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Behavioral Covenant of 
Red Deer Lake United Church 

 
This Covenant states the values that we wish to reflect in all our relationships within the Christian 
community of Red Deer Lake United Church (the church). This includes relationships among and 
between congregants, leaders, staff, and others with whom we may be in conversation. 

 

A.  Principles 

1. Caring for each other 
We seek to develop ways of relating to each other that are consistent with the love and 
compassion lived and taught by Jesus. For us, this means going beyond ourselves to act for 
others in the community in supportive and caring ways.  

2. Communication 
Living as Christians and community means treating one another with respect, honesty and 
openness, whether in agreement or disagreement. 

We strive to be as willing to listen as we are to speak. 

In our communication as we build relationships with one another, we speak from an “I” position 
without blaming others. We are respectful in our speech and our responses to one another.  

We do our best to refrain from gossip and offhand or intentional critical comments about a third 
party in the presence of others. We use email communication with care and refrain from using it 
in areas of sensitivity and criticism. 

3. Meetings: Team, Board and Congregation 
In our team, Board and congregational meetings, we seek to be as concerned about how we 
conduct meetings, communicate with each other and make decisions, as we are about the 
issues. 

We expect our leaders to consider the opinions of the wider congregation in making decisions, 
but are also cognizant of the need for leadership in decision-making. 

We expect our leaders to keep the congregation informed through frequent and open 
communication, forums, and other ways of staying in touch. 

We expect the leaders to honour the confidentiality of their office. In all meetings we use due 
process when taking initiatives or making decisions. 

On a regular basis at the end of team and Board meetings we review how well we have 
honoured the Covenant. 

4. Outreach (Community of Caring) 
In keeping with our vision statement, we focus on creating a community of caring and 
unconditional acceptance among members of our church community, those who are new to our 
church community, and those in the broader community. We recognize that our congregation 
exists within a broader community: locally, nationally, and globally, and we seek to speak and 
act for the greater good of all. 

5. Disagreements 



B e h a v i o r a l  C o v e n a n t  | 3 

 

Red Deer Lake United Church – Policy Book 
 

We honour diversity and the uniqueness of each individual. When we encounter change with 
which we disagree, we will first address our concern with the appropriate person or group. 

Mistakes and inappropriate choices are understood as part of a process from which we learn.  

We recognize that conflict is natural and we view it as an opportunity for growth. 

When conflict arises, we acknowledge that it exists; we approach it fearlessly; we address it 
respectfully and in a timely matter; we seek resolution in positive, non-adversarial ways. 

When we feel we must speak “our truth” to another person, we endeavour, as the Scripture 
says, to “speak the truth in love.” 

When congregants do not agree with decisions made, dissenting opinions are expressed 
respectfully, and those who disagree seek to find ways to continue to support the community. 
Where that is not possible, we conduct ourselves in a manner that does not adversely affect the 
community or our own integrity.  

6. Personal Responsibility and Power 
We realize that the life and mission of the congregation is the collective responsibility of all; 
therefore we offer our share of support in presence, finances, and gifts of time and ability.  

We recognize that our strength as a church community is the active involvement of our people. 
As we encourage community members to be involved and to take on leadership roles in our 
various teams and initiatives, we acknowledge our joint responsibility to nurture and to provide 
support and appropriate opportunities for skill development and personal growth. 

We celebrate the use of personal power and influence for the empowerment of others and for 
the development and implementation of community goals. We strive to use our power in ways 
that respect individuals and the community, leaving room for the participation of others. 

We follow due process when taking initiatives or making decisions. We avoid conflict-of-interest 
in decision-making and dealings on behalf of the congregation. 

7. General 
We govern and conduct ourselves in ways that are consistent with the ethos and the policy of 
the United Church of Canada. 

B.  Affirmations  

As followers of Jesus Christ and members of his church, we affirm these things: 

 We desire a healthy and vibrant congregational life where love is shared, faith is nourished, and 
all are invited to grow in the likeness of Jesus Christ. 

 We offer to each other and to God prayerful stewardship of our time, talents, and treasure.  

 We support and care for one another as individuals and as a congregation. We listen carefully to 
one another, respecting one another’s perspectives while trusting that the group possesses 
wisdom that is greater than one individual.  

 We create a safe atmosphere within the congregation in which we can honestly and openly raise 
questions and respectfully express our own opinions. When conflict arises we deal directly with 
the people involved as a first step in problem solving. We avoid personal attacks or blame and 
seek to resolve conflict at the most direct level. We adhere to the Manual and access resources 
of the United Church of Canada.  
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 We honour and trust the contributions of others and express appreciation to one another in 
specific terms.  

 We trust those whom we choose to serve as elders or team members. 

 We participate in the process of decision-making and respect decisions after they are made. 

 We support the majority decision.  

 We follow the law of the church as set forth in the United Church of Canada Manual. We respect 
the terms of our Governance Model. 

 We conduct the business of the church in an open and transparent manner.  

 We are careful stewards of the church’s resources.  

 We strive to be clear and accurate in our communications with each other. 
Adopted by Church Board  

September 8, 2015 

Revised December 4, 2015 
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Governance Model 
 

 February 2008 – Presented to the congregation. Adopted at Congregational meeting 

 February 2008 – Approved by the congregation and Board 

 May 2008 – Amended. Draft amendments reviewed 

 June 2008 – Amended. Required redrafting 

 April 2009 – Amendments (3) added to document 

 May 2009 – Amended 

 May 2015 – Amendments presented to the Board 

 May 2015 – Amendments adopted and added to document. Replaced text removed.  
o RDLUC Governance Model Guiding Principles 

 August 2015- Amendments adopted and added to the document. Replaced text removed. 
o RDLUC Governance Model – Appendices A and E approved 

 September 2015 – Amendments adopted and added to document. 
o RDLUC Governance Model – Appendix B 

 October 2015 – Amendments adopted and added to document 
o RDLUC Governance Model – Appendix C 

 December 2015 – Amendments adopted  
o RDLUC Governance Model  - Appendix A1, B, C, D, E 

 September 2016 – Added to Document 
o RDLUC Governance Model – Appendix A1, B, C, D, E 

 December 2016 – Amended Document 
o RDLUC Governance Model  - Appendix C 

 April 2017 – Amended document 
o RDLUC Governance Model – Appendix D 

 August 2017 – Amended document 
o RDLUC Governance Model  - Appendix B 
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Red Deer Lake United Church 

Governance Model 

 

 
 

February 10, 2008 
 

(Last Amended: August 2017) 
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Amendments 

Date Description 

June 23, 2008 Committees: 5. Board Relations 

April 28, 2009 Finance Committee Terms of Reference 

April 28, 2009 Stewardship Committee Terms of Reference 

May 26, 2009 Communication Committee Responsibilities 

May 12, 2015 Adopted 

 RDLUC Governance Model Guiding Principles 

Amendments for review  

 Appendix A: The Church Board – Mandate, Roles and Responsibilities 

 Appendix B: Visioning Statement/Action Plan document 

 Appendix C: Teams 

 Appendix D: Staff Role Descriptions and Performance Feedback 

 Appendix E: The Congregation, Meetings and the Larger Church 

July 16, 2015 Adopted 

 RDLUC Governance Model – Appendix E 

August 12, 
2015 

Adopted 

 RDLUC Governance Model – Appendix A1 

September 8, 
2015 

Adopted 

 RDLUC Governance Model – Appendix B 

October 13, 
2015 

Adopted 

 RDLUC Governance Model – Appendix C 

December 8, 
2015 

Adopted 

 RDLUC Governance Model – Appendix A1, Appendix B, Appendix C, 
Appendix D (Draft) 

January 8, 2016 Adopted 

 RDLUC Governance Model – Guiding Principles 

September 22, 
2016 

Added to Document 

 Amendments to RDLUC Governance Model – Appendix A1, B, C, D, E 

December 13, 
2016 

Amended 

 Appendix C 

April 11, 2017 Added to document 

 Appendix D 

August 1, 2017 Amended 

 Appendix B 
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Red Deer Lake United Church Governance Model 

The Red Deer Lake United Church Streamlined Board Governance Model conforms with the 
expectations of the United Church of Canada with the board being elected by, and accountable to, the 
congregation. Staff members, as well as teams appointed by the board, are accountable to the board 
and, ultimately, the congregation for living out and achieving the purpose, guiding values, shared 
vision, and action plan. These were developed, and will continue to evolve, with the active 
involvement of members of the church community. 

Guiding Principles 

1. This revised Governance Model builds on the solid foundation that was established in 2009 as a 
new pastoral charge (with the amalgamation of Midlands United Church and Red Deer Lake 
United Church) and articulates new provisions in keeping with Red Deer Lake United Church’s 
statement of purpose, guiding values, shared vision, and action plan. 

2. Our governance model is in clear conformity with the 2013 Manual of The United Church of 
Canada (http://www.united-church.ca/files/handbooks/manual_2013pdf) and is based on the 
Streamlined Board Model in accordance with section 279. 

3. The streamlined board discerns mission, forms policy, develops strategies, deploys leaders, and 
monitors progress. Staff and team members have the freedom and authority to act, guided by 
the congregation’s purpose, core values, shared vision, and action plan. Appendix A – Church 
Board-Mandate, Roles and Responsibilities. 

4. The document, Red Deer Lake United Church – Building on a Solid Foundation and Articulating a 
Vision for the Future states our purpose, guiding values, a shared vision for the future, and 
action plan to move towards the vision. It was developed through the active involvement of 
members of the church community and adopted by the board in September 2014. The 
document serves as a framework for action for the board, staff, teams, and members of the 
church community. It is a living document that will be reviewed on an ongoing basis (at least 
once annually) and revised in response to changing circumstances, needs, and priorities as a 
church community committed to helping one another in our journeys of life and faith. Appendix 
B – Building on a Solid Foundation and Articulating a Vision for the Future. 

5. In keeping with the Streamlined Board Model, the board provides overall direction and 
boundaries to teams (formerly called committees) while empowering them to manage their 
mission and mandate as they see fit. The teams and their terms of reference are established by 
the board and reviewed at least annually. Each team has a member of the board designated to 
serve as a liaison. Appendix C – Teams. 

6. The basis of this governance model is that the day-to-day work of Red Deer Lake United Church 
is managed and administered by the church’s ministry team and paid staff, who are accountable 
to the church board. The minister coordinates the day-to-day work of the staff. The Ministry and 
Personnel Team has responsibility for collaboratively developing role descriptions and assigning 
a liaison for each staff member to offer ongoing support and feedback. Appendix D – Personnel 
Role Descriptions. 

7. We believe that effective two-way communication is the key to good governance. Ongoing 
opportunities are provided for members of the church community to be informed, share 
feedback, have an active voice in the decision-making process, and participate in an annual 
review of the status of the objectives and goals outlined in the visioning statement and action 
plan. Appendix E – The Congregation, Meetings and the Larger Church. 
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Appendices 

 Appendix A1: The Church Board – Mandate, Roles and Responsibilities  

 Appendix A2: The Board of Trustees  

 Appendix B: Visioning Statement/Action Plan document  

 Appendix C: Church Teams  

 Appendix D: Staff Role Descriptions and Performance Feedback  

 Appendix E: The Congregation, Meetings and the Larger Church  
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Appendix A1- the Church Board- mandate, roles and responsibilities  

 

The governing body (the board) exercises leadership in the care and oversight of the congregation. 

Membership 

The board has the following members:  

 Officers: Chair (elected by the congregation), Secretary and Treasurer (elected by the board); and 

 not less than five (5) nor more than nine (9) full members of the congregation who are involved in 
the life and work of the church, elected by the congregation; and 

 ministry personnel settled in or appointed to the congregation; and 

 lay representatives to the presbytery; and 

 Past Chair. 

Quorum 

The quorum for a duly constituted board meeting will be five (5) board members and must include one 
of the ministry personnel settled or appointed to the congregation. In the absence of ministry 
personnel, another person appointed by presbytery must attend the meeting.  

Term of Office 

Board members shall be elected for a term of two (2) years, except for the Past Chair who shall serve a 
term of one year. Members may serve a total of three (3) consecutive terms, six (6) years. This limitation 
also applies to lay representatives to presbytery as board members, even though they can serve a longer 
term as a lay representative to presbytery. This limitation does not apply to ministry personnel settled in 
or appointed to this congregation. 

Responsibilities and Authorities 

The board provides visionary leadership, oversees the spiritual interests of the congregation, has general 
oversight of the finances of the congregation, and also deals with pastoral relations and temporal 
matters. This includes recognizing spiritual gifts and empowering the passion of leaders in mission and 
ministry. 

1. The board shall: 
a) maintain an overview of the health and vitality of congregational life and take such actions or 

give such directions (as it has authority) to assure the health and well-being of the congregation; 

b) fill vacancies that occur between annual congregational meetings; 

c) conduct a regular (at least once annually) review of the Visioning Statement and Action Plan and  
provide status updates at the annual congregational meetings;  

d) recommend the annual budget of the congregation to the annual congregational meetings; 

e) assign liaisons to work with one or more congregational team(s), be watchful of their 
effectiveness, and represent their concerns or needs to the board;  

f) appoint a nominations team responsible for recommending people who are eligible, suitable, 
and willing to serve in positions in the congregation; and 
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g) be the court of the congregation and fulfill the functions specified in The Manual. 

2. Spiritual Matters  
Responsibility of oversight of the spiritual interests of the congregation, include: 

a) admitting people as full members;  

b) removing people as full members; 

c) granting certificates of transfer of membership; 

d) the discipline of members; 

e) the administration of the sacraments; 

f) Christian education; 

g) public worship; 

h) the use of the church building; 

i) congregational care and visiting; and 

j) outreach in evangelism and social action.  

3. Financial Matters 

Responsibility of oversight of the finances of the congregation include: 

a) encouraging contributions (fundraising) for the life and work of the congregation; 

b) ensuring disbursement of funds for the above purpose, governed by the following order of 
priority: 

i. remuneration of the ministry personnel serving the congregation;  

ii. assessments payable to the United Church pension fund and the group insurance plan;  

iii. salaries of other staff of the congregation;  

iv. assessment to meet presbytery and conference expenses;  

v. other capital and current expenses of the congregation; and  

vi. repayment of all indebtedness; 

c) encouraging contributions for the support of the total work of the United Church of Canada, 
including the Mission and Service Fund; 

d) authorizing borrowing funds for the day-to-day operations of the congregation, or for any 
indebtedness normally discharged during the current calendar year;  

e) reporting to the congregation at least annually:  

i. detailed statement of its receipts and expenditures, for which an Independent Review 
has been performed;  

ii. a detailed statement of the receipts and expenditures of the Board of Trustees for which 
an Independent Review has been performed; and  

iii. a statement showing the estimated amounts required to carry on the work for the 
ensuing year with suggestions as to methods for acquiring the necessary funds.  
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4. Pastoral Relations Matters 
The board has the responsibility to deal with pastoral relations (matters involving the ministry 
personnel, and the terms and conditions by which they serve the congregation) as directed by the 
congregation.  

5. Temporal Matters 
The following activities are also the responsibility of the board: 

a) complete the annual congregation statistical and information forms and submit them to the 
appropriate General Council working unit and presbytery office by February 28 of each year;  

b) receive and make available to the members of the congregation reports on the actions of 
presbytery, Conference, and General Council;  

c) transmit to presbytery representations from the congregation concerning the pastoral 
relationship;  

d) give lawful orders and directions to the trustees concerning matters of property;  

e) when authorized by the congregation, represent it in meetings with presbytery or its 
representatives to deal with changes to the pastoral relationship and matters of amalgamation, 
realignment, reconstitution, or the disbanding, of the congregation; and 

f) fulfill other duties assigned by the congregation, with the consent of presbytery. 

Chair 

1. Election: The congregation is responsible for electing a chair of the board.  

2. Eligibility: The following are eligible for election:   

a) full members of the congregation; 
b) ministry personnel settled in or appointed to the congregation. 

3. Responsibilities: The chair is responsible for overseeing the life of the board and with a view to 
assuring that the congregational values and vision are upheld as outlined in the Visioning Statement 
and that the Action Plan objectives are being achieved. This includes: 
a) presiding and keeping order at board meetings; 
b) taking votes and announcing the results; 
c) voting only if there is a tie;  
d) holding office until the end of the term; 
e) providing interpretation of the motions and policies of the congregation; 

f) maintaining open and ongoing dialogue with ministry personnel and team leaders. 

Secretary 

1. Election: The board is responsible for electing a secretary, who must be a member of the board. 
2. Responsibilities: The secretary is responsible for: 

a) taking minutes at all board meetings;  
b) receiving and sending correspondence for the board;  
c) ensuring the minutes, the membership roll, registers, records, and all other documents of the 

board are kept safe; and  
d) sending the minutes, membership roll, and other records to presbytery annually for review. 

