Policies and Procedures Taskforce

Planning Phase One


The goal of the P&P taskforce is to bring to a conclusion the directive of the WPC By-laws in Article III, Section A .4 : 
“The Session will be responsible for establishing and keeping current the following guidelines:

a) Session Operating Guidelines

b) Board of Deacons Operating Guidelines

c) Church Operations Policies and Procedures Manual

d) Personnel Policies and Procedures Manual

e) Financial Policies and Procedures Manual”
The taskforce members, consisting of Reece Terry, Tom Kloves and Joan McMIllan,  chose these first four simple planning steps to accomplish this goal.  If you have not already begun, then these steps are to help committees start working on a path to creating policies and procedures for their respective areas of concern.  If your group already has them, then this is meant as a guide to ensure their consistency.   There is no need to “format” your guidelines, although you may wish to use a simple outline to help make sure you have covered everything.  
STEP 1 – Create a short mission statement or purpose statement for the overall committee.  

STEP 2 – If applicable:  List all subcommittees or teams that fall under the main committee and apply brief purpose statements to each. Team Elders/chairs may want to confer with each other when creating the overall mission statement in step one. 
STEP 3 – List all of the tasks/work done by everyone in each group under each team.  Break out what may be done in increments such as: daily, weekly, monthly, quarterly, yearly and as-needed basis. 

STEP 4- List all of the physical areas of the church over which the committee/team has prime responsibilities. 
As each committee completes these four steps, please create a Word document and e-mail it to:  <dogsrfun@juno.com>   -  we will then move on to the final step(s).  Thank you for your diligence in working on this project. 
Joan McMillan, Taskforce Chair
April 28, 2009
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