the Ministers.
j)
k) In carrying out the duties of the Trustees, the Trustees:

1. Shall manage and maintain all real and personal property of the Church;
provided, however, that the Congregation shall first authorize the sale or
acquisition of any real property, the lease of any significant portion thereof,
and all major capital projects, other than ordinary maintenance, and the
Trustees shall acquire, lease and sell, on behalf of the Congregation, all real
and personal property of the Church, and, upon due authorization thereof,
the Chair of the Trustees may execute any and all documents, agreements,
leases, mortgages, notes and other instruments on behalf of the Church as
may be necessary or desirable;

2. Shall manage the finances and funds of the Church, except for the
Missions and Outreach fund, and shall prepare, recommend to the
Congregation and manage, substantially as approved by the Congregation,
the annual operating budget; provided, however that the Congregation shall
approve and adopt an annual operating budget for the Church;

3. May incur debt, and execute notes and mortgages and other evidences of
indebtedness on behalf of the Congregation; provided, however, that any
debt in excess of Ten Thousand Dollars and all mortgages of real property
shall first be authorized by the Congregation;
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4. May create such permanent or temporary sub-committees as may be
prudent, in the judgment of the Trustees to oversee matters for which the
Trustees are responsible or to investigate matters of interest to the Trustees,
provided, however, that such committees shall report to and be subject to the
oversight of the Trustees. The Personnel Committee shall be such a
permanent sub-committee of the Trustees.

5. The Personnel Committee will be responsible for hiring and discharging
all lay staff, with the consent of the Trustees, and all other personnel
matters.
6. Shall be responsible for the oversight and safeguarding of funds and other
assets and resources of the Church, and for ensuring the adequacy of internal
controls and procedures necessary and desirable for this purpose. The
Trustees shall have the responsibility for examining the financial practices
of the Church on a periodic or on an as-needed basis (but at a minimum
every three years) to ensure that such practices are (i) financially sound; (ii)
in compliance with the articles of organization, by-laws and policies of the
Church; (iii) in compliance with applicable federal, state and local statutes
and regulations; and (iv) generally, incorporate sound principles of
governance and prudent management of the Church’s assets.
l) The Pastoral Relations Committee shall consist of one member selected by
each minister and each member shall be approved by the Board of Deacons.
Each member of the Pastoral Relations Committee shall act as a liaison
between and advocate for each minister and the Congregation, the Board of
Deacons and the Personnel Committee.
ARTICLE IV. The Church Council, Coordinating Council and Standing Committees.
Section I.
The specialized work of the Church in the field of service to the church, the parish,
the community and the world shall be conducted by the various elected committees
and Church organizations; the direction of the activities of these several groups into
an efficient total Church program shall in turn be the responsibility of the Church
Council.
Section II.
(A)
The Church Council shall consist of the Senior Minister, the Moderator,
the Vice Moderator, three members at large elected by the Church at the Annual
Meeting, and one member designated by each of the Board of Deacons, the Board of
Trustees and the Personnel Committee. The Church Council shall meet no less often
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than monthly and possess the authority to exercise all powers not expressly reserved
to the congregation in these By-Laws or reserved to another board or committee of
the Church in these By-Laws, as well as those powers set forth in these By-Laws.
The Church Council shall be responsible to the Church for long range planning and
for the efficiency of the Church and its organizations. It shall consult as to the
general interest of the Church, the Church School and other departments and their
varied activities, and take such actions and make such recommendations to the
Church regarding such activities and interests as it deems advisable, excepting such
duties as are assigned by the By-Laws to other offices and committees. The Church
Council shall elect one of its members as Secretary, and such Secretary shall make
the agenda for each meeting available prior to each meeting and the minutes of the
meetings of the Church Council shall be made available to the congregation after
each such meeting, provided that matters deemed sensitive or confidential may be
omitted from such public minutes. The Church Council shall present to the annual
meeting a report of work accomplished and definite plans for the coming year's
programs. The Moderator shall be the chairperson of the Church Council. For any
matter to be approved by the Church Council, it shall require an affirmative vote of
no less than four members of the Church Council.
(B)
The Coordinating Council shall consist of the Senior Minister, Associate
Minister(s), Coordinator of Lay Programs, Coordinator of Children’s Christian
Education, the Moderator, Vice Moderator, the Chairperson of the Board of Trustees,
the Chairperson of the Board of Deacons, the Chairs of all Church organizations, the
Chairpersons of all standing committees in the church, and the three members-atlarge of the Church Council. Any of the above, except members-at-large, may
designate an alternate in his or her stead. The Coordinating Council shall meet no
less than quarterly, and more frequently at the request of the Senior Minister or the
Moderator, the Church Council or of any three members of the Coordinating Council.
Its shall act as an advisory board to the Church Council and consult as to the general
interest of the Church, its committees and their varied activities, and make such
recommendations to the Church regarding such activities and interests as it deems
advisable, and it shall coordinate the activities of the various boards and committees
of the Church. It shall present to the annual meeting a report of work accomplished
and definite plans for the coming year's programs. The Moderator shall be the
chairperson of the Coordinating Council.
Section III.
The standing committees to be elected at the annual meeting of the church shall
include:
a)
b)
c)
d)
e)
f)