Treasurer 

1. The board is responsible for electing:  
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a) a member of the board as  treasurer for the congregation; and  
b) a treasurer for the Mission and Service Fund and other funds for the mission of the wider 

church. 
The same person may serve as treasurer of both. 

2. The treasurer of the congregation is responsible for:  
a) receiving all funds for the ministry of the congregation from offerings and other sources;  
b) disbursing these funds under the direction of the board;  
c) keeping records of all receipts and disbursements; and  
d) reporting on the funds as required by the board or team responsible. 

3. The treasurer for the Mission and Service Fund is responsible for:  
a) receiving all funds given for the Mission and Service Fund and other funds for mission of the 

wider United Church;  
b) keeping a record of the funds given by each donor in an account separate from the other funds 

of the congregation or pastoral charge;  
c) sending the funds monthly to the appropriate General Council working unit; and  
d) reporting on the funds as required by the board or team responsible. 

Teams 

A team (previously called a committee) may be two or more persons accountable to the board. The 
board shall approve teams and the terms of reference for each team, and review regularly (at least once 
annually) the teams’ mandates and membership. In keeping with the Streamlined Board model 
(http://www.united-church.ca/files/handbooks/models-of-board-governance.pdf), the board will 
empower teams by providing general direction and boundaries for action while freeing the teams to 
manage their mission and mandate as they see fit. 

1. Role of Teams: The model intends to enable congregational members to focus their time and energy 
in the ministry and mission for which they have a passion. 

2. Minutes: Teams are encouraged to maintain minutes of all meetings. Certain teams may be 
required to submit minutes to the secretary of the board. 

3. Reports: Each team shall be in regular contact with its liaison. Each team shall submit a yearly report 
recapping its past year’s activities to be included in the congregation’s annual report.  

4. Budget: At the request of the finance team each team shall submit its budget requirements to the 
board for the ensuing year. 

5. Spending Authority: Each team shall have authority to spend funds as in accordance with the 
congregational budget. 
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Appendix A2- the Board of Trustees  

 

Red Deer Lake United Church shall have one Board of Trustees. See The Manual, Section 250-272. 

The functioning and work of The Board of Trustees shall be in conformity with the Trustees Handbook. 
All members of the Board of Trustees shall possess a copy of this handbook. www.united-
church.ca/en/handbooks 

Meetings  

251 Calling.  

 Meetings may be called:  

(a) by a member of the Order of Ministry who has been settled in or appointed to the Pastoral 
Charge; (2007)  

(b) by a Designated Lay Minister who has been appointed to the Pastoral Charge and recognized by 
the Conference; (2007)  

(c) by the Pastoral Charge Supervisor; or  

(d) by at least two (2) of the Trustees.  

252 Notice.  

(a) Notice of meetings in writing, whether of ordinary meetings or of special meetings, shall specify 
the time, place, and purpose of such meeting. Such notice shall be either personally delivered to 
each Trustee, or mailed to or delivered to each Trustee at their usual place of abode or business.  

(b) Ordinary meetings may be called at any time by giving at least one (1) day’s notice in writing to 
each Trustee in the manner aforesaid, or by public announcement at a service for public worship 
at least one (1) day prior to such meeting.  

(c) Every meeting of the Board of Trustees for considering the making of any alteration of or addition 
to any building on the lands, or any part thereof, or for considering the sale, mortgage, 
hypothecation, lease, or exchange of the lands, or any part thereof, except the letting or sale of 
pews, seats, vaults, tombs, or burial plots, or for considering any litigation or legal proceedings in 
connection with the trust estate, shall be deemed a special meeting, and each member shall be 
entitled to seven (7) days’ notice in writing.  

(d) Notwithstanding anything hereinbefore contained, no meeting or any business transacted 
thereat shall be invalid by reason of any lack or defect of service of notice arising from inability 
to ascertain the usual place of abode or business of any Trustee.  

(e) No Trustee who is personally liable for payment of any indebtedness in respect of the property of 
a Congregation shall be removed without their consent unless at least eight (8) days’ notice in 
writing of such meeting shall have been mailed to each Trustee at their last known address, 
which notice shall state the business to be transacted at such meeting.  

253 Quorum.  

 A majority of the Trustees shall form a quorum, save when the number of Trustees exceeds nine (9), 
in which case five (5) shall form a quorum.  

254 Voting.  
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 All questions shall be determined by the majority vote of the Trustees present at a meeting, and the 
Chairperson shall have a casting vote in the event of a tie.  

255 Eligibility.  

 A majority of the members of the Board of Trustees shall be members of the United Church.  

256 Number of Trustees.  

The Board of Trustees shall consist of not fewer than three (3) or more than fifteen (15) members, 
including ex officio one (1) of the settled or appointed members of the Order of Ministry. The number 
of members of the Board of Trustees shall be determined from time to time by the Congregation. 
During any vacancy in the office of Trustee, the remaining Trustees, not being fewer than three (3) in 
number, shall have all the powers of the full Board. Where the number of existing Trustees is more 
than fifteen (15), all such Trustees shall remain in office but no vacancy in the office of Trustee shall 
be filled until the number of Trustees is reduced below fifteen (15), in which case the number shall 
not again exceed fifteen (15).  

Number of Trustees: 

The Board of Trustees of Red Deer Lake United Church shall consist of 7 members plus the minister. 

257 Resignation or Removal.  

In case any of the said Trustees or any Trustee appointed under this provision shall, during their term 
of office, die, resign, or, having been, cease to be a member of the United Church in full communion, 
or remove to such a distance, or fail to attend meetings for such period not less than one (1) year, as 
shall in the opinion of their co-Trustees, expressed by a two-thirds (2/3) vote of said co-Trustees, 
render it inexpedient for them to remain a Trustee, or in case the said Congregation shall think it 
proper to remove a Trustee from their office as Trustee, it shall be lawful for the said Congregation, 
at any meeting called by notice that shall be read from the pulpit by the minister or person officiating 
as minister during public worship and may also be inserted in the printed order of worship of the 
Pastoral Charge or Congregation on each of the two (2) preceding Sundays on which public worship 
is held, to declare by the votes of two-thirds (2/3) of the members then present that such Trustee has 
ceased to be a Trustee of the said Congregation, and such person shall thereupon cease to be a 
Trustee, and at the same meeting it shall be lawful for the said Congregation by a like vote to 
appoint a successor to such Trustee, provided, however, that no Trustee who is personally liable for 
payment of any indebtedness in respect of the property of a Congregation shall be removed without 
their consent unless indemnified to their satisfaction in respect of any such liability  

258 Vacancies.  

(a) Meeting for Appointment. If no successor shall be appointed at such meeting, a meeting may be 
called in like manner for the purpose of filling such vacancy, and at such meeting a new Trustee 
or new Trustees, as the case may require, shall be appointed by the votes of the majority of the 
members then present.  

(b) Calling of Meeting and Notice. At the request of any Trustee or of any seven (7) members of the 
Congregation, the notice calling a meeting for the purpose of declaring or filling a vacancy or 
vacancies in the office of Trustee shall be read from the pulpit by the minister or person 
officiating as minister during public worship and may also be inserted in the printed order of 
worship of the Pastoral Charge or Congregation on each of the two (2) preceding Sundays on 
which public worship is held. For greater clarity, the earliest time at which the meeting may take 
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place is on the day immediately following the second Sunday at which the notice of meeting was 
read during public worship. (2007)  

(c) Adjournment of Meeting. Every meeting called for the purpose of declaring or filling a vacancy or 
vacancies in the office of Trustee may be adjourned from time to time by the vote of the majority 
of the members present.  

(d) Appointment by Presbytery. In case there shall be at any time fewer than three (3) Trustees, the 
Presiding Officer or Secretary of the Presbytery under the jurisdiction of which the said 
Congregation shall be, shall, with the remaining Trustee or Trustees, be the Trustees under these 
presents until the full Board is duly appointed, and at any time thereafter the Presbytery may 
cause notice to be read from the pulpit by the minister or person officiating as minister during 
public worship on two (2) consecutive Sundays requiring the said Congregation to proceed with 
the appointment of new Trustees. And if the said Congregation shall not in the meantime have 
appointed new Trustees in the manner hereinbefore provided, it shall be lawful for the said 
Presbytery, at any time after four (4) weeks from the last giving of such notice, by resolution duly 
entered in the minutes of the Presbytery, to appoint new Trustees. Such appointment shall be 
communicated to the Congregation by notice read during public worship as soon as conveniently 
may be thereafter, and from the time of such communication the Trustee or Trustees so 
appointed shall be a Trustee or Trustees hereunder. (2007)  

Duties and Powers  

259 The Board of Trustees shall discharge such duties and exercise such powers as are set out in 
Appendix II. The Board of Trustees shall obey all lawful orders and directions respectively of the 
Church Board of the Pastoral Charge, the Presbytery, or the Conference. (2007)  

Organization  

260 The Board of Trustees should be properly organized.  

261 Chairperson.  

The settled or appointed member of the Order of Ministry or the Pastoral Charge Supervisor shall 
have the right to preside as Chairperson at all meetings of the Board of Trustees and may appoint a 
deputy to act as the Chairperson. In the absence of the settled or appointed member of the Order of 
Ministry or the Pastoral Charge Supervisor and of any such deputy, the Trustees present may elect a 
Chairperson from among themselves. The Chairperson shall have a casting vote in the event of a tie.  

265 Trusts of Model Deed.  

 Subject to the exceptions set out in section 266, all lands, premises, and Real Property and Personal 
Property acquired for the use of a Pastoral Charge or Congregation of the United Church shall be 
held, used, and administered under the Trusts of the Model Deed. 

267 Direction and Consent.  

The Trustees may acquire, sell, mortgage, exchange, lease, or otherwise deal with the Real Property 
or major Personal Property of any Congregation, or erect, enlarge, demolish, rebuild, or effect major 
renovations to any building held or to be held for any Congregation, only with the prior Decision of 
the Presbytery, in writing, consenting to such action. Such consent shall be sought in the first 
instance at the preliminary planning stage, and at such other times as the Presbytery may direct. The 
application for such consent shall be in writing. The Trustees shall submit such material as the 
Presbytery may require, and:  
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(a) in the case of any acquisition, major renovation, enlargement, or construction, the application 
shall state the source from which funds will be made available; and  

(b) in the case of any sale, mortgage, exchange, lease, or other disposition of Real Property or major 
Personal Property, the application shall give the Presbytery full information. The Church Board 
shall develop, in consultation with the Presbytery, a proposal in respect of the disposition of the 
proceeds after providing for all costs and payment of indebtedness of the Trustees. The 
Presbytery shall make a Decision in respect of such proposal. 

271 Procedures.  

The following procedure should be followed in carrying out the orders and directions of the Church 
Board of the Pastoral Charge or Congregation in connection with any acquisition, sale, mortgage, 
lease, exchange, construction, enlargement, major renovation, demolition, or rebuilding: (a) a 
meeting of the Board of Trustees shall be called, giving each Trustee at least seven (7) days’ notice in 
writing, specifying the time, place, and purpose of the meeting;  

(b) the Board of Trustees should pass a resolution setting out:  

i. the decision to acquire, sell, mortgage, lease, exchange, construct, enlarge, effect major 
renovations, demolish, or rebuild;  

ii. the legal description of the Real Property, or an adequate description of the Personal 
Property;  

iii. the price or costs;  

iv. the terms; and  

v. the proposed application to be made of the proceeds, or the proposed source of funds;  

and authorizing application to be made to the Presbytery for its consent;  

(c) the resolution should be entered in full in the minutes of the Board of Trustees. A copy of such 
resolution should also be made, followed by a certificate which should be signed by the 
Chairperson and Secretary of the Board of Trustees;  

(d) a certified copy of this resolution and application should be sent at once to the Secretary of the 
Presbytery, who should then immediately refer it to the Presbytery Property Team or its 
equivalent, so that the Team can be called together to consider the request and be able to 
submit its report to the Presbytery;  

(e) the Presbytery should then consider the report of the Property Team, and, if it decides to give its 
consent, should pass a resolution to that effect. A certificate should be appended to this 
resolution by the Secretary of the Presbytery; and  

(f) the resolution and certificate should then be attached to the deed, mortgage, or lease of Real 
Property for registration in the appropriate land registry office. 
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Appendix B: Visioning Statement/Action Plan document 

 

Red Deer Lake United Church  

Building on a Solid Foundation and Articulating a Vision for the Future 

Statement of Identity  

We are an inclusive community of works-in-progress who want to participate in 
Something Bigger than Ourselves through faith, love, grace, and compassion. 

We believe this is what Jesus is all about. 

Statement of Purpose 

Together we worship, live in community, explore what it means to be human, live life to 
the fullest, and strive to make this world more like the one God made it to be. 

Our Guiding Values  

 Explore the Faith & Spirituality of Christ  

 Be a Profoundly Inclusive and Affirming Christian Community 

 Practice Justice & Outreach 
Our Shared Vision for the Future 

We commit to the following action plan as a community of people who, guided by our identity, purpose 
and guiding values, build on the successful and valued programs and initiatives already in place, and 
explore new opportunities for ongoing growth and enrichment.  

 

  



G o v e r n a n c e  M o d e l  | 15 

 

Red Deer Lake United Church – Policy Book 
 

 

Our Shared Vision for 
the Future Action Plan to move towards our Vision 

Teams Primarily 
Responsible for 

implementing this 
aspect of the Action 

Plan 

Timeline 
established by 
the teams with 

the board 

1. We will have vibrant 
and robust children 
and youth ministries 
that meet the 
current and 
emergent needs of 
our children, youth, 
and families.  

a. Recruit and sustain appropriate leader(s) and 
volunteers for children’s and youth ministry, 
including the nursery.  

 M&P  

 Board  

 Faith & Spirituality 

 

b. Rejuvenate, integrate, and sustain the 
children’s and youth ministry with 
relationally driven and 
culturally/generationally specific 
programming, building on the success of the 
Godly Play program and providing a separate 
approach for junior and senior high age 
students. 

 Faith & Spirituality 

 Worship  

 

c. Enhance, create, and invest in appealing 
physical space for the children and youth to 
call their own, that is conducive to their 
exploration of faith and spirituality where 
they are at. 

 Outreach 

 Faith & Spirituality  

 Stewardship  

 Property  

 Trustees 

 

d. Create opportunities for our children and 
youth to have an active and meaningful role 
in the worship, life, outreach, and programs 
of the larger church.  

 Faith & Spirituality 

 Congregational Care 

 Outreach 

 Worship 

 

e. Build on existing programs, opportunities, & 
events that encourage healthy families 
(mind, body, heart and soul).  

 Outreach 

 Faith & Spirituality 
 

 

2. We will have the 
systems, procedures, 
personnel, and 
leadership teams to 
effectively 
implement our 
Guiding Principles 
(Appendix A) to live 
out our purpose as a 
community of faith. 

a. Find the right people for our ministry teams, 
Board, and staff.  

 M&P 

 Board 

 Congregational Care 

 

b. Celebrate and support the contributions of 
our ministry teams, and staff. 

 Board 

 All Teams 

 

c. Imaginatively and boldly anticipate and 
envision possibilities for our emergent and 
future staffing and other needs.  

 Board, Finance 

 Stewardship 

 M&P 

 

d. Develop a sound financial plan to ensure we 
have the staffing and leadership needed for 
our current and future needs  

 Board 

 Stewardship 

 Finance 
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Our Shared Vision for 
the Future Action Plan to move towards our Vision 

Teams Primarily 
Responsible for 

implementing this 
aspect of the Action 

Plan 

Timeline 
established by 
the teams with 

the board 

e. Clarify the roles of the Board, church teams, 
ministry teams and staff in providing 
leadership for our faith community, to 
ensure our governance model and team 
structure is achieving its full potential. 

 M&P 

 Board 

 

f. Encourage, empower, and trust our leaders, 
staff, teams, and volunteers in a culture of 
collaboration, cooperation and respect. 

 M&P 

 Board 

 

3. We will boldly 
explore and immerse 
ourselves in the faith 
and spirituality of 
Christ through 
new/familiar and 
ancient/future ways 
that inspire and 
challenge us to be 
fully human. 

a. Offer relevant, meaningful and 
transformative worship that meets the 
spiritual needs of our community where they 
are at and where God is calling them to go. 

 Worship 

 Faith & Spirituality  

 

b. Implement a variety of strategies to identify 
what we are doing well and where we can 
improve. 

 Board 

 All Teams 

 

c. Build on existing programs, activities, and 
resources for the enrichment and practice of 
faith and spirituality for all ages, including 
children, youth, and young adults. 

 Board 

 All Teams 

 

d. Build on the strengths of the music program, 
making provision for a rich diversity of 
engaging, meaningful, and transformative 
musical experiences. 

