WEBSTER PRESBYTERIAN CHURCH

ADMINISTRATION COMMITTEE

MEETING MINUTES

MARCH 2007

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

The committee met on March 21, 2007 following the Personnel and Communications Team meetings.

Attendees: Reese Terry, Gene Fisseler, and Dennis Waehner

· The Committee reviewed issues arising from the Personnel and Communications Team meetings.

· The Committee forwards the following request for Session approval.


Respectfully Submitted,

Dennis Waehner

March 24, 2007

WEBSTER PRESBYTERIAN CHURCH

PERSONNEL TEAM

MEETING MINUTES

MARCH 21, 2007

Attendees: Janis Edwards, Robert Cravens, Kim Kinzler, Dennis Waehner, Carlos Noriega, and Gene Fisseler

Gene Fisseler opened the meeting with prayer at 6:35 p.m.
· New Secretary

· All reports from the Staff and others who’ve worked with her are that new secretary Daphne Riemer is working out great.  She has organized her area of the office, attacked the task of cleaning and organizing paper files, started working in ACS, and started working through the storage closet near Mark’s office and the copier room.

· Personnel Policy

· A review of the Personnel Policy was initiated, focusing on vacation, sick leave and overtime policies.  Findings will be compared against current practice.  

· Carlos will compile a list of changes to the Personnel Policy that have been approved by Session but not reflected in the Policy as published.

· The Committee may ask to attend a weekly staff meeting to share results of the review and comparison.

· More complete individual personnel files will be created for each current employee.

The meeting was closed with prayer by Dennis Waehner at 8:00 p.m.

Respectfully Submitted,

Gene Fisseler

March 26, 2007

WEBSTER PRESBYTERIAN CHURCH

COMMUNICATIONS TEAM

MEETING MINUTES

MARCH 21, 2007

Attendees: Nathan Grunden, Joyce Sens, Tina Looney, Chuck Moede, and Dennis Waehner

· Dennis opened with Prayer at 6:20.

· Newsletter

· The April newsletter was folded and mailed on Wednesday March 21.  On schedule.

· The team discussed newsletter delivery options.  It is thought that many members would prefer to pick up their newsletter in the Narthex after worship.  This would get them their newsletter sooner, as well as save the congregation the expense of mailing the newsletter.  In addition, some members might prefer simply viewing the newsletter on the website.  The difficulty arises in identifying which members prefer which delivery options.  Tina will create a flyer for future bulletins, and for the member area of the website, where members might indicate their preference.

· Pew Pads (attendance sheets)

· New attendance sheet refills were ordered on Wednesday, March 21. 

· ACS

· The team discussed concerns regarding the accuracy of the ACS system and the synchronization of the web online member database.

· The team feels that a policies and procedures document for ACS should be created.  That document would detail the “Who”, “What”, “Why” and “How” of all ACS member updates.

· The team asked Dennis to take an action to the Session requesting no deletes from the ACS system until that document is finalized.


· Brochures

· The team discussed the needed pew brochures updates as well as a display method in the narthex.  Joyce agreed to investigate Gloria Dei’s brochure rack when she attends a function there this week.

· Joyce closed the meeting with Prayer at 7:45 PM.

Respectfully Submitted,

Dennis Waehner

March 21, 2007

Motion for Session Approval:  The Administration Team requests that no changes be made to a member’s status in the ACS database by Office Staff, Session Committee members, other committee members, or member-volunteers until the policies and procedures for the ACS system are published (publication is tentatively scheduled for June 2007).





Motion for Session Approval:  The Administration team requests that no individuals are deleted from the ACS database until the policies and procedures document for the ACS system is completed.