Parish Visitation Committee not less than 6 members
Missions and Outreach Committee not less than 9 members
Music Committee not less than 6 members
Youth Committee –
not less than 6 members
Children’s Christian Education Committee –
not less than 6 members
Adult Christian Education Committee –
not less than 6 members
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g)
h)
i)
j)
k)

Usher Committee not less than 3 members
Nominating Committee not less than 6 members
Sanctuary Guild not less than 6 members
Special Gifts Committee not less than 3 members
Personnel Committee not less than 5 members, at least
one of whom shall be a Trustee. All members of the Personnel Committee (i.e.,
at-large members and trustee members) shall be counted for a quorum and shall
be entitled to vote at Personnel Committee meetings. The chair will come from
the members at large.
l) Welcoming Committee –
not less than 6 members
m) Stewardship Committee not less than 6 members
n) Pastoral Relations Committee one member per minister
The outgoing chairperson of each standing committee shall, as soon as practical after
the Annual Meeting, call a meeting of the committee of which he or she has been
chairperson, for the purpose of electing a chairperson for the new year and to pass
over to the new chairperson at that time such records as may be appropriate. The
charter of each standing committee shall be approved by the Church Council.
Section IV.
If any vacancy shall occur in the standing committees, the Nominating Committee is
authorized to fill such vacancies until the next Annual Meeting. The Church Council
shall approve any such appointments. Any person elected by the Church to fill a
vacancy shall serve until the expiration of the term pertaining to such
vacancy. During the continuance of any vacancy in any standing committee or
committees, the remaining members shall perform the duties thereof until the vacancy
is filled.
Section V. Youth Membership.
One additional position on each Church Committee will be available to a confirmed
young person, subject to the limitations in Article II, Section V. The term will be for
a period of one school year and will be voted on at the Coordinating Council. The
Youth Members will be responsible for and subject to the same policies, regulations
and privileges as a regular member of the particular Committee. Recommendations
for these positions will be made by the Nominating Committee.
Section VI.
For every board, standing committee, or council of the church, a quorum shall be a
majority of the duly-elected members serving on the board, committee, or council at
that point in time. No formal action (i.e., a vote on a motion) shall be made in the
absence of a quorum.