 Worship  

4. We will be a 
community of faith 
where everyone is 
welcomed, wanted, 
and accepted by 
loving and 
supporting one 
another, creating 
safer and affirming 
spaces for all people 
where faith, 
friendships, and 
peace are nurtured.  

a. Continue to build on the successful 
Congregational Care programs and initiatives 
currently in place  

 Board 

 All Teams 

 

b. Advocate and assist the Affirm Team as they 
lead us into the October vote to become an 
Affirming Congregation. 

 Board 

 Congregational Care 

 

c. Continue to explore and practice what it 
means to be a place and people where 
everyone is “welcome, wanted, and 
accepted.” 

 Board 

 All Teams 

 

d. Build on the already effective Hospitality 
Team programs and initiatives for connecting 
with people, including those new to our 
church, and facilitating the creation of a 
welcoming community. 

 Hospitality 

 Stewardship 
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Our Shared Vision for 
the Future Action Plan to move towards our Vision 

Teams Primarily 
Responsible for 

implementing this 
aspect of the Action 

Plan 

Timeline 
established by 
the teams with 

the board 

e. Foster and promote opportunities for people 
to make a spiritual commitment through 
such things as baptism and membership 
classes. 

 Worship 

 Faith & Spirituality 

 

f. Build on initiatives currently in place to 
facilitate the involvement of individuals to 
volunteer and actively participate in church 
programs and initiatives. 

 Board 

 All Teams 
 

 

g. Promote and facilitate open, direct, 
respectful communication, hear the voice of 
the people and respond appropriately. 

 Board 

 All Teams 
 

 

5. We will be outward 
focused in serving 
the broader world, 
both locally and 
globally, through 
justice and 
compassion 
initiatives for all 
people. 

a. Rebuild the Outreach & Justice Team, 
exploring why outreach and justice are a 
foundational part of our faith and 
spirituality. 

 Board 

 Faith & Spirituality 

 Outreach 

 Worship 

 

b. Use our space and organize events to invite 
members of the surrounding communities 
into the church building. 

 Board 

 All Teams 

 

c. Discover and connect with local community 
groups, non-profits, social entrepreneurs, 
and faith organizations that we would like to 
partner with and support.  

 Board 

 Outreach 

 

d. Be present in local neighbourhoods to affirm 
and support the projects, events, and work 
of other organizations and groups. 

 Outreach 

 Faith & Spirituality 

 Worship 

 

e. Create opportunities for all ages to be 
physically and wholly involved in service 
projects locally, nationally and 
internationally. 

 Outreach 

 Faith & Spirituality  

 

f. Discover the justice and outreach needs in 
our surrounding communities and decide 
which to be involved with.  

 Board 

 Outreach 

 

g. Educate and foster a sense of outward 
service, including our involvement in the 
“Mission and Service” initiatives of the 
United Church of Canada.  

 Board, Worship 

 Faith & Spirituality 
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Our Shared Vision for 
the Future Action Plan to move towards our Vision 

Teams Primarily 
Responsible for 

implementing this 
aspect of the Action 

Plan 

Timeline 
established by 
the teams with 

the board 

6. We will have 
effective marketing 
and communications 
to assist in the 
promotion and 
awareness of who 
we are and what we 
are doing. 

a. Enhance, maintain, and keep relevant our 
communication tools such as website and 
social media  

 Board 

 All Teams 

 Staff 

 

b. Develop effective internal and external 
marketing and communications strategies to 
engage the congregation and the wider 
community. 

 Board 

 Communications 

c. Maintain a relevant and engaging presence 
consistent across all media. 

 Communications 

 Board 

 
 

7. We will create a 
culture of generosity 
and abundance by 
practicing 
stewardship of our 
gifts, time, 
resources, and 
presence.  

a. Rebuild, support, and affirm the Stewardship 
Team. 

 Board 

 Stewardship 

 Worship 

 

b. Celebrate the significant contribution made 
by those who are actively involved as 
volunteers in supporting the life and work of 
our faith community on an ongoing basis. 

 Board 

 All Teams 

 

c. Provide opportunities for individuals to 
develop a better appreciation for the gifts 
and talents that they may have to offer and 
promote their active involvement in sharing 
their gifts and talents to support the life and 
work of our church. 

 Board 

 All Teams 

 

d. Oversee the Finance Team structure and 
processes such as the budget to ensure it 
meets our current and emergent needs.  

 Board 

 Finance 

 

e. Imagine and create new practices of 
generating revenue such automatic giving, 
online giving, grant writing, wills, memorial 
gifts, and fundraising outside the 
congregation. 

 Board 

 Stewardship 

 Finance 

 Communications 

 

f. Educate the congregation about how church 
finances and energy work and develop ways 
to foster active participation that honours 
our Congregationalist roots and empowers 
our leaders to lead.  

 Board 

 Finance 

 Stewardship 

 Communications 

 Worship 

 

g. Make it easy to donate.   Board, Stewardship 

 Finance 

 Communications 
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Our Shared Vision for 
the Future Action Plan to move towards our Vision 

Teams Primarily 
Responsible for 

implementing this 
aspect of the Action 

Plan 

Timeline 
established by 
the teams with 

the board 

8. We will be actively 
engaged in 
influencing and 
shaping the future of 
Red Deer Lake 
United Church and 
our broader church, 
the United Church of 
Canada.  

a. Educate our community of faith about our 
role within the United Church and our roles 
within the world.  

 Board 

 Outreach 

 Faith & Spirituality, 

 Worship 

 Stewardship 

 

b. Pray and discern where the Spirit is leading 
RDLUC and the United Church of Canada 
through restructuring and change processes.  

 Board  

 All Teams 

 

c. Pay attention to cultural and spiritual trends 
and movements (generative work) and 
respond accordingly. 

 Board  

d. Have the courage to let go of what no longer 
works and be open to change, growth, and 
transformation.  

 Board 

 Worship 

 Stewardship 

 M&P 

 

e. Practice having big imaginations as we 
envision what Church is and can look like in 
the 21st century and beyond for the greater 
good of this faith community. 

 Board 

 Worship 

 Stewardship 

 M&P 

 

Therefore, to follow where God’s Spirit is leading us, and with our identity, purpose, values, and 
vision in our minds and hearts, we, the Church of Red Deer Lake United, strive to be the kind of 
community that helps one another in our journeys of life and faith.

 

August 2017 
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Appendix C: Church Teams 

 

Our Vision for Church Teams 

Red Deer Lake United Church’s teams (formerly committees) are appointed by the board and are 
accountable to the board and, ultimately the congregation, for living out and achieving the purpose, 
guiding values, shared vision and action plan, that were developed, and continue to evolve, with the 
active involvement of members of the church community. 

In keeping with the Streamlined Board Model, the board provides overall direction and boundaries for 
teams, while empowering them to manage their mission and mandate as they see fit. The teams and 
their terms or reference are established by the board and reviewed at least annually. A member of the 
board is designated to serve as a liaison for each team. 
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 Mandate and Action Plan Priorities Teams  

Communication 

 

 Sharing the story of the life and work of Red Deer Lake 
United Church in a variety of ways including our website, 
social media accounts, church bulletins and brochures and 
through the active involvement of church community 
members as key communicators. 
Vision: Informing and engaging members of the church 
community and the broader community through a variety of 
rich communication strategies designed to share the Red 
Deer Lake United Church story 

Advertising and Marketing   

Bulletin Board  and Get Involved 
Table 

Digital Photo Display 

Messenger Newsletter 

Website and Social Media  

Church signage 

Congregational 
Care  

 

 Support the Congregational Care Counsellor and 
Coordinator, Vi Sharpe, in collaborating with Rev. Coates, 
the Congregational Care Team, and members of the church 
community in caring for and supporting others in their 
journeys of faith. 
Vision: Creating a caring, supportive, spiritually enriching 
culture in Red Deer Lake United Church as a foundation for 
serving others. 

One on One Visitation Ministry  

Cards  

Prayer Ministry  

Spiritual Care  

Qi gong  

Grief Support Group 

Healing Ministry  

Community  Help to create community within and outside the church 

proper through a variety of ways such as the concert series, 

movies, turkey suppers, family fun days, picnics, etc. and 

provide opportunities for members of the church 

community to participate in a variety of informal events and 

social activities which promote fellowship.  

Vision: Reaching out, coming together, developing a sense 

of community with our Christian faith as a foundation. 

Concert Series  

Positive Impact  

Movie Night  

Men’s Breakfast Group  

Sister Friends  

Craft Group  

Solo Sociables  

Turkey Supper  

Connect  

Big Band Dance  

Church Picnic  

Family Fun Days  

Faith and 
Spirituality 

Provide opportunities for children, youth and adult 

members of the church community to grow in their faith 

and spirituality.  

Vision: Providing opportunities for individuals of all ages to 

learn and grow together in faith and spirituality as an 

affirming, inclusive, Christian community. 

Faith and Coffee  

Metaphysical Mondays 

Church 101  

Home Church  

Spiritual Direction  

Kidz Zone 

Youth Group  
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 Mandate and Action Plan Priorities Teams  

Finance  Oversee the financial operation of the church and ensure 

that appropriate resources are available to support 

programs and initiatives. 

Vision: Building a solid financial foundation to enable RDLUC 

to pursue our dream of all that we can become as a church 

community. 

Legacy Giving  

Fundraising  

Hospitality Engage members of the church community as ushers, 

greeters, welcomers, and volunteers to provide a warm, 

friendly atmosphere before and after the Sunday services 

and to create a strong sense of coming together as 

members of a faith community. 

Vision: Working together to create the sense, in our journey 

of Christian faith, that we are all in this together and this is 

a good place to be.  

Ushers, greeters, welcomers, 

family teams, nursery volunteers  

Coffee and lunch  

Digital Church Community Photo 

Display  

Fifth Sunday Soup Lunch 

Ministry and 
Personnel 

Recruit appropriate staff members and liaise with staff to 

ensure that a good working environment is in place and 

opportunities are provided for skill development and 

professional growth. Make recommendations for salaries 

and ensure that performance reviews are conducted 

annually. Provide a confidential channel for conflict 

resolution in the event issues arise between staff members 

or between staff and congregants, which are not resolvable 

privately by the involved parties. 

Vision: Empowering and supporting our staff to succeed to 

the best of their ability in fulfilling their roles and 

successfully implementing our vision statement/action plan. 

 

Outreach and 
Justice 

Provide programs and services through the church to the 

broader community. 

Vision: Reaching out, serving the broader community and 

addressing justice issues. 

Drop-in Centre Annual  

Sandwich Bee  

Child Initiative Project  

Bottle recycling  

Christmas projects  

Tough as Her  

Food Bank  

Property Maintain and enhance the church facility and property 

Vision: Maintaining and enhancing our church facility and 

property to meet our needs and enable us to pursue our 

dreams. 

Memorial Garden 
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 Mandate and Action Plan Priorities Teams  

Stewardship Work closely with the Finance team in providing 

opportunities for individuals to support the life and work of 

the church through financial contributions and promote 

opportunities for members of the church community to 

share their gifts and talents.  

Vision: Making things happen through generously sharing 

our gifts and talents. 

 

Worship Work with the Minister and the Music Director to develop 

and implement worship experiences that are 

transformative, diverse, meaningful and uplifting, and 

effective in meeting the needs and desires of the 

community. This process involves passing on feedback, 

brainstorming ideas, helping plan what worship looks like, 

and what is included throughout the year. 

Vision: Supporting the members of our diverse community in 

their journeys of Christian faith, through worship that is 

engaging, meaningful and transformative. 

A/V Team 

Music Ministry 

Adult choir  

Communion  

Creative Team 
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Appendix D: Staff Role Descriptions and Performance Feedback 

 

It is the basis of the Red Deer Lake United Church (the church) governance model that the day-to-day 
work of the church is managed and administered by the ministry team and paid staff, who are 
accountable to the church board. The minister coordinates the day-to-day work of the staff. 

The Ministry and Personnel (M&P) team is responsible for developing and implementing role 
descriptions for each staff member as well as a process for an annual performance review.  

Role Descriptions 

Administrative Coordinator 

Position reports to:   Minister, Ministry Personnel Chair and M&P Representative 

Position Responsibilities  

Administrative coordinator will be responsible to the Board through the Ministry Personnel Committee 
and will report to the supervision of the Minister. All duties will be treated in the utmost confidentiality 
as required. 

Administration 

 Assist, coordinate, advise and direct volunteers. 

 Provide administrative support for the staff, leadership and minister(s). 

 Supervise activities and duties of custodian, security and miscellaneous service personnel.  

 Coordinate activities in the church buildings and allocate and/or arrange rental of space for 
functions. This includes preparation of Lease Agreements and collection of appropriate tenant 
documentation as directed by the Board of Trustees. 

 Maintain the Church databases: Servant Keeper, inventory, office general ledger 

 Maintain the Historic Roll.  

 Maintain and coordinate the church calendars  

 Coordinate and prepare the Annual Report and Annual Statistics 

 Order all office supplies as required. 

 Security Checks:  Maintain Volunteer Alberta membership, provide security clearance letters for 
applicants, maintains a secure file for Police Check reports.   

 Stampede Security System: Church contact and maintenance of key distribution and security 
code assignments 

 Maintain Observer subscriptions account for the church and church members. 

 Ceremonies – Wedding coordinator, Baptism coordinator, and assist in the preparation of 
funerals/memorials.  

 Maintain the Memorial Garden Book and liaison between Memorial Garden Committee and 
Friends of the Garden.  Assist in preparation for interments and keep records.   
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 Update church records in registers and Servant Keeper for weddings, baptisms and 
confirmations. Prepare all certificates, and orders of services as required.  Coordinate and 
communicate all requirements to participants for weddings and other ceremonies; coordinate 
staff for weddings, such as sound techs, pianists, wedding hostesses etc.    

Board Support 

 Prepare monthly docket and official minutes for signature. Maintain the yearly Official Board 
minutes binder to be sent for review by Calgary Presbytery every two years.    

 Provide assistance for preparation of materials for Congregational meetings - PowerPoint slide 
and handouts. 

 Maintain the RDLUC Policies binder 
Accounting 

 Bookkeeping - Process monies received in the Church office for deposit – Accounts payable and 
receivable. Monthly review/audit of Servant Keeper, Treasurer’s Quickbooks and Administration 
Quickbooks accounts.  

 Maintain all online accounts: Square, Pushpay, Stripe, Paypal, Point of Sale 

 Envelope Steward 
Technical Support 

 Provide technical support for the server system and ensure regular maintenance of all 
computers, including purchase and upgrading of software as required, and email set-up 

 Ensure office equipment is in working order and arranging for servicing when required. For 
church related maintenance issues, contacting the Property Committee 

Pay & Benefits  

 Office hours are Monday through Friday,  for a total of 21 hours per week 

 Paid overtime may be requested and sent to MP Committee for approval. 

 Six paid sick days per year 

 Four weeks paid vacation  

 Education allowance provided 

 As required by the UCC, enrolled in the United Church Pension Plan, and benefits package. 

 Monthly salary will be set annually by the RDLUC Board 

 
Communications & Marketing Administrator 

Position reports to:   Minister, Ministry Personnel Chair & M&P Representative 

Position Responsibilities  

Communications & Marketing Administrator will be responsible to the Board through the Ministry 
Personnel Committee and will work under the supervision of the Senior Minister. 

General Administration 

 To assist, coordinate, advise and direct volunteers  
 Provide administrative support for the staff, leadership and minister(s). 
 Prepare correspondence for the minister and team leadership  
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 Send out newcomers’ emails, providing them with information as needed.   
 Ensuring office equipment is in working order and arranging for servicing when required. 
 Ceremonies – Assist in the preparation of funerals/memorials 

Sunday Worship 

 Sunday Worship support – Prepare bulletins, worship and announcement slides, AV script. 
Consult with Music Director to ensure music is correct for slides. Coordinate scripture readers as 
required. 

 Work with minister to design power point presentations and graphics which meet the needs of 
the worship service.  

 Maintain weekly service summary spreadsheet. 
 Gather and catalogue any resources needed and required for worship.  
 Check music as selected for each service to ensure we are permitted under our licensing to use 

it.  Report Hymns used on One License and be familiar with copyrights as they pertain to usage 
of music presented on Power Point.  

Communications 

It shall be noted that any graphics, posters, mediums or any and all other creative content, including 
audio, video, photos, blogs and social media, becomes, without exception, the property of Red Deer 
Lake United Church. 

