WEBSTER PRESBYTERIAN CHURCH

ADMINISTRATION COMMITTEE

MEETING MINUTES

APRIL 2007

The Administration Committee consists of the Personnel Team, the Communications Team and a few other disparate areas such as office computer network administration. 

· There are no motions for Session approval from the Administration Committee.

· The minutes from the Personnel and Communications Committees are attached.

Respectfully Submitted,

Dennis Waehner

April 22, 2007

WEBSTER PRESBYTERIAN CHURCH

PERSONNEL TEAM

MEETING MINUTES

APRIL 18, 2007

Attendees: Janis Edwards, Mark Cooper, Robert Cravens, Kim Kinzler, Carlos Noriega, and Gene Fisseler

Mark opened the meeting with prayer at 6:30 p.m.

Topics discussed included:

 

· Vacation time – the Committee reviewed the Policy Manual against its understanding of current staff practice.  The issue in question is about how vacation is accounted for…is one week of vacation five days or seven days?

· Sick leave - the Committee reviewed the Policy Manual against its understanding of current staff practice.  The issue in question has to do with the increments that sick leave is taken.

· Overtime - the Committee reviewed the Policy Manual against its understanding of current staff practice.  The issue in question has to do with prior approval and staff meetings held during the “lunch hour.”

· Holidays – the Committee reviewed the Policy Manual against its understanding of current staff practice.  The issue in question has to do with the practice of denying paid holidays during a “probation period”

· Personnel files – the Committee will work with the staff to develop employee personnel files with a standard set of requirements.

· Meeting with the church staff – a member of the Committee will meet with staff in May or June to go over the Personnel Policy and the issues the Committee has reviewed and considered.

 

The business of the Committee being completed, it was moved, seconded and voted that the meeting be adjourned at 8:30 p.m.  Mark Cooper closed the meeting with prayer.

 

Respectfully submitted,

Gene Fisseler

WEBSTER PRESBYTERIAN CHURCH

COMMUNICATIONS TEAM

MEETING MINUTES

APRIL 18, 2007

Attendees: India Allen, Nathan Grunden, Joyce Sens, Tina Looney, Chuck Moede, and Jim Young

Jim opened with Prayer

India Allen will develop a template for brochures the Session Committees can use for creating their own brochures.  She will make herself available to help the committee representatives, but will not expect to produce them and maintain the updates.  She agreed to design the template with suggestions as to how to make each brochure representative to a ministry area.   By using the sanctuary window and WPC Logo on each brochure the individual brochure can take a color from the stained glass.  At this time she represents the New Member Team along with working as a member of the Communications Team.

Tina Looney will be the sole recipient of the articles submitted for newsletter publication.  After she has created the layout for the articles and pictures she will request the Communications Team to proof read from a PDF file.  Members will be given an overnight period of time to proof and get comments and corrections to Tina by email.  The committee indicated that they were not keeping up with reading the submissions and that they weren’t receiving all of them anyway.  Tina will compose an insert indicating this new policy.  She has also completed a number of web pages which she will send to Dennis for his work before they are ready for uploading.

Nathan Grunden suggests that we design a method to get people to look at all the web pages on our site when the new design is uploaded.  He volunteers to help with HTML updates to pages and will encourage other youth to assist.  The Session Committee representatives will require this support.  

Chuck Moede will work to insure the youth will experience a successful activity of assisting the Session Committees in updating the web site.

Action Required:

1. Tasks for Dennis:

a. To determine who the sitting elder is for the Fellowship and Welcoming Committee now responsible for submissions to the newsletter and who can look after a brochure.  

b. To ask Pat Brackett if she is still available for submitting to local newsletters information about our activities at WPC.

c. To ask Administration Committee to request the Session Committees to give him the number and names of the various teams and task forces accountable to the committees.  The organizational tree listing these committees, teams, and task forces can then be completed and available on the members’ section of the web site.

d. To take to Session a request for the Committee Chairs to select which month they can be responsible for a newsletter front page article.  Suggestions here are: January-Fellowship and Welcoming, February-Youth and Junior High, March-Adult Ed, April-Worship, and May-Mission (Pentecost recognition).  Suggest that they swap on an as needed basis, but that they need to be prepared for submitting an article and graphics as needed.

e. To request Session approval for contacting a commercial photographic service to provide a picture directory for the WPC membership.  WPC will not try for this to be a fund raiser. 

2. The team will think about additional brochures and booklets which can be produced this year utilizing an in house method.  It was agreed that the team will produce a small book of Mark’s sermons on the Lord’s Prayer.  Mark has agreed to get final copies typed up of these sermons.  Mark has been asked to find some handouts which could be used as models for a booklet we could create for family survivors of a loved one which could provide spiritual support, as well as, basic how to steps.  

3. Joyce will ask Rogge Marsh and David Cook if they would consider making a brochure holder. She will call the office at Gloria Dei to learn who was responsible for their brochure walls and will get as much information as possible about this display system.  The team suggests the positions of the wall on the right of the sound system door and between the sacristy and the water fountain in the hall toward the choir room and restrooms.
· Joyce closed the meeting with Prayer at 7:45 PM.

Respectfully Submitted,

Joyce Sens