Section VII.
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In the case of any formal action taken by a board, standing committee, or council,
only members duly elected to that body shall vote. Exceptions may be made in the
case of a committee which functions as subcommittee of another board, standing
committee, or council; in this case, the board, standing committee, or council shall
determine who shall vote on formal actions.
ARTICLE V. Meetings.
Section I.
The Lord's Supper shall normally be administered on the first Sunday in January and
monthly thereafter; and at such other times as determined by the ministers or by vote
of the Board of Deacons.
Section II.
Meetings of worship shall be held each Sunday morning. Minor matters of business
may be transacted.
Section III.
The Church year shall be from January 1 to December 31. The annual business
meeting of the Church shall be held on a date and at a time in the month of January
acceptable to the Senior Minister, the Moderator and the Chair of the Board of
Trustees, at which time the annual reports shall be presented, the annual budget
adopted and to consider such other matters as may properly come before a Church
meeting. There shall be a second business meeting held in May to review the
membership roll and consider such other matters as may properly come before a
Church meeting.
Section IV.
Special business meetings shall be called by the Clerk whenever requested in writing
by the Minister, the Trustees, and the Church Council or by any seven or more
members of the Church. The Clerk shall state the purpose of the meeting in the call.
Section V.
At business meetings called by posted notice, fifty voting members shall be necessary
for a quorum. A majority of the votes cast shall be requisite for the transaction of
business, except for action under Article VI.
Section VI.
The annual meetings and special meetings shall be called by the Clerk by posting a
notice outside the Church office. Such notice shall state the object of the meeting,
and shall be posted at least eight days, including two Sundays, before the meeting.

Article VI. Ministers
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Section I. Duties
The minister(s) shall devote themselves to the service of the church, preaching and teaching
the Word of God, administering the sacraments of Baptism and the Lord’s Supper, and
faithfully giving themselves to ministerial work. The Senior Minister shall have the direction
and freedom of the pulpit and public worship. The Senior Minister shall oversee the
Associate or Assistant Minister(s), and the church staff, and such ministerial and lay staff
shall report to the Senior Minister on a day to day basis. He or she shall be an ex officio
member of all boards and committees. The Senior Minister shall oversee worship, in
consultation with the Associate or Assistant Minister(s), and the Board of Deacons. The
Senior Minister is responsible for the spiritual development of the congregation. The
Associate or Assistant Minister(s) shall perform all pastoral functions in the absence of the
Senior Minister, and at such other times as the Senior Minister may delegate these functions
to him or her. At the direction of the Senior Minister, an Associate or Assistant Minister may
be an ex officio member of any board or committee. Each of the ministers shall provide the
church with an accurate record of his or her ministerial acts and present a written report to the
congregational annual business meeting. The ministers shall practice good administrative
procedures and work in partnership with the church committees.

Section II. Call
Each minister (other than an interim minister) shall be called at a duly called regular or
special congregational business meeting. Each minister shall be called by ballot and must
receive the affirmative vote of no less than two-thirds of the members of the congregation
attending the congregational meeting, for which the quorum shall be 75, in order to be called.
The terms of the call shall be approved by the Trustees and set forth in a letter of call which
shall also be approved by a vote of the majority of the congregation attending a regular or
special congregational meeting (which may be the same meeting at which the minister is
called). A committee recommended by the Church Council in consultation with the Deacons
and the Senior Minister, and elected by the congregation at a congregational meeting shall
conduct the ministerial search and shall nominate a candidate to serve as minister.
Committees designated for a ministerial search shall be representative of the congregation;
shall have no less than five and no more than thirteen members, at least one of whom shall be
a current member of the Personnel Committee; shall provide appropriate updates regarding
the term and status of the search to the congregation, the Church Council, the Coordinating
Council, the Deacons, the Trustees, and the Personnel Committee; and shall confer with the
Area Minister of the United Church of Christ. Each minister shall be authorized by the
United Church of Christ prior to her or his installation, and his or her call shall be conditional
until such Authorization is received.
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Section III. Term of office
The term of each minister’s call shall be indefinite and may be ended at any time with or
without cause by either party with no less than sixty (60) days notice by:

a) A two-thirds vote of the membership of the congregation present at a meeting,
for which the quorum shall be 75, called for that purpose, or
b) A letter of resignation from the minister addressed and sent to the members of
the Acton Congregational Church.
Section IV. Interim Ministers
Interim ministers shall be appointed by the Church Council upon the affirmative vote of no
less than two-thirds of the members of the Church Council. The terms of the appointment
shall be set forth in a letter of employment which shall also be approved by a vote of the
majority of the Church Council and the Coordinating Council. A committee designated by
the Church Council, in consultation with the Deacons and the Senior Minister, shall conduct
the Interim ministerial search and shall nominate a candidate to serve as Interim minister.
Committees designated for an Interim ministerial search shall be representative of the
congregation and shall have no less than five and no more than eleven members. The
appointed committee shall confer with the Area Minister of the United Church of Christ.
Each Interim minister shall be authorized by the United Church of Christ prior to her or his
beginning employment, and his or her appointment shall be conditional until such
Authorization is received.