 Assist the Minister using social media, website, design and other means in the marketing of 
RDLUC 

 Telephone system – maintain and program as required 
 Chair the Communications Team 
 Maintain and update the church website 
 Prepare weekly Messenger and Sunday Messenger 
 Maintain timely and consistent communications on our social media via Hootesuite scheduling.  
 Coordinate and create advertising/marketing campaigns on a number of platforms.  
 Draft press releases to promote the work and ministry of the church. 
 Assist in the branding of RDLUC.  
 Graphic Design – create graphics for website, posters, handbook, brochure, etc.  designs   
 Keep community bulletin board updated weekly and coordinate and maintain the Get Involved 

Table. 
Pay & Benefits  

 Office hours are Monday through Thursday for a total of 21 hours per week 

 Paid overtime may be requested and sent to MP Committee for approval. 

 Six paid sick days per year 

 Two weeks paid vacation  

 Education allowance provided 

 As required by the UCC, enrolled in the United Church Pension Plan, and benefits package. 

 Monthly salary will be set annually by the RDLUC Board 

 
Congregational Care Counsellor 

Position reports to: Minister, Ministry and Personnel Chair and M&P Representative  

Role Description 
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The Congregational Care Counsellor and Coordinator (CCCC) will be responsible for helping our 
community to foster this culture as well as work with our Minister to meet any pastoral counselling 
needs. Specific expectations of the role include: 

 Collaborate with the Minister and team members to ensure congregational care addresses 
existing and emergent needs and priorities in a manner that is purposeful, proactive and 
effective. 

 Empower and support members of the church community in being engaged and responsive in 
their care of one another 

 Facilitate processes for members of the church community to identify needs, assess the 
effectiveness of existing programs in meeting those needs and implementing new programs. 

 Network with Church teams and access resources in the broader community to promote and 
offer services designed to meet current and emerging congregational care needs. 

 Provide leadership in enhancing and effectively implementing our Congregational Care initiative. 

 Liaise with the Minister, staff and Congregational Care team on matters of congregational care 
and provide insights on how to make all aspects of RDLUC more caring, loving and inclusive. 

 Work collaboratively with the Minister in providing counselling and support to congregational 
members. 

 Establish a system for coordinating, documenting and dealing with referrals for congregational 
care and counselling. 

 Work collaboratively with the Minister in providing staff and leaders with training and resources 
within the church community and beyond. 

 Provide referrals for professional care which goes beyond what can be provided within the 
RDLUC community. 

 Work with the staff to communicate care ministry to the congregation.  

 Help plan, provide and lead workshops and presentations to the church community members on 
aspects of health and well-being (spiritual, emotional, mental, familial, etc.), and on other 
important life issues and experiences (young families/parenting, single parents, aging, 
retirement, death/dying, living alone, couple renewal). 

 Be a collaborative and cooperative member of the RDLUC staff. 

 Be accountable to the Minister and Ministry and Personnel team as a member of the church 
staff, and ultimately be accountable to the Board. 

Pay & Benefits  

 15 hours per week 

 Education allowance provided 

 
Custodian 

Position reports to:   Minister, Ministry Personnel Chair and M&P Representative 

Position Responsibilities  
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Custodian will be responsible to the Board through the Ministry Personnel Committee and will report to 
the supervision of the Administrative Coordinator. Meet with a representative of the Property 
Committee at least once per year to review regular cleaning tasks and areas of concern in the church. 

Responsibilities: 

 Weekly  

o Washrooms 

o Floors – vacuuming and washing 

o Kitchens 

o Garbage 

o Dusting 

o Custodial supplies – ensuring supplies are maintained and ordering as required 

o Lighting maintenance 

 Monthly  

o Full cleaning of lower kitchen 

o Coffee system cleaning maintenance 

 Seasonal  

o Snow removal – clearing of all walkways, stairs and exits in a timely manner 

o Grass – maintain the lawns around the church, including the road allowance area. 
Volunteers may take care of the Memorial Garden area. 

o Windows 

o Carpet steam cleaning 

o Dusting of sanctuary chairs, light fixtures 

 Special Events/Functions 

o Examples are: Weddings, Memorial Services, Concerts, Rentals, Fundraising dinners, etc. As 
requested/required from Event Booking form. 

o Coordinated with the Administrative Coordinator 

o Follow-up cleaning of areas as organizing groups are responsible for the initial cleaning and 
tidying up. 

Pay & Benefits  

 Hours are Mondays, Wednesdays, Thursdays and Fridays: plus additional floater hours 
scheduled depending on work required during the week; for a total of 22 hours per week. 

 Overtime may be requested and sent to MP Committee for approval. 

 Two weeks paid vacation  

 Sick Leave: six days per year 

 As required by the UCC, enrolled in the United Church Pension Plan and benefits package. 
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 Monthly salary will be set annually by the RDLUC Board 

 

Kidz Zone Coordinator 

Position reports to:   Minister, Ministry Personnel Chair and M&P Representative 

The primary responsibility for the Kidz Zone Coordinator is to help our children grow in their faith and 
spirituality by coordinating the Sunday morning Kidz Zone ministry. As a spiritual leader, offer yourself as 
a person the children, teachers and assistants can trust and come to with any questions or thoughts. Let 
love be your highest goal. 

Position Responsibilities 

 Collaborate with our Kidz Zone Junior and Intermediate Teachers in developing and 
implementing meaningful and engaging learning and worship experiences for our children. 

 Ensure that our Kidz Zone Teachers have the appropriate Godly Play materials and resources for 
the Sunday morning program by providing the lesson outline by Wednesday of each week. 

 Coordinate any specific volunteer Assistant needs associated with the Kidz Zone Ministry and act 
as back-up to the Junior and Intermediate Kidz Zone Teachers and Assistants when required. 

 Work with the Minister, Kidz Zone Teachers and the Faith & Spirituality team members in 
selecting and implementing appropriate curriculum/content each year.  

 In concert with Minister schedule the dates for the Kidz Zone and All Ages services in September 
and December of each year.  

 Plan and coordinate the activities for the children for the All Ages services throughout the year. 

 Schedule the teaching assignments for the Junior, Intermediate and back-up Teachers in 
December and August of each year. Update the schedule as required. Advise the Office Co-
ordinator of the schedule and any changes to it and have her update the Sign-Up Genius 
volunteer Assistant requirements as needed. 

 For Kidz Zone lessons, be available each Sunday by 10:00 AM (9:30 AM in July & August), as 
required, to ensure the lesson space is ready, Attendance Sheets are prepared for each class, 
Registration forms are available and that Teachers and Assistants have arrived for the lesson. 
After the lesson, ensure space has been cleaned up, collect the weekly Attendance Sheets and 
any new Registration forms. Update the Junior and Intermediate Kidz Zone manuals with new 
Attendance Sheets and Registration forms. Make copies of the weekly Attendance Sheets and 
new Registration Forms for the Office Administrator’s file. Update the Master Registration list 
for each class as required. 

 Ensure that the correct sign is up on the easel at the entrance to the Sanctuary letting the 
parents know if Kidz Zone is on in the Lower Hall versus an All Ages service in the Sanctuary. 

 Greet and welcome parents/guardians of new children taking time to show the Kidz Zone spaces 
and explain the Kidz Zone curriculum. 

 For All Ages services where the children are participating, ensure that you are there 30 minutes 
prior to the start of the service and that Teachers, Assistants and the Worship Committee are 
aware of their roles for the service. 
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 At the end of each month, advise the Finance Team leader of the Honorarium payments 
required for the teaching assignments for that month. 

 Help create and implement new structures and routines for the Sunday morning children’s 
programming. 

 In September of each year, develop and oversee the registration process for all children in the 
Kidz Zone program for the upcoming year. 

 Send out a seasonal newsletter (January and September) to the children’s families letting them 
know what is happening downstairs and what is coming up. Coordinate this with the Minister. 

 Be accountable to the Minister, the Faith & Spirituality team and the Ministry & Personnel 
(M&P) team as a member of the church staff, and ultimately accountable to the Board. 

 Provide constructive feedback on any concerns or ideas you have for improving the Kidz Zone 
program at your Annual Review with your M&P liaison. 

 In January of each year prepare a report for the Annual Congregational Report highlighting 
attendance statistics and any other significant activities that occurred the previous year for the 
KidzZone Program. 

Pay & Benefits 

 8 hours per week 

 
Kidz Zone Teacher 

Position reports to:   Minister, Ministry Personnel Chair and M&P Representative 

The primary responsibility for a Kidz Zone Teacher is to help our children grow in their faith and 
spirituality through our curriculum, rituals, events, crafts and games. To teach them that God loves them 
just the way they are, that Jesus shows us the way God wants us to live and that the church is a safe 
important place by showing them that we value them and modelling that behaviour in your actions with 
them. As a spiritual leader, offer yourself as a person that the children can trust and come to with any 
questions or thoughts they are uncomfortable asking their parents, friends and teachers. Let love be 
your highest goal. 

Position Responsibilities 

 Team 

o Collaborate with the Kidz Zone Coordinator and any volunteers in developing and 
implementing a meaningful and engaging learning worship experience for our children. 

 Familiarize yourself ahead of time for the lesson scheduled to be presented. 

 Get your area ready for the lesson. 

 Ensure that the Assistant is aware of their responsibilities regarding: a) registration of the 
children, b) signing the children in and taking attendance, c) helping supervise the children with 
their crafts or activity, d) signing children out to their parent or guardian once the lesson is 
finished and e) helping with the clean-up. 

 Greet the children once they have been signed in, make them feel at home and introduce 
yourself to anyone who is new. 

 Begin with a prayer or some consistent ritual to bring the group together. 
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 Offer the lesson and/or activities scheduled by the Kidz Zone Coordinator. 

 If food or drink is served ensure that any children with allergies, as per the Registration Forms, 
have those allergies respected. 

 Conclude the lesson by thanking the children for their voices, contributions and gifts and end 
with a blessing or a prayer. 

 Ensure that all children are picked up and signed out by their parent or guardian. 

 Ensure that your area has been cleaned up. 

 Follow-up with Registration Forms for the parents or guardians of any unregistered children. 

 Advise the Kidz Zone Coordinator of any concerns or news regarding the lesson. 
Pay & Benefits 

 4 hours/week 

 
Minister, Full-time 

Position reports to:   Ministry Personnel Chair and M&P Representative 

Position Responsibilities 

 Articulate a theology which works for the 21st Century, taught through worship and Christian 
Education, with an emphasis on inspiring the congregation to a greater sense of our Christian 
faith by interpreting Biblical passages in relation to our daily lives and to Canadian and 
worldwide conditions 

 Nurture and promote personal spiritual transformation 

 Support and empower lay leaders and lay ministries 

 Live a faith that creates strong and confident family life 

 Initiate pastoral connections with families and newcomers 

 Support the ‘welcome’ ministry with event programs that provide an introduction to the church 
as a community of faith, prepare children and youth to be ready for the challenges they will face 
in their lifetime 

 Find new ways of interfacing between the church and its neighbours, moving beyond Sunday 
worship and internal programs 

 Respect the “heart appeal” of offering “country warmth” to urban alienation and loneliness. 
Being a village church on the edge of the city is a viable foundation on which to build. 

An average time allocation per week for this full-time ministry position would be approximately as 
follows: 

Activity  Typical Responsibilities  Hours Per Week 
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Activity  Typical Responsibilities  Hours Per Week 

Worship Preparation  
 Planning of service  

 Worship team meetings  

 PowerPoint service slide preparation  

 Sermon Preparation  

 Delivery  

12 Hours 

(30%) 

Faith & Spirituality  
 Bible Study Class  

 Baptismal Preparation Class  

 Membership Classes  

 Introduction to Faith Classes  

 Affirm 

6 Hours 

(15%) 

Commitment to 
Presbytery and the 
Wider Church  

 Presbytery and Conference events  

 Support for other nearby United 
Churches  

4 Hours 

(10%) 

Team Meetings  
 Participate in various team meetings 

as appropriate  

 Attend monthly church board 
meetings  

4 Hours 

(10%) 

Pastoral Visitation  
 Conduct pastoral visits in homes, 

hospitals, on the telephone, and at 
the church office  

6 hours 

(15%) 

Administration  
 Interact with Office Administration 

and other Church Staff  

 Lay leader recruitment and support 

8 Hours 

(20%) 

Pay & Benefits 

 4 weeks paid vacation  

 Three weeks study leave 

 Sabbatical leave of three months after 5 years of continuous service 

 Housing Allowance based on UCC fee schedule 

 Travel mileage cost 

 Continuing Education/Book allowance: $1,500 per year, cumulative to a maximum of 3 years 

 Basic phone fee coverage, includes caller ID, voicemail, texting package 

 Sick Leave: six days per year 

 As required by the UCC, enrolled in the United Church Pension Plan and benefits package. 



G o v e r n a n c e  M o d e l  | 33 

 

Red Deer Lake United Church – Policy Book 
 

 Monthly salary will be set annually by the RDLUC Board 

 
Minister, Part-time 

Position reports to:   Minister, Ministry Personnel Chair and M&P Representative  

Position Responsibilities 

 Foster relationships with children and youth 

 Foster intergenerational relationships within the congregation 

 Work in collaboration with committees to plan and execute imaginative, interactive 
programming for 

 Train and support volunteer Sunday school and Youth teachers and leaders 

 Play a supportive role in part of the regular Sunday worship service  
An average time allocation per week for this part-time ministry position would be approximately as 
follows: 

Activity  Typical Responsibilities  Hours Per Week 

Children & Youth 
Programs 

 Planning of programs and events 

 Attending team meetings 

 Delivery with the goal of attracting 
children and supporting family life 

10 hours 

(50%) 

Volunteer Leadership 
Training 

 Organizing and/or conducting 
workshops 

 Sourcing and provision of curriculum 
and resources 

 Providing support during activities 

6 hours 

(30%) 

Sunday Worship 
 Participating in planning 

 Attending worship team meetings 

 Preparation and delivery of part of 
worship 

 Providing occasional coverage by 
leading service when the full-time 
minister is absent 

4 hours  

(20%) 

Pay & Benefits 

 Sick Leave: six days per year 

 As required by the UCC, enrolled in the United Church Pension Plan and benefits package. 

 Monthly salary will be set annually by the RDLUC Board 

 
Music Director 

Position reports to:   Minister, Ministry Personnel Chair and M&P Representative 
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Position Responsibilities 

 Facilitate spiritual growth and expression and help explore topics and themes to congregation. 

 Assist music teams such as choir, band, song leaders, etc. to do their best to lead the 
congregation in worship. 

 Provide and oversee all music for Worship Services in collaboration and partnership with the 
Minister regarding: choice of hymns, musical presentations, interludes to complement the 
Ministers message and facilitate and engage the congregation in the worship experience. 

 Lead worship and support any additional musical participants (such as the AV team). 

 Assist guest musicians in selection of music and rehearse with them. Choice should include a 
diverse kind of voice, style and product. 

 Lead the hymns by teaching new music and help set the tone so that the congregants 
participate in worship. 

 Provide special music for the more significant occasions and high holidays. 

 Purchase and secure all rights to new music and be a steward of those resources and organize 
volunteers to help with the organization. 

 Seek opportunities for Professional Development. Pursue personal growth through courses, 
classes and seminars approved by the Worship Committee and Ministry & Personnel Team.  

 Maintain productive and amicable relationships as a team player with all staff, performers and 
the congregation. 

 Provide long range planning and vision in conjunction with the Minister, Worship Team, Ministry 
& Personnel 

 Committee and the Board. 

 Schedule time for weekly dialogue and planning with the Minister. 
Pay & Benefits 

 15 hours/week 

 Contracted position. Remuneration and benefits determined annually by the Board. 

 Education allowance provided. 

 
Youth Leader 

Position reports to:   Minister, Ministry Personnel Chair and M&P Representative 

 

The primary responsibility for the Youth Leader is to help our youth grow in their faith and spirituality by 
spear-heading an engaging Youth Ministry program. We believe youth ministry is relationally-driven 
work helping our youth discover and embrace who they are, who they are becoming and the faith they 
find in Jesus. As a spiritual leader, offer yourself as a person the youth can trust and come to with any 
questions or thoughts that they are uncomfortable asking their parents, friends and teachers. Let love 
be your highest goal. 

Position Responsibilities 
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 Work with the Minister and other church teams to develop meaningful and engaging curriculum 
content that embrace learning, worship and social experiences for our youth. 

 Develop and lead Sunday morning learning and worship experiences for our youth including the 
provision of opportunities for the youth to take on leadership roles and be actively involved in 
Sunday worship services and special events. 

 Ensure all participating youth are registered in the Youth Ministry program and maintain 
attendance records. 

 Collaborate with the Minister in being pastorally available for the youth. 

 Develop relationships and communicate with our youth personally and through the appropriate 
and effective use of technology. 

 Facilitate social gatherings for the youth and opportunities to network with youth from other 
churches and community organizations. 

 Create a safe, accepting, spiritually-filling and inclusive place for youth of all ethnic backgrounds, 
abilities and sexual orientations. 

 Send out a seasonal newsletter (Easter & Christmas) to the youth families letting them know 
what is happening in the youth program and what is coming up. Coordinate this with the 
Minister. 

 Be accountable to the Minister, the Faith & Spirituality team and the Ministry & Personnel 
(M&P) team as a member of the church staff, and ultimately accountable to the Board. 

 Provide constructive feedback on any concerns or ideas you have for improving the Youth 
Program at your Annual Review with your M&P liaison. 

 In January of each year prepare a report for the Annual Congregational Report highlighting 
attendance statistics and any other significant activities that occurred the previous year for the 
Youth Program. 

 Agree to sign and adhere to the United Church of Canada “Code of Ethics for Youth Ministry 
Form” attached as Appendix A to this Role Description. 

Pay & Benefits 

 8 hours/week 

 
Appendix A: Code of Ethics for Youth Ministry Form 

Code of Ethics for Youth Ministry 
The United Church of Canada 

Preamble 

This Code of Ethics and the accompanying commentary provide a standard for people involved in youth 
ministry leadership within The United Church of Canada. It may be used as a guide for education, 
training, screening and accountability for paid staff, volunteers, and those responsible for oversight of 
youth ministry.  

Youth ministry is the process by which God, working through the faith community, immerses youth in 
God’s Story and vision for creation. It includes all of the ways the church and its leaders encourage youth 
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to participate in Christian practices of faith in action. The hope of Youth Ministry is that youth will 
embrace a lifelong commitment to the way of Jesus and make a spirit filled difference in the world.  

1. Faithful to the Call  

a. As a person called into ministry with youth, I serve God in a role that demands my competent 
practice.  

i) Seeking to be a responsible person, I will be aware of my own gifts and abilities, recognize 
the limits of my competence and work within those limits.  

ii) Seeking to be a humble person, I will learn from others, seek feedback about my work, and 
participate in educational and training programs to develop my knowledge and skills relating 
to youth ministry.  

b. The ministry I undertake with youth will require much from me. To continue to offer effective 
ministry I will need to attend to my own health - mentally, emotionally, physically, and 
spiritually.  

i) Seeking to be a wise and self-aware person, I will strive for balance in my use of time, 
money, and personal energy to care for myself and others.  

c. My ministry within the church also takes place within a wider society to which I am accountable 
and within which I am a decision-shaping participant.  

i) Seeking to be an obedient and courageous person, I will comply with the legal obligations 
related to my ministry even when such actions conflict with my wishes or the wishes of 
those with whom I serve.  

ii) Seeking to be an obedient and courageous person, I will work with others to effect legal or 
social change that moves toward God’s vision of justice.  

2. Ministry in Community  

a. As a leader within The United Church of Canada, I serve a diverse community of faith, bound 
together by common convictions and traditions.  

i. Seeking to be a loyal person, I will respond and contribute to this community of faith and to 
the wider work and purpose of God.  

ii. Seeking to be a collaborative person, I will work with volunteers and staff in ways that are 
respectful, reconciling and assertive.  

b. I am a steward of a ministry which belongs to God, Christ and the Church.  

i. i)Seeking to be an accountable person, I will work under the oversight and discipline of The 
United Church of Canada and in harmony with its statements of theology and polity.  

c. I am in communion with a diverse group of people engaged in diverse youth ministries across The 
United Church of Canada.  

i. Seeking to be a respectful person, I will support colleagues in youth ministry.  

ii. Seeking to be a principled person, I will encourage colleagues to exercise their leadership in 
harmony with this code and with statements of theology and polity of The United Church of 
Canada.  

3. Stewardship of Power  
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a. Youth leadership involves positions of authority that give moral, spiritual, and social power in 
relation to young people. I am entrusted with that power by the faith community, youth and their 
families.  

ii. Seeking to be a good steward, I will neither neglect nor abuse the power entrusted to me.  

iii. Seeking to be a just person, I will create through my ministry a safe environment where all 
God's people, regardless of gender, sexuality, ethnicity, ability, faith expression or family 
background, are welcomed and equipped to share their gifts and their experiences.  

iv. Seeking to be a trustworthy person, I will respect the confidentiality of personal information 
shared with me, respecting as well the necessity of selectively disclosing confidential 
information when absolutely necessary to protect the well being of a person in my care or 
when required by law.  

v. Seeking to be a person of integrity, I will develop boundaries that are sensitive to how 
power might influence the relationship between myself and those in my charge.  

vi. Seeking to be an honourable person, I will not engage in romantic relationships or sexual 
behaviour with those in my care.  

Commitment  

As a person seeking to be a faithful disciple of Jesus, I am called to a standard of character and practice 
that reflects that discipleship. I commit myself to this code of ethical standards and recognize that God's 
challenging call and limitless grace is always present in my ministry. As a sign of my intent to uphold this 
code and my willingness to be held accountable to it, I affix my signature here.  

____________________________________  Date:______________ 
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Appendix E: Congregation and Relationship to the Wider United 
Church 

 

Congregation 

Red Deer Lake United Church congregation consists of people of all ages who have chosen this as their 
community of faith.  

1. We welcome and include as members of our faith community people of all ages, race, gender and 
sexual orientation, education, mental and physical challenges, personal status, background, and 
cultural and ethnic heritage. We honour each one’s personal story and creative gifts.  

2. Red Deer Lake United Church has a Behavioural Covenant that affirms the respectful relationships 
and values by which we share in the life and work of this congregation. 

3. In accordance with United Church of Canada policy full members, whose names appear on the 
membership roll, are entitled to vote at all meetings. With the consent of full members, other 
members of the church community who contribute regularly to the life and work of the 
congregation may vote on temporal matters.  

4. Provision will be made for people who wish to become full members, in accordance with United 
Church of Canada guidelines, to participate in baptismal/confirmation programs and to make a 
formal declaration of their desire to become full members of this congregation. 

Congregational Meetings 

Members of the congregation shall meet annually, as early as possible in the calendar year.  The 
congregation may also meet more frequently as required.  

1. At the annual meeting, the congregation is responsible for  

a. electing a chair and a secretary of the annual meeting;  

b. receiving the annual reports from the board, teams, and other groups in the congregation;  

c. electing board members and presbytery representatives; and  

d. considering and making a decision on the draft annual budget in keeping with the 
congregation’s purpose, guiding values, Visioning Statement and Action Plan. 

2. Meetings of the congregation must be called by  
a. the chair of the annual meeting; or 
b. a member of the ministry personnel settled in or appointed to the congregation. 

3. Any of the above people must call a meeting when they have received a written request from  

a. the board; or 
b. ten (10) full members of the congregation; or 
c. the presbytery. 
The meeting must be held within fifteen (15) days of receiving the request. 

4. Notice shall be given of every meeting of the congregation. Notice shall be read during public 
worship and may also be inserted in the printed order of worship on each of the two Sundays 
preceding the meeting. The earliest day a meeting of the congregation may take place is on the day 
following the second Sunday on which notice of meeting was read during public worship. 
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5. Organization: 
a) Chair. The congregation at its annual meeting shall elect a chair who shall hold office until the 

next annual congregational meeting. A member of the ministry personnel settled in or 
appointed to the congregation, or any full member in good standing in the congregation is 
eligible for election. In the case of a meeting called to discuss the pastoral relationship, the chair 
of that meeting shall be the Convenor of the Presbytery Pastoral Relations Team or their 
appointee.  

b) Secretary. The congregation at its annual congregational meeting shall also elect a secretary 
who shall hold office until the next annual congregational meeting.  

Relationship to the Wider United Church  

1. We affirm the faith of The United Church of Canada and our acceptance of the Constitution and By-
Laws of The United Church of Canada.  

2. We take our place as a congregation and we encourage the members of our congregation to bring 
their spiritual gifts and passion to the service of the wider United Church. 

3. We are part of a wider community and we seek to encourage and support our congregation’s efforts 
to serve the community through many avenues and agencies. 
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Alcohol Policy 
 

 April 2008 – In-Concert to explore and develop policy 

 December 2008 – In-Concert report 

 January 2009 – Adopted policy to be reviewed September 2009 

 May 2010 -  Amended 

 February 2011 – Presented to the Congregation 

 April 2011 – Amended. Approved by the Board and signed 

 October 2016 – Reviewed and approved by the Board and signed 
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Policies of Red Deer Lake United Church 

 
Presented to Red Deer Lake United Church Board for Review and Approval: October 2016 

Approved by the Church Board and signed by the Chairperson 

Approval Date: October 11, 2016 Signed:  

Review Date: October 2019 Expiry Date: October 2021 

 

Definition 

The Policy Book of Red Deer Church is a record of motions of the Church Board or the 
Congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United shall not contravene the Constitution and By-Laws of The 
United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However 
policies may only be set by a motion or resolution of the Church Board or the Congregation.  

Amendments 

 A policy adopted by a motion or resolution of the Congregation may only be amended or 
withdrawn by an action of the Congregation. Either the Congregation or the Church Board may 
amend a policy that originated with the Church Board. 

 

Serving of Alcoholic Beverages 

Background: 

Discussion forums were held on January 24, 2010 and January 31, 2010 to collect information and 
comments from the congregation in regard to serving alcoholic beverages at Red Deer Lake United 
Church. These forums were led by the Church Board. From the information collected, the following 
Policy modification was proposed and voted upon at the April 25, 2010 Congregational Meeting and 
passed to replace the current Board Policy of January 31, 2009. [Important Note: This last statement 
does not make the presumption of approval. This is the wording that is required for replacement of 
the current Policy on file.] 

Red Deer Lake United Church recognizes the dangers that come from the abuse of alcohol in our 
country. That its use enjoys broad social acceptance in our culture does not change its status. Alcohol 
must be treated with caution and responsibility. It is imperative that prudence in the use and serving of 
alcoholic beverages be exercised. While the social use of alcohol in moderation is acceptable, the Church 
has responsibility to those who choose to abstain from the use of alcoholic beverages. Therefore, the 
following policies govern the serving and use of alcoholic beverages at church social functions or any 
event held within the church facility: 
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 Red Deer Lake United Church is not a licensed facility. A liquor license must be obtained for each 
individual event. All federal, provincial and local laws must be adhered to. (See link below) 

 For any event at which liquor will be served, a five million dollar ($5,000,000) party alcohol liability 
policy must be secured, with Red Deer Lake United Church as an “additional to the insured” party 
(See link below). A copy of the insurance policy is to be provided to Red Deer Lake United Church at 
least two weeks in advance of the event. 

 Any beverage which contains alcohol must always be clearly labeled. 

 Whenever alcohol is served in any form, non-alcoholic alternatives must be equally visible and 
available. 

 Food must be available at all events where alcohol is to be served. 

 Alternative means of transportation should be clearly identified for all persons present. This should 
include numbers for taxi providers, and also alternative services such as “Keys Please” (See link 
below). 

 Service of alcohol must end no later than 11:00pm. 

 Service of alcohol is limited to the Lower Level Hall and the Midlands Link. No alcohol is permitted in 
the sanctuary or the chapel. 

 Care should be taken in the advertising of activities where alcohol will be served such that it does 
not appear these activities are encouraging the consumption of alcohol. 

 No overnight storage of alcohol at the church is permitted. 

 Church sponsored events: 
o No hard liquor or spirits shall be served at church sponsored events. 

 Third Party events: 
o There are no restrictions on the type of alcohol to be served at third party events. 

 

References: 

www.aglc.gov.ab.ca/licences/specialevents.asp 

www.palcanada.com/index.php?lang=eng 

foundlocally.com/Calgary/Trans/Trans-TaxiListing.htm 

www.keysplease.net/Calgary.htm 

  

http://www.keysplease.net/Calgary.htm
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Baptism Policy 
 

 January 2008 – Interim policy 

 March 2009 – Adopted 

 October 2014 – Revisions presented to the Board 

 October 2014 – Approved by the Board and signed 

 October 2016 – Reviewed by the Board. No changes made. 

 April 2017 – Amended by the Board and signed 
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Policies of Red Deer Lake United Church 

 
Presented to Red Deer Lake United Church Board for Approval: April 2017 

Approved by the Church Board and signed by the Chairperson 

Approval Date: April 11, 2017 Signed:  

Review Date: April 2020 Expiry Date: April 2022 

 

Definition 

The Policy Book of Red Deer Lake United Church is a record of motions of the Church Board or 
the congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United Church shall not contravene the constitution and by-laws 
of The United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However 
policies may only be set by a motion or resolution of the Church Board or the congregation.  

Amendments 

 A policy adopted by a motion or resolution of the congregation may only be amended or 
withdrawn by an action of the congregation. Either the congregation or the Church Board may 
amend a policy that originated with the Church Board. 

 

BAPTISM 

Statement of Purpose: The intention of this policy is to guide Red Deer Lake United Church’s practice of 
baptism and blessing. 

Baptisms & Blessings 

Baptism is an ancient sacrament that symbolizes and illustrates grace; it’s less about being ‘washed 
clean’ than it is about ‘coming into new life’ through faith; it is a symbolic act of God’s “Yes” to us and 
our “Yes” to God, and the entrance and acceptance into the community of faith. It is an act of 
welcoming, blessing and belonging. 

The Policy says: 

1. All people are beloved of God and invited to receive the Sacrament of Baptism regardless of the 
status of the parents, or history within the congregation. Baptism is available for people of all 
ages.  

2. Baptism is a very personal and public act. It should not be done frivolously and for the sake of 
meeting cultural or familial obligations. Before a baptism will take place, the candidate or, if the 
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candidate is a child or infant, the legal guardians, will meet with the minister, and participate in 
the life of the church for at least 4 weeks.  

3. Blessing is a declaration that the person is and will always be loved by God. 

4. The legal guardian(s) of the infant or child must give consent for the baptism. 

5. Those seeking baptism, or those seeking baptism for their children shall give evidence of sincere 
intent and willingness to be faithful to the promises that accompany this sacrament.  

6. Whether or not a candidate requires the support of their legal guardians will be at the discretion 
of the minister.  

7. The Service of Baptism shall take place at the regular Sunday worship of Red Deer Lake United 
Church. . The scheduling of Services of Baptism shall be at the discretion of the minister and/or 
Worship Team.  

a. The service shall include: pledges by the candidate and/or sponsors and congregation which 
affirm their desire to enter into this community of faith and strive to follow the Way of 
Christ; the use of water; and a blessing in a Trinitarian formula.   

b. In cases of an emergency the Minister shall have unimpaired authority to administer the 
Sacrament of Baptism at such time and place as the pastoral circumstance may require. 
Such baptisms shall be reported to the Worship Team and recorded in the Baptism Record 
of Red Deer Lake United Church. 

c. Applications for Baptism shall be made to the Minister and shall normally be approved by 
the Worship Team. Appeals of the decision of the Minister or Worship Team may be 
addressed to the Chairperson of the Church Board.  

d. Those baptized will receive an official Certificate of Baptism signed by the Minister and Roll 
Clerk. 

e. The RDLUC Baptism records are updated with the information pertaining to the person 
baptized. 

8. The Service of Blessing does not necessarily take place at a regular Sunday Worship at Red Deer 
Lake United Church.  The scheduling of Services of Blessing shall be at the discretion of the 
minister. 

a. The service shall include: pledges by the child/person which affirm their belief that the 
child/person is and will always be loved by God; the use of water; and a blessing in a 
Trinitarian formula.   

b. Those blessed will receive an official Certificate of Blessing signed by the Minister and Roll 
Clerk. 

c. The Blessing is not recorded in the RDLUC Baptism records. 
Who Administers the Policy? 

The policy is administered by the Minister under the direction of the Worship Team. 
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Policies of Red Deer Lake United Church 

 
Approved by the Church Board and signed by the Chairperson 

Approval Date: March 29, 2009 Signed:  

 

Definition 

The Policy Book of Red Deer Church is a record of motions of the Church Board or the 
Congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United shall not contravene the Constitution and By-Laws of The 
United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However 
policies may only be set by a motion or resolution of the Church Board or the Congregation.  

Amendments 

 A policy adopted by a motion or resolution of the Congregation may only be amended or 
withdrawn by an action of the Congregation. Either the Congregation or the Church Board may 
amend a policy that originated with the Church Board. 

 

Child Protection and Personal Safety 

INTRODUCTION  

At Red Deer Lake United Church, we wish to maintain an environment where children and youth (0-
18yrs.), and other vulnerable individuals, are well treated, well cared for and properly supervised.  For 
insurance purposes, Red Deer Lake is required to create and implement a Child Protection and Personal 
Safety Policy. 

GOALS OF THIS POLICY 

 To set church-wide standards to be maintained in all situations where people 0-18, and others 
who may be vulnerable, are in our programs and under our care. 

 To create and maintain a safe environment where all participants feel welcomed and secure. 

 To put in place guidelines regarding job descriptions and qualifications for volunteers and staff 
in roles of leadership within the Red Deer Lake ministries. 