The duties and term of an interim minister shall be stated in the agreement with the interim
minister and may be ended with or without cause at any time by either party with sixty (60)
days notice by:

a) A majority vote of the Board of Deacons, and approved by the Coordinating
Council, or
b) A letter of resignation from the interim minister addressed and sent to the
members of the Acton Congregational Church.
Section V. Disciplining & Terminating a minister
Charges against a minister may be submitted by any person and shall be submitted in writing
to the Personnel Committee. If any person asserts charges of misconduct, indiscretion,
immorality, doctrinal error, dereliction of duties as specified in the letter of call, or unethical
behavior against a minister, the Personnel Committee shall conduct a confidential
investigation into such charges, and the minister so charged shall have the opportunity for
notice of such charges and a hearing before the Personnel Committee. If in the judgment of
the Personnel Committee after diligent investigation of the charges and consultation with the
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minister so charged there is a reasonable basis for such charges, the case shall be presented to
the Board of Deacons for purposes of discussion and then the Deacons shall refer the matter
to the Church Council, along with the Deacons’ recommendation for action. Prior to taking
any action, the Moderator of the church shall confer with the Area Minister of the United
Church of Christ. Notwithstanding the foregoing, a minister may only be removed by a vote
of the congregation or by the minister’s resignation as provided in section 3, above, or by
recommendation of the United Church of Christ in concurrence with the Acton
Congregational Church.

ARTICLE VII. Amendments.
These By-Laws may be amended by a two-thirds vote at any duly-called Church
meeting, the proposed amendment being stated in the notice of the meeting.
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Appendix B
Acton Congregational Church (ACC) Intern Process

Prior to making a commitment to any Teaching Parish intern candidate, the following process will be
followed:
•
•
•
•
•
•
•

An ACC Minister must be willing to take supervisory responsibility;
The responsible Minister will first make a request of the Board of Deacons with a specific outline
of what is expected of the intern and of the church;
If approved by the Board of Deacons, the ACC Minister will review the anticipated internship
proposal with the Personnel Committee – if there will be any financial arrangement, no matter
from what source, this has to be addressed at this time;
If any remuneration is involved which is not specifically budgeted for this purpose, the Minister
and the Trustee liaison(s) to the Personnel Committee will bring this issue to the Board of
Trustees;
If the internship is approved by all appropriate boards, the responsible ACC Minister will meet
with intern candidates and make a decision about the appropriateness of a candidate to fill the
internship;
The accepted intern candidate shall then meet with the Church Administrator to fulfill all
personnel requirements including a CORI check;
The responsible ACC Minister will then present the intern to the congregation.

ACC looks forward to offering internships to support the educational and spiritual growth of future
ministers.

Voted August 20, 2013 – Personnel Committee Handbook
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APPENDIX C

Job Description Form

Acton Congregational Church
Job Description Form
Position is (check one):

□ New □ Revised

Title of Position: __________________________
Reports to: _______________________________
Position is (check one):

□ Full-Time □ Part-Time

1. Purpose of the Position (Please describe the goals and objectives of the church that are
addressed by this position).
2. Duties, Functions and Responsibilities of the Position (Please list and describe the roles and
responsibilities for this position, ranked from most important to least important, including any
supervisory responsibilities and fiscal responsibilities and authority. Please list the titles of
employees who report to this position, if any).
3. Knowledge and Skills (Please list and describe the knowledge, skills, degrees, accreditation,
licenses, and/or certificates required, preferred, or desirable for this position).
4. Working Conditions and Environment. (Please describe the general working conditions for this
position, including, as applicable, travel requirements, physical demands, unusual work hours,
and unusual work conditions).
Position Classification:

□ Exempt

□ Non-Exempt

Hiring Manager Approval: ___________________________________

Date: _____________

Personnel Committee Approval: ______________________________

Date: _____________

Trustees Approval: _________________________________________

Date: _____________

APPENDIX D
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Organization Chart
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