BACKGROUND REFERENCES 

In preparation of this document many resources were researched, and we thank the organizations 
whose documents we used as resources: 

- Faithful Footsteps: Screening for Positions of Trust and Authority in the United Church of Canada 
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- United Church of Canada Web Site 

- Living Spirit United Church Spiritrust Policy, Calgary, Alberta 

- First Baptist Church, Olds, Alberta: Policies and Procedures for the Protection of our   Children 
and Workers in our Church Ministry 

NOTES 

All information that may be collected through the implementation of this policy is for the exclusive use 
of Red Deer Lake United Church. The information that is collected is for the safety and security of 
participants only. Records will be kept of the information obtained but the personal information will not 
be shared or disclosed. Information will be safely stored by the staff of Red Deer Lake United Church in 
paper form locked in a secure office, and in electronic form in password secure computers. When a 
volunteer service is ended the records of that volunteer may be destroyed.  

FOR MORE INFORMATION 
If you require further information about this policy please contact the Chair of Church Board or the 
minister(s) of Red Deer Lake United Church. 

Definitions: 

Ministry Staff refers to all paid staff working in ministry at Red Deer Lake United Church: Ministry 
Personnel and congregation-accountable ministry staff. 

 

POLICY STATEMENTS 

Risk Assessment 

An appropriate job description will be written for each volunteer and staff position. 

A volunteer position will be classified as Type A if any one of the criteria listed below is met.  

 The position involves the supervision of persons under 18 years of age:  at the church, in a public 
location or in a private location (e.g. a home).   

 The position involves formal one-on-one contact with another person:  at the church, in a public 
location or in a private location (e.g. a home). 

 The position involves acting in the formal role of mentor, personal counselor, or spiritual advisor 

In addition to the above, the following positions are designated Type A: 

 All Ministry Personnel 

 All Other Members of Staff 

All Other Volunteers shall be designated Type B. 

Volunteer and Staff Screening 

All volunteers and staff are required to complete the appropriate (Type A or Type B) written application 
form. 

A personal interview with the volunteer applicant will be conducted by the chair of the appropriate 
team or appointee, or a minister or staff associate of Red Deer Lake United Church . 
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Reference checks will be conducted and documented for all volunteers and staff applying for Type A 
positions, at the start of their duties. 

All volunteers and staff applying for Type A positions will be required to produce a Police Security Check, 
dated no earlier than 6 months before the commencement of duties in the position, to be renewed 
every three years. 

In the event that a volunteer Police Security Check, Reference Check, and/or personal interview is 
deemed unsatisfactory by the person(s) conducting the screening, the minister(s) and Church Board 
Chair shall be responsible for deciding whether the applicant is an appropriate volunteer, and they shall 
inform the applicant if the application is refused. 

Supervision and Training 

All volunteers and staff in Type A positions will receive formal child protection and personal safety 
training, including the Red Deer Lake United Church Personal Safety Protocol at the start of their duties, 
and once per year while they continue their duties. 

All volunteers and staff will participate in documented annual performance reviews.  

Intervention and Reporting 

The minister(s) shall be designated to receive reports of alleged harassment or abuse, and shall follow 
the procedure in the Red Deer Lake United Church Personal Safety Protocol, as well as all legal 
requirements. 

Record Keeping 

The following will be permanently, securely and confidentially kept by the Red Deer Lake United Church 
Office Administrator: 

 Employment application forms, declarations and references for all staff. 

 Records of all Security Checks. 

 Records of child protection and personal safety training. 

 Records of all harassment or abuse allegations. 

 Referral plans for those who are or have been in the care of Red Deer Lake United Church . 

 Historical Records of Red Deer Lake United Church abuse insurance policies. 

 Confidentiality 

All information that may be collected through the implementation of this policy is for the exclusive use 
of Red Deer Lake United Church. The information that is collected is for the safety and security of 
participants only. Records will be kept of the information obtained but the personal information will not 
be shared or disclosed. Information will be safely stored by the staff of Red Deer Lake United Church in 
paper form locked in a secure office, and in electronic form in password secure computers. When a 
volunteer service is ended the records of that volunteer may be destroyed.  

Participating Children and Youth 

In order for children and youth under 18 years of age to participate on a regular basis in Red Deer Lake 
United Church programs, the following steps need to be taken: 

 All children and youth need to have completed a registration form, to be renewed on a yearly basis.  
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 All youth need to have completed a Medical Release and Permission form. To be renewed on a 
yearly basis.  

 A Medical Release form will be required for a child to attend any offsite group event. 

 All children and youth will be expected to follow the participation guidelines set out by the leader.  

When children and youth visit the church on a one time basis, all efforts will be made by Leaders to 
obtain registration and medical information about them. 

Leaders 

Leaders are staff or volunteers who must be 18 years of age or older.  

All volunteers and staff Leaders in Type A positions are required to complete the following screening 
procedures: 

Complete a Type A application form, and 

 Interview with Team chair or ministry staff. 

 Provide two character references, including name, contact information and relationship. 

 Apply through the Church Office for a policy security from BackCheck, obtained at church expense.  

It is the responsibility of that Leader to report any suspected incidents of abuse, harm to self or harm to 
others that they witness or become aware of while a child is in their care, to the staff (See Below, Page 
8) and also to the Police.  

The Leader shall comply with the adult to child ratios as outlined below:  

 1:6 ratio for children 2 and under 

1:8 ratio for children aged 3-4 

 1:10 ratio for children aged 5-12 

 1:12 ratio for youth 13-18 

Safety Procedures Relating to Church Functions 

1. Classrooms and Other activities 

a. A fully screened volunteer or staff Leader must be in attendance or in close proximity to the 
classroom or activity area at all times where children and youth (0-18) are present. 

b. When possible a minimum of two Leaders will be present for each age group.  

If a second Leader cannot be present, the second volunteer must have completed at the 
minimum a Type B Application and Information sheet. The second volunteer may be a youth 13-
18. 

In the event that this is not possible, the Leader will maintain a safe environment by never being 
one on one with a child, will leave the room door ajar, or may close the door if it contains a 
transparent window. 

c. A Hall Monitor will circulate between rooms to assist if there are staff shortages 

d. After classes, parents are expected to supervise their children while still at church 

Diaper changing 
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2. As a general rule, staff in the nursery will not be expected to change diapers. However in the event 
that this becomes necessary, it should always take place in such a way that another volunteer or 
leader can see the child whose diaper is being changed. 

3. Washrooms 

a. Parents are to be encouraged to take their children to visit the washroom prior to each class 
or service. This recommendation is to be communicated to parents at the beginning of each 
new school year, and throughout the year to newcomers 

b. A volunteer should escort a child aged up to 6 years old to the washroom, and inspect the 
washroom before the child enters. If a child needs assistance in the washroom, two 
volunteers should accompany the child in the washroom. 

c. A volunteer should never go into a washroom cubicle with a child/youth and shut the door 

d. The Hall Monitor will check the washrooms on a regular basis. 

Volunteer Behaviour 

4. Volunteers should always conduct themselves as a responsible Christian parent would do, being 
above reproach and as an example to young children and youth. 

5. If a child is injured as a result of a Church activity, and it is necessary to remove part of the child’s 
clothing to examine the injury, there should always be two volunteers present, and the incident 
should be reported to parents as soon as possible 

a. Appropriate Touch 

Love and caring can be expressed in the following appropriate ways: 

 Bending down to the child’s eye level and speaking kindly; listening to him or her carefully  

 Taking a child’s hand and leading him or her to an activity  

 Putting an arm around the shoulder of a child or briefly hugging a child who needs 
quieting or comforting.  

 Taking both of the child’s hands as you say, "You did such a good job!" (or "I’m so glad to 
see you. We’ve missed you!" etc.)  

 Patting a child on the head, hand, shoulder or back to affirm him or her.  

 Holding a child by the shoulders or hand to keep his or her attention while you redirect 
the child’s behaviour.  

 Gently holding a child’s chin to help him or her focus on what you are saying. (important 
for children with attention deficit disorder) 

 Holding a preschool child who is crying  

b. Inappropriate Touch 

Volunteers and staff must avoid: 

 Kissing a child, coaxing a child to kiss you, extended hugging and tickling.  
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 Touching a child in any area that would be covered by a bathing suit (except when 
assisting a child with toileting as outlined previously).  

 Carrying older children or having them sit on your lap.  

 Being alone with a child.  

 Prolonged physical contact.  

 Opposite sex piggyback rides.  

 Seductiveness or suggestive contact, or even mention thereof.  

 Any physical contact of any kind that is done for the pleasure or satisfaction of care 
providers.  

 Any touching used to express power or control over a child when there is no issue of 
safety to the child or to others. 

6. Special Events and Overnight Policies 

Teachers occasionally plan special class activities in their homes, plan social activities and involve their 
pupils in field trips and service projects. The following precautions need to be taken with these activities. 

A. Field Trips and Special Events 

Activities conducted away from the church property should be pre-approved by the Church Board 
on recommendation of the minister(s). 

 Parents should be notified at least one week prior to the outing.  

 Proper written consent and medical release forms are required for each child participating 
in field trips and special events 

 All trips and outings must be supervised by a minimum of two approved, unrelated adult 
leaders.  

 When the transporting of children is involved in an activity, all drivers must have a valid 
driver’s license and current automobile insurance with a minimum of $2,000,000 liability 
coverage. The number of persons per car must never exceed the number of seat belts.  

B. Overnight Events 

Church sponsored overnight activities may be permitted as long as the following guidelines are met: 

 All Church Board approved events on recommendation of the Minister(s).  

 Proper written consent and medical release forms are required for each child participating 
in overnight events.  

 Each leader should have an assigned group of children for whom they will be responsible 
during the overnight event. All supervising adults must be approved volunteers.  

Reporting Suspected Child Abuse or Neglect 
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Reporting to police of child abuse allegations is clearly mandated by law, regardless of when the abuse 
occurred, if the victim is still under the age of 18.  

Such report may be made to the Child Abuse Hotline at 1-800-387-5437 (KIDS) or to local police. 

The person making such report shall also: 

 Inform the minister and/or the chairperson of the Church Board. 

 It shall be the responsibility of the Minister and/or the Chairperson of the Church Board to act to 
assure the safety and protection of all persons who may be at risk in the situation. 

 And to take all other precautions as may be advised by police or other authorities. 
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Red Deer Lake United Church 

Type A Volunteer Leader Registration form  

 

Name: _______________________________ Position:_________________ 

Phone: ____________________________ email:________________________________ 

Address: ________________________________________________________________ 

What gifts or skills do you have that you would like to share in this position? 

________________________________________________________________________ 

________________________________________________________________________ 

_______________________________________________________________________  

What other volunteer positions have you participated in at Red Deer Lake United Church or other 
churches in the past? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_________________________________ 

Do you have current first aid/CPR training? 
_________________________Expiration:______________________________________ 

Do you have any allergies or other medical conditions that might interfere with your ability to fulfill this 
position? 

________________________________________________________________________ 

I have read the Child Protect and Personal Policy and agree to abide by all of its provisions. 

I agree to participate in an initial interview for this position,  

I agree to participate in brief annual performance reviews,  

I agree to allow the church to conduct a police security check every 3 years, (the results of which will be 
seen only by the minister(s) and one other person designated by the Church Board, 

I agree to supply the names of two person as listed below as character references I have listed and give 
consent that they be contacted by the church, 

________________________________________________________________________ 

________________________________________________________________________ 

 

Signature:_______________________________ 

 

(Check one) I permit ____ Do not permit ____ photographs of myself to be taken by Red Deer Lake 
United Church for use in/on Red Deer Lake United Church publications. 
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Signature: _________________________________ 

(OVER) 

Office Use only: 

Personal interview conducted: Date:____________ Interviewer: ___________________ 

References Checked? Date(s) ___________________  Concerns expressed ?   Y    N 

Date Security Check received: ___________ 

Security Check clear? _______ 

Dates of Child Protection and Personal Safety Training: 

Induction:__________  

Annual Follow-up Dates: ______________,_____________,_____________,_____________ 

Performance Review Dates: 

______________,_____________,_____________,_____________ 

Reviewer:  

______________,_____________,_____________,_____________ 

Any concerns?: 

Comments (attach if necessary) 
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Red Deer Lake United Church 

Type B Volunteer Registration form 

 

Name: _______________________________ Position: ___________________________ 

Phone: ____________________________ email:________________________________ 

Address: ________________________________________________________________ 

What gifts or skills do you have that you would like to share in this position? 

________________________________________________________________________ 

________________________________________________________________________ 

_______________________________________________________________________What other 
volunteer positions have you participated in at Red Deer Lake United Church or other churches in the 
past? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_________________________________ 

 

Do you have current first aid/CPR training? 
_________________________Expiration:______________________________________ 

Do you have any allergies or other medical conditions that might interfere with your ability to fulfill this 
position? 

________________________________________________________________________ 

 

(Check one) I permit ____ Do not permit ____ photographs of myself to be taken by Red Deer Lake 
United Church for use in/on Red Deer Lake United Church publications. 

 

Signature: _________________________________ 
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CHURCH REFERENCE CHECK Script 

Screening Applicants for Type A Positions 

(When completed, please file this form with the Application form, in the confidential office file) 

Applicant:_________________  Date:_____________ Interviewer: ________________ 

Reference Name: __________________________ 

 

Hello, my name is  __________________.  I am a member of Red Deer Lake  United Church. Like many 
organizations today, we have a policy of screening individuals who wish to work with children, youth or 
other vulnerable persons through our church programs. I am calling you because an applicant, 
______________________,  has given us your name as a reference. Did ________________ ask you if 
you could be used as a reference? May I ask you a few questions about this person’s suitability for work 
in our church? 

 

1. In what context do you know this person? 
_____________________________________________________________________________________
_____________________________________________________________________________________
______________________________________________ 

2. How long have you known him/her?  

 

3. Have you ever worked together in the supervision of children, youth, or other vulnerable persons? 
Y____  N_____ 

Please specify 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_________________________________ 

4. Do you have any concerns about having this person work in the ministry and supervision of children, 
youth, or in other positions of trust?  Y____ N____ 

Please Specify 
_____________________________________________________________________________________
_______________________________________________________________________ 

5. Do you have any additional comments regarding suitability for ministry or supervision of children, 
youth, or in other positions of trust?  -
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_________________________________  

 

Thank you for your time on behalf of Red Deer Lake United Church. 
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Red Deer Lake United Church  

Child Protection and Personal Safety Policy 

Orientation and Training 

Self-Study Guide 

For volunteers in Type A positions who cannot attend a face to face session. 

Please complete this brief ½ hour orientation to our Policy and Protocol, and inform your volunteer 
supervisor that you have completed it. Thank you. 

Components 

1) Thank you for volunteering 

2) Why this policy? 

3) Policy Overview 

4) Protocol Overview 

5) Type A application 

1) Thank you for volunteering ! 

Thank you for agreeing to volunteer with Red Deer Lake United Church. The many and varied programs 
we offer to people allow an opportunity for all of us to use our talents and gifts, and obtain the real 
satisfaction of helping others. As part of your generous offer of time and energy, we ask you to 
complete this training annually, either by self-study, online, or face to face, so that we are all familiar 
with this Policy and its accompanying Protocol. 

2) Why this policy? 

Think about all the documents required when you get into a car to drive it. You need… 

Registration – to show you own the car,  

Proof of Insurance – to protect others and yourself in case of injury, Driver’s License – to show you know 
how to drive. 

You are also expected to obey the laws, use the rules of the road, and trust that others will do the same. 
This ‘screening process’ for drivers, and set of expected behaviours, allows us to Reduce the Risk of 
accidents, but not completely prevent them. 

In the same way, this Red Deer Lake United Church Child Protection and Personal Safety Policy serves to 
Reduce the Risks to our church community in 3 ways: 

 It protects the Community, reducing the risk of injury for our vulnerable members. Without a 
screening procedure, we have no way of determining if a person wishing to volunteer with us, 
especially a person we do not know well, is appropriate for that task. 

 It protects the volunteers, reducing the risk of false accusations. We would never want one of 
our volunteers to be falsely accused of acting inappropriately while in a position of trust with 
other persons. Following the guidelines in the Protocol can reduce this risk. 

 It protects the church, allowing our church to obtain appropriate insurance against Physical and 
Sexual Abuse by volunteers and staff. 
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Is it just us? No. 

 

Schools, Daycares, Sports teams, Guides and Scouts, other youth groups, and other churches are being 
required to have in place a process to screen and train staff and volunteers.  Would you send your child 
to a daycare where the staff had not been properly screened? 

3) Policy Overview 

This policy was developed in the Fall of 2007 , and passed by Red Deer Lake United Church Interim 
Restructuring Council on September 26, 2007 . It will continue to be amended as we make minor 
changes to fit our particular circumstances. The United Church guide, Faithful Footsteps, as used as the 
cornerstone of the policy, with other resources listed at the front of the policy. 

The policy has statements which are divided into 5 categories. Please follow along with the Policy 
document as we briefly discuss each one. 

Risk Assessment 

You have been directed to participate in this training because your volunteer position has been 
identified as Type A, meeting one or more of the criteria.  

Volunteer and Staff Screening 

This section appears somewhat daunting at first, but is really only slightly more detailed that what we 
have previously done. You have likely already completed the Type A application form, so you were 
interviewed by the team chair or head of the volunteer activity. You know that you were asked for 
references, and that you were requested to allow Red Deer Lake United Church to conduct a Police 
Security Check for you. (If you have not completed the application, please do so now, and submit the 
form to your supervisor when you have finished this guided training booklet. If you are an Inn From the 
Cold or CGIT volunteer, you may have already submitted that organization’s paperwork, and had a 
Police Security Check. Please indicate this on the Type A form. Please provide two references who are 
Red Deer Lake United Church people or other IFTC volunteers.) 

Supervision and Training 

This section deals with the Training you are participating in right now. In a moment, you’ll be asked to 
review the Protocol accompanying this guide. First, note that your supervisor is required to conduct a 
performance review with you each year, and it is suggested that this occur in May or June. Your 
supervisor will simply ask you for any feedback about the volunteer position, and will provide you with 
feedback about your contribution.  

Intervention and Reporting 

We hope that this section will never be used. However, we need to be prepared that should an incident 
occur, we have a process for reporting it. We’ll review this in a moment. 

Record Keeping 

We have developed a confidential and secure method of storing the types of documents listed here. 

4) Protocol Review 

The Protocol Section provides guidelines for the supervision of children, youth and others who view us 
as being in a position of trust. Please read through the Protocol and then answer the following True or 
False questions about it. 
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a. The minimum Leader to child ratio for children aged 5-12 is 1:10 

b. A fully screened Type A volunteer Leader is needed only for young children aged up to 12. 

c. A volunteer can maintain a safe environment by ensuring that he/she is not alone in a closed 
room with a child or youth, or that they can be seen through a window. 

d. A volunteer can enter a washroom alone with a child if the child really needs help. 

e. Two volunteers must be present if a child is injured and some clothing must be removed to 
examine the injury. 

f. Putting an arm around a child who needs comforting is an example of appropriate touching. 

g. Having older children sit on your lap is an example of appropriate touching. 

h. All trips must be supervised by at least two, unrelated adults. 

i. Overnight activities need not be approved by church leadership. 

j. If a volunteer suspects abuse of a child has occurred, he/she should phone the Child Abuse 
Hotline. 

Check your answers on the next page. 

Answers 

a. T 

b. F – A fully screened Type A volunteer is needed for the supervision of children and youth up to 
18 years. 

c. T – Always maintain a “line of sight” rule. 

d. F – A volunteer should never enter a washroom alone with a child. 

e. T – This maintains the “line of sight” rule. 

f. T 

g. F – This is deemed inappropriate by the policy. Use good judgement. 

h. T 

i. F – Overnight activities must be approved by church leadership. 

j. F – The volunteer should inform the most senior staff member or volunteer supervisor available. 
The minister will phone the Hotline. 

5) Type A application 

You have now completed the formal training on this policy. If you have questions about it, please 
contact your Team Chair, volunteer supervisor, or the Church Board Chair, who may refer you to the 
appropriate person to answer your questions. 

If you have not completed the Type A application form and back check application check, please do that 
now, and submit it to your volunteer supervisor. Again, if you have submitted a police security check as 
a part of Inn From the Cold, CGIT, or some other organization operated through Red Deer Lake , you 
should simply indicate that on the application. We still require the other information requested.  

Thanks again for offering your time, talent and energy to the programs and people of Red Deer Lake , 
and for completing this screening and training program. 
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Ethical Standards and Standards of Practice for Ministry Personnel (UCC) 
 

 January 2009 – UCC Policy 
  



E t h i c s  | 2 

 

Red Deer Lake United Church – Policy Book 
 

 

Ethical Standards and  
Standards of Practice for Ministry Personnel 

Introduction 
The United Church of Canada believes that all people are children of God, created in the image of God 
and therefore worthy of respect and love. Living out that belief requires a deep sense of mutuality, trust, 
and accountability. There are, however, times when the church does not live out that commitment. As a 
result, people suffer - both people within the community and people outside it. We believe that one 
suffers, all suffer together (1 Cor. 12:26). Discipline has to do with the good of others, with mutual 
accountability and with the “building up” of the community of faith.  

The 38th General Council (2003) charged the Task Group on the Exercise of Discipline of Ministry 
Personnel with developing standards of practice and ethical standards for ministry personnel, and with 
evaluating existing practices through which ministry personnel are held accountable. The development 
and implementation of standards represents a first step in the rethinking and possible development of a 
broader policy of discipline for ministry personnel.  Ethical standards are developed so that ministry 
personnel may commit to agreed-upon standards of conduct that will guide their practice and behavior.  

Responses to the questionnaire in 2004 and the draft standards document in 2005 contained much 
support for the development of ethical standards and suggested that they may be used as 

 A common set of values 

 A basis for talking openly about ethical issues and concerns 

 A foundation for creating a stronger sense of community 

 A starting point for productive resolutions 

 An operating framework within the church that provides for transparency and principled 
behavior 

 A set of norms for the education and formation of ministry personnel. 
 

Ethical standards enable the church to attain two goals. They act as a resource for ministry personnel as 
they struggle with ethical issues and dilemmas in the context of their daily practice. Ethical standards 
also enable ministry personnel to be accountable to self, church, and community. 

Among the many questions addressed during the development of the ethical standards was: “How are 
ethical standards to be articulated?” Clearly, it is not possible to anticipate and specify how one should 
behave in every circumstance. In many ways, it is easier to be specific about what one should not do 
than what one should do. However, a list of prohibitions may imply that everything is allowable unless 
otherwise prohibited. Rather than focus on the negative, the task group has opted to use affirmative 
language when drafting the ethical standards. The intent is to highlight to expectation rather than 
identify the prohibition. 

The standards of practice describe practices to which ministry personnel aspire. They recognize that 
personal and professional growth is a developmental process and that ministry personnel move through 
a variety of career and life changes that affect their practice of ministry. 

In practice, ministry personnel are expected to know and understand the culture of the ministries in 
which they serve so that they are responsive to the spiritual needs of those contexts. They take seriously 
local traditions of faith and worship, and share their faith in ways that are relevant and constructive.  
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Ministry personnel are responsible for leading, guiding, and supporting the community of faith in the 
proclamation of the good news of Jesus Christ. What is more, they touch people’s lives at various points 
of joy, pain, celebration, and vulnerability. Ministry personnel do this in a variety of ways – by leading in 
worship, by providing Congregational Care, by standing with those who suffer, and by working for justice 
and peace.  

These standards are not to be viewed as measurements of performance. Rather, they are descriptions of 
practice to which ministry personnel aspire.  

The 39th General Council (2006) received the report “The Exercise of Discipline of Ministry Personnel” 
and adopted the draft standards of practice as standards of practice for ministry personnel in The 
United Church of Canada and the draft ethical standards as ethical standards for ministry personnel n 
The United Church of Canada. 

A motion to amend, which was carried, required the word “profession” be removed from the 
documents, and replaced with the word “vocation”. 

Ministry is a calling and a vocation. The standards of practice and the ethical standards address the 
professional nature of the vocation of ministry. In order to comply with the amendment, and at the 
same time retain the integrity of the standards of practice and ethical standards, the word vocation has 
been inserted in the following document where appropriate, but where reference is made to 
professional skills and training, and to the level of accountability and expertise, and expected behaviors 
or practices for ministry personnel, the word profession remains.  

 

Standards of Practice 

The standards are presented alphabetically. Ministry personnel, Ministry and Personnel Team, and the 
bodies to which ministry personnel are responsible may want to order the standards of practice 
according to the priorities of the particular pastoral charge or appointment. 

1. Administration 
Ministry personnel have administrative responsibility to 

a. Ensure timely completion of tasks that are their responsibility, delegating such tasks where 
needed and/or appropriate 

b. Ensure that all documents that are the ministry personnel’s responsibility, such as marriage, 
baptismal, and funeral records, are complete and that they are safely stored 

c. Know the organization, governance, and policies of the United Church 
d. Know the administrative responsibilities of their positions 
e. Encourage and enable the congregation to keep accurate records and to maintain and protect 

administrative and historical documents in accordance with the policies of the United Church. 

2. Community Outreach and Social Justice 
Ministry personnel with The United Church of Canada, a church committed to social justice 
and global and community outreach ministries, have responsibility to  

a. Engage people with a vision of gospel that recognizes and responds to needs beyond 
their own 

b. Encourage and support the development and pursuit of social justice and outreach 
programs 

c. Encourage the support of the Mission and Service Fund of The United Church of Canada 
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d. Facilitate knowledge about outreach projects and activities of the United Church 
e. Encourage people to know and understand United Church policies as they apply to 

social justice issues 
f. Encourage lay leadership on social justice issues and outreach programs. 

3. Continuing Education 
Education is a lifelong and ongoing process. Ministry personnel are responsible for 
maintaining and improving their knowledge and skills. To this end, they 

a. Pursue personal, vocational, and professional goals for continuing education in 
conjunction with the appropriate persons or teams related to their ministry 

b. Strive to be current with issues in theology, ministerial practice, and community and 
world events 

4. Denomination and Communities 
Ministry personnel have responsibilities as members of The United Church of Canada to the 
denomination, the wider church, their communities, and the world. As such, they 

a. Honour the organization, governance, and policies of the United Church 
b. Participate in the courts of the church as set out in The Manual of United Church of 

Canada (session/official board or equivalent, presbytery/district, Conference, and 
General Council) 

c. Respond in appropriate ways to needs beyond the ministry in which they serve 
d. Participate in ecumenical and multi-faith activities as possible and appropriate 
e. Maintain an active connect with the wider church 
f. Represent the United Church in the larger community. 

5. Faith Formation and Christian Education 
Ministry personnel have responsibility for faith formation and Christian education. As part 
of this responsibility, ministry personnel 

a. Learn about the ministry context in which they serve 
b. Serve as teacher, advisers, and spiritual resource persons sharing faith stories – formally 

and informally – with insight and integrity based on their education, life experience, 
knowledge, and background 

c. Relate the gospel to the everyday experience of people 
d. Communicate the theology, history, and traditions of The United Church of Canada. 

6. Leadership 
Ministry personnel are expected to function as leaders in their ministry contexts, 
recognizing that leadership has many dimensions. Ministry personnel have 
responsibility to 

a. Encourage and challenge people to assist with or take on leadership roles 
b. Employ such means as communication, co-operation, collaboration, 

consultation, and wise and appropriate use of authority for effective 
leadership 

c. Identify and address conflicts in appropriate ways 
d. Work with people in the ministry context to achieve agreed-upon goals 
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7. Congregational Care 
Ministry personnel are responsible for the Congregational Care of persons they encounter 
through the ministry in which they serve. As providers of Congregational Care, ministry 
personnel 

a. Are sensitive to the situation and needs of those to whom they offer Congregational 
Care, and recognize the unique dynamics of the pastoral relationship 

b. Provide a supportive presence for and are accessible to people in times of change and 
crisis 

c. Encourage and facilitate a process to ensure that Congregational Care occurs on a 
regular basis 

8. Self-care 
Ministry personnel are responsible for maintaining a healthy balance in their own lives. 
Accordingly, they 

a. Maintain their physical, emotional, and spiritual well-being 
b. Nurture supportive personal and collegial relationships 
c. Manage time for work, family, friends, personal development, and renewal 

9. Worship 
Ministry personnel have primary responsibility for the conduct of worship. As worship 
leaders and facilitators, they 

a. Lead and enable the exploration and celebration of God’s presence through preaching, 
liturgy, prayer, music, drama, dance, and other means 

b. Inspire, strengthen, and challenge the people of God 
c. Encourage and support lay participation and leadership in worship 
d. Celebrate God’s grace, facilitate the community in its prayer and devotion, and help the 

community to recognize God’s presence in the church and the world 
e. Relate the good news of our faith to everyday experience 
f. Heighten awareness of world events and invite appropriate responses 
g. Encourage the exercise of faithful stewardship 
h. Conduct special services of worship (such as weddings and funerals) and administer the 

sacraments of communion and baptism 
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Ethical Standards 

The ethical standards are presented alphabetically. The document does not represent an 
attempt at establishing priority or sequence. 

1. Competence 
Ministry personnel come to their work adequately prepared to fulfil the positions to which 
they are called or appointed. In these positions, they are called to 

a. Represent, truthfully and accurately, their abilities, skills, education, qualifications, and 
experience 

b. Acknowledge the limitations of their skills, abilities, and competencies and make 
referrals when necessary and/or appropriate 

c. Establish, maintain, and communicate appropriate personal and professional 
boundaries 

2. Conflicts of Interest and Perception of Bias 
Conflicts of interest and perception of bias may put ministry personnel’s integrity and 
professional conduct in question. Therefore, ministry personnel are called to  

a. Identify and appropriately disclose conflicts of interest or bias, real or perceived 
b. Follow, where applicable, guidelines established by the church with respect to conflict of 

interest 
c. Deal appropriately with conflicts of interest, consulting where possible with colleagues 

and/or the body to which the ministry personnel are accountable 

3. Personal Relationships and Professional Conduct 
“God’s intention for all human relationships is that they be faithful, responsible, just, loving, 
health-giving, healing, and sustaining of community and self” (“Membership, Ministry and 
Human Sexuality,” 1988). Therefore, ministry personnel are called to 

a. Abide by and faithfully live out the explicit policies and procedures on sexual abuse 
(sexual harassment, pastoral sexual misconduct, sexual assault) and child abuse as 
outlined by The United Church of Canada 

b. Be appropriately open and transparent in all relationships 
c. Conduct relationships in ways that honour covenants 
d. Conduct relationships, especially those that may be intimate and/or sexual, in ways that 

seek to maintain the peace and welfare of the community of faith 
e. Take steps to ensure that alternate Congregational Care is available for any person with 

whom they have an intimate and/or sexual relationship and for whom they are the sole 
or primary providers of Congregational Care 

f. Disclose to and seek advice from a colleague and/or the appropriate body to which they 
are accountable, and take steps to disengage from the Congregational Care or 
professional relationship when that relationship is moving beyond a pastoral or 
professional level 

4. Professional Relationship 
Ministry personnel are expected to honour the conventional relationship of other ministry 
personnel. Therefore they are called to 
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a. Respect the call and placement of other ministry personnel, including colleagues or 
those with whom they are in team ministry 

b. Respect the expertise of members of other professions with whom they work in the 
church, other institutions, or the community 

c. Uphold and honour the church’s policies on the exercise of the functions of ministry, 
such as weddings, funerals, baptisms, and Congregational Care, as outlined in the 
Manual 

5. Relationship with the Law 
Action on behalf of the church in pursuit of social justice may bring ministry personnel into 
conflict with the law. Ministry personnel are called to 

a. Abide by the law and encourage others to do so 
b. Consult with the body to which they are accountable when contemplating any action 

that they believe to be an ethically justified act of civil disobedience in aid of a greater 
good 

c. Consider – before acting – the consequences to self, church, and community of any 
action that contravenes or appears to contravene the lay 

6. Relationships with Persons Served 
Ministry personnel are aware of and attentive to the possible impact of their words and 
actions in caring for the emotional, mental, and spiritual needs of persons who seek their 
help. In all relationships, ministry personnel are called to 

a. Uphold the integrity of the ministry relationship in which they serve 
b. Honour the dignity, culture, and faith of all persons 
c. Respect personal boundaries such as those of space and touch 
d. Use the power and influence of their office appropriately 
e. Be sensitive to the needs and vulnerabilities of all, while clarifying and maintaining the 

professional nature of the relationship 

7. Responsibilities of the Role 
Ministry personnel are expected to execute faithfully the various responsibilities of their 
roles. Thus, ministry personnel are called to 

a. Adhere to the organization, governance, and procedures of The United Church of 
Canada s outlined in the Manual 

b. Fulfil all the responsibilities of their positions description and honour the United 
Church’s standards of practice for ministry personnel 

c. Protect the integrity of funds and any property entrusted to their care 
d. Use discretion and good judgement and abide by applicable guidelines when accepting 

favours, honoraria, gifts, and other forms of renumeration 

8. Self-awareness 
Ministry personnel are called to exercise good judgement and maintain a level of self-
awareness that enables them to 

a. Be accountable to the church, to the ministry in which they serve, and to themselves 



E t h i c s  | 8 

 

Red Deer Lake United Church – Policy Book 
 

b. Be authentic, dependable, trustworthy, compassionate, and understanding, and live 
with integrity 

c. Keep confidences 
d. Be open to constructive criticism, guidance, and challenge 
e. Accept that, at times, they will fail or make mistakes 
f. Be aware of the visibility of their position and consider how their conduct may be 

experienced and perceived by others 
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Historic Roll 
 

 March 2011 – Approved by the Board and signed 

 October 2016 – Reviewed and approved by the Board and signed 
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Policies of Red Deer Lake United Church 

 
Presented to Red Deer Lake United Church Board for Review and Approval: October 2016 

Approved by the Church Board and signed by the Chairperson 

Approval Date: October 11, 2016 Signed:  

Review Date: October 2019 Expiry Date: October 2021 

 

Definition 

The Policy Book of Red Deer Church is a record of motions of the Church Board or the 
Congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United shall not contravene the Constitution and By-Laws of The 
United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However 
policies may only be set by a motion or resolution of the Church Board or the Congregation.  

Amendments 

 A policy adopted by a motion or resolution of the Congregation may only be amended or 
withdrawn by an action of the Congregation. Either the Congregation or the Church Board may 
amend a policy that originated with the Church Board. 

 

Historic Roll 

What shall the policy be called? Policy on Historic Roll Administration 

What is the intention of desired outcome of the policy? 

This policy shall guide the administration of the RDLUC Historic Roll 

Introduction and Definitions 

Reference: UCC document – Statistical Information. Maintaining Church Membership Rolls. Statistics and 
Information Forms. How to Maintain and Use Your Church’s Membership Rolls. The United Church of 
Canada 2007-2008. 

 Historic roll vs. Membership roll vs. Church roll 
o Historic roll 

 “An historic roll is a comprehensive record of the names of all persons who have 
been confirmed/professed members of your local congregation throughout its 
history.” 

o Membership roll 
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 “The current membership roll, or list, contains the names of the current 
members only, that is, the names of the people on the historic roll besides 
which there is no written indication that their names have been removed from 
membership by reason of death, transfer or for some other reason.” 

o Church roll  
 Record of both the Membership roll and active adherents 

 Church membership classifications 
o Adherent 

 “An adherent is a person who is known to your congregation and is affiliated in 
some way with your congregation, but is not a confirmed or professed member 
of the congregation. Hence the person is not on your congregation’s 
membership roll of confirmed members and would not be considered a 
member of The United Church of Canada.” 

o Member - Resident 
 “By definition, a resident member is a confirmed member of the congregation in 

good standing who lives close enough to the church to take part in its worship 
services and activities regularly.” 

o Member – Non-resident 
 “By definition, a non-resident member is a confirmed member in good standing 

of your congregation who has moved to such a distance from your local church 
that the governing body of the church no longer expects that person to attend 
regularly.  … A congregation should be in communication with its non-resident 
members at least yearly.” 

o Member – Active or inactive 
 “In United Church policy, there is no such thing as an active or an inactive 

member. … Some congregations have even divided their current resident 
membership list into active residents and inactive residents section” 

 Inactive members: “This should be determined by each congregation since the 
criteria vary from congregation to congregation. However, there are some 
common denominators: non-attendance at worship, particularly the sacrament 
of Holy Communion; non-participation in church activities; lack of financial 
support.” 

o “In good standing” is defined as:  
 Attendance at worship 
 Participation in Sacrament of Holy Communion 
 Participation in church activities 
 Financial support 

 Records 
o Historic roll registry book 

 Hardcopy book stored in the Church safe 
 Information included: 

 Member number 

 Member’s name 

 Date received 

 Received by: 
o Confirmation 
o Transfer In (including “From where certified”) 
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o Profession of Faith 
o Re-affirmation of Faith 

 Date of removal 

 Removal by: 
o Death 
o Transfer Out 
o Board removal 

o Servant Keeper 
 Computer database of Historic roll, resident members (active and inactive), 

adherents, newcomers, and visitors 
 Historic Roll Information included – same as above 

 Member Roll Reporting 
o To Calgary Presbytery as part of the Annual Information and Statistics form. Non-

resident Members are not included in the assessment fee calculation. 
o To UCC Toronto Information and Statistics annually.  

 Number of households – members and adherents 
 Number of adult baptisms 12 years of age and over (these candidates are added 

to the historic roll) 
 Members received by Profession of Faith (Confirmation) 
 Members received by Certificate of Transfer 
 Members removed by death 
 Members removed by Certificate of Transfer 
 Members removed by Other (this would be Board Removal) 
 Total confirmed membership, resident and non-resident 
 Total non-resident membership 

 

The Policy says: 

1. The Historic Roll will be maintained by the Administration staff. Membership information will be 
kept in a bound Historic Roll Registry book and LOGOS (church computer database).  

2. Members on the Historic Roll will be defined as one of the following: 

a. Member – Active: a confirmed member of the congregation in good standing who lives 
close enough to the church to take part in its worship services and activities regularly. 

b. Member – Non-Resident: a confirmed member in good standing of your congregation 
who has moved to such a distance from your local church that the governing body of the 
church no longer expects that person to attend regularly. 

c. Member – Inactive: a confirmed member not in good standing (non-attendance at 
worship, particularly the sacrament of Holy Communion; non-participation in church 
activities; lack of financial support.) 

3. Review: Annually in October by the Historic Roll Team which is comprised of Active Members of 
RDLUC. 

a. Members are recommended for removal if they have been Inactive for three years. 
b. Historic Roll team summarizes Members who are recommended to be moved to 

Inactive status or removed from the Historic Roll. This list is submitted to the RDLUC 
Church Board for the December Board meeting for consideration. 
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4. RDLUC Church Board reviews and approves the list of Members for change of status or removal 
as provided by the Historic Roll Team. Upon approval, Administration will update the Servant 
Keeper database and Historic Roll Registry Book as required. 

 Who Administers the Policy? 

 The policy is administered by Administration Staff under the direction of the Historic Roll Team and the 
RDLUC Church Board. 

 To Whom Does This Policy Apply? 

 The policy applies to confirmed members registered in the RDLUC Historic Roll. 
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Incorporating Ministries (UCC) 
 

 2007 – UCC Policy 
  



I n c o r p o r a t i n g  M i n i s t r i e s  | 2 

 

Red Deer Lake United Church – Policy Book 
 

429 Incorporated Ministries.    (2007)  

(a) No person shall organize for the purpose of establishing any corporation or organization:  

i. that will or can carry on any activities related to those of the United Church; or  

ii. that uses the name of The United Church of Canada in full or in part; or  

iii. that holds itself out as being in connection with or in any way related to the United Church; 
or  

iv. that incurs liability for indebtedness; or  

v. that engages in activities that might incur public liability in any way in connection with the 
United Church or any part thereof;  

without having requested and received the prior written consent of the Conference within the 
jurisdiction of which the activity of the incorporated ministry will take place (or the prior written 
consent of the General Council where the activity of the incorporated ministry will extend 
beyond the jurisdiction of a single Conference) and the administrative approval of the General 
Council office. No incorporation without proper consent will be recognized by the United 
Church. (2007)  

(b) It shall be the duty of the Conference to receive, from:  

i. Pastoral Charges;  

ii. Presbyteries; or  

iii. other bodies within its jurisdiction, the objectives of which are in accord with those of the 
United Church; applications for incorporation, and to consider such applications, ensuring:  

iv. that such incorporation is essential for the fulfilment of the objectives of the applicant, and 
that no other Team or body or Board of Trustees is reasonably able to substitute for the 
corporation; and  

v. that the applications and the proposed by-laws comply with the requirements as set out in 
the policies established from time to time by the General Council or its Executive. (2007)  

(c) When the activity of the incorporated ministry will not extend beyond the jurisdiction of the 
Conference, the Conference shall make a Decision whether to consent to incorporation. Such consent 
shall not be given until written administrative approval as to form and content has been secured from 
the General Council office. (2007)  

(d) When the activity of the incorporated ministry will extend beyond the jurisdiction of the Conference, 
consent to incorporation shall be sought from the General Council. (2007)  

(e) The United Church recognizes three (3) categories of defined relationships with incorporated 
ministries:  

i. United Church incorporated ministries, with which the United Church has a close and vital 
relationship;  

ii. incorporated partnership ministries, in which the United Church is a partner; and  

iii. legacy incorporated ministries, which originated with the United Church, but which have 
since distanced themselves from the United Church;  
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all as more particularly set out in the policies established from time to time by the General 
Council or its Executive. (2007)  

(f) The Conference shall be responsible for oversight of both the incorporation and the ongoing activities 
of incorporated ministries the activity of which will not extend beyond its jurisdiction. The nature of that 
oversight will depend upon the categorization of the relationship with the incorporated ministry, as set 
out in the policies established from time to time by the General Council or its Executive. (2007)  

(g) The following incorporated ministries are excepted from the oversight of the Conference:  

i. Observer Publications Inc., in respect of which the General Council shall be responsible for 
oversight;  

ii. incorporated ministries the activity of which will extend beyond the jurisdiction of a single 
Conference, in respect of which the General Council may assume responsibility for oversight or 
assign that responsibility to one (1) or more Conferences; and  

i. other incorporated ministries that have requested and received from the General 
Council an exception whereby the General Council has assigned responsibility for 
oversight to one (1) or more Courts. (2007) 
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Marriage 
 

 January 2008 – Interim Policy 

 April 2008 – Adopted policy 

 October 2014 – Revisions present to the Board 

 October 2014 – Approved by the Board and signed 

 October 2016 – Reviewed by the Board. No changes made. 
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Policies of Red Deer Lake United Church 

 
Presented to Red Deer Lake United Church Board for review and approval: October 2017 

Approved by the Church Board and signed by the Chairperson 

Approval Date: October 11, 2017 Signed:  

Review Date: October 2020 Expiry Date: October 2022 

 

Definition 

The Policy Book of Red Deer Lake United Church is a record of motions of the Church Board or 
the Congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United Church shall not contravene the constitution and by-laws 
of The United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However 
policies may only be set by a motion or resolution of the Church Board or the congregation.  

Amendments 

 A policy adopted by a motion or resolution of the congregation may only be amended or 
withdrawn by an action of the congregation. Either the congregation or the Church Board may 
amend a policy that originated with the Church Board. 

 

Marriage Policy 

Statement of Purpose: The intention of this policy is to set guidelines for requirements, eligibility and 
expectations of couples who seek to a marriage ceremony at Red Deer Lake United Church.  

Marriage is the coming together of two individuals who desire to enter into a life-long covenant by 
committing to each other before God, and their families and friends that they will be faithful, 
monogamous, and uplifting to each other for the rest of their lives; that they will – in other words – 
commit to embodying the kind of love God has for the world in the love they have for each other. It is 
for this reason many Christians call marriage a sacrament. 

The Policy says: 

1. Eligibility: Couples who may be legally married according to the laws of Alberta may apply to the 
minister of this church for the conduct of a Christian marriage ceremony. 

2. Presiding Minister: The minister of Red Deer Lake United Church shall be the presiding minister 
for all weddings. If the minister is not available, Red Deer Lake United Church is responsible for 
arranging an alternate minister from The United Church of Canada to preside. Couples who wish 
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to have other clergy or religious leaders participate in their wedding shall discuss such 
arrangements with the presiding minister.  

3. God does not discriminate on the basis of sexual orientation, and therefore neither do we. We 
provide marriage services for couples of all genders and sexual orientations, as well as 
previously divorced people, and couples of differing religions (ex: where one person is a 
Christian, and the other is of a different faith).   

4. Couples seeking marriage shall apply at least 90 days in advance and have completed a marriage 
preparation course by the time of their ceremony. In special circumstance the minister shall 
have the authority to perform a wedding at shorter notice and/or without a preparation course.  

5. Authority: The decision to conduct a marriage ceremony resides with the minister. If there is an 
appeal of the decision of the minister, such appeal shall be addressed to the chair-person of the 
Church Board. 

6. Fees: From time to time the Church Board will set service fees for weddings. Such fees will cover 
the cost of the minister, pianist, wedding host/ess,  caretaker, use of the church premises, and 
all required documentation. All or a portion of the wedding fees may be waived at the discretion 
of the minister. 

7. The marriage ceremony can take place within the Red Deer Lake Church building, or at an 
outside venue. If it is an outdoor venue, the change in applicable fees will be stated.   

 

Who Administer the Policy? 

This policy is administered by the Red Deer Lake United Church board, and the minister. 

 

To Whom Does This Policy Apply? 

This policy guides the congregation and general public in understanding the pastoral service of Red Deer 
Lake United Church. 

This policy guides the minister and church office in handling inquiries and questions from potential 
applicant couples. 

This policy guides the minister as to the intention of the pastoral charge regarding conduct of marriage 
ceremonies. 

  



M a r r i a g e  | 4 

 

Red Deer Lake United Church – Policy Book 
 

 

 



M e d i a  | 1 

 

Red Deer Lake United Church – Policy Book 
 

Media 
 

 January 2008 – Approved by the Board and signed 
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Policies of Red Deer Lake United Church 

 
Approved by the Church Board and signed by the Chairperson 

Approval Date: 31 January 2008 Signed:  

 

Definition 

The Policy Book of Red Deer Church is a record of motions of the Church Board or the 
Congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United shall not contravene the Constitution and By-Laws of The 
United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However 
policies may only be set by a motion or resolution of the Church Board or the Congregation.  

Amendments 

 A policy adopted by a motion or resolution of the Congregation may only be amended or 
withdrawn by an action of the Congregation. Either the Congregation or the Church Board may 
amend a policy that originated with the Church Board. 

 

Media Relations Policy 

 

The Purpose 

To establish who shall have authority to speak to news organizations and other media outlets on behalf 
of Red Deer Lake United Church. 

The Policy says: 

1. The media spokespersons for Red Deer Lake United Church shall the minister and/or the 
chairperson of the Church Board. 

2. These spokespersons are the only persons authorized to accept interviews or speak on behalf of 
Red Deer Lake United Church. 

3. This policy does not apply to promotion of church events. Copies of all such promotion material 
shall be submitted to the Church Office, with copies to the Chairperson of Communications 
Team and copies to the media spokespersons. 
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Memorial Fund 
 

 May 2013 – Approved by the Board and signed 

 January 2015 – Revisions presented to the Board 

 February 2015 – Approved by the Board and signed 

 October 2016 – Reviewed by the Board. No changes made. 
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Policies of Red Deer Lake United Church 
 

Presented to Red Deer Lake United Church Board for Approval: February 2015 
Approved by the Church Board and signed by the Chairperson 

Approval Date: February 10, 2015 Signed:  

Review Date: February 2018 Expiry Date: February 2020 

 

Definition 
The Policy Book of Red Deer Church is a record of motions of the Church Board or the Congregation 
which give direction for the operation of Red Deer Lake United Church.   

Limitations 
The policies of Red Deer Lake United shall not contravene the Constitution and By-Laws of The United 
Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 
Policy proposals may come from many sources within and beyond the congregation. However policies 
may only be set by a motion or resolution of the Church Board or the Congregation.  

Amendments 
 A policy adopted by a motion or resolution of the Congregation may only be amended or withdrawn 
by an action of the Congregation. Either the Congregation or the Church Board may amend a policy 
that originated with the Church Board. 

 

Memorial Fund Policy 

The Policy reads: 

Purpose of the Memorial Fund 

Red Deer Lake United Church Memorial Fund provides a means for donors to make donations in 
memory of departed loved ones. 

Allocation of Responsibility 

The Trustees are the custodians of the Memorial Fund and are responsible for administering the funds. 
This includes the safekeeping and maintenance of all required financial records. 

Donation Acceptance 

These funds will be kept in a bank account separate from the main RDLUC Operating Account and will be 
used for church projects at the discretion of the Board of Trustees, subject to the approval of the RDLUC 
Board.  

In the event of a donation being designated for a specific purpose, the Board of Trustees will carefully 
consider the nature, extent and impact of restrictions attached to the donation.  Depending upon the 
value of the donation and/or the specific memorial request, a meeting with the Minister and the 
Memorial Fund administrator (Trustee) may be arranged with the people wishing to make a donation to 
a specific project. 
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Receipts 

Donations to the Memorial Fund are tax deductible and an income tax receipt will be provided to each 
donor. If the designated donation is accepted, the beneficiary of that donation will be informed when 
the donation is received. 

Recognition 

Donor information will be maintained in a Memorial Record Book. Memorial nameplates will be added 
to the Memorial plaque when donations have been received. Donors will receive a written 
acknowledgement from the Board of Trustees. 

Signing Authority 

Four named Trustees will have signing authority of which two will be required to sign.  

Disbursements 

For undesignated donations, disbursements will be based on a list of Board-approved priority projects 
based on the needs of church. 

Up to 100% of the fund will be available for use if required during the following budget year after the 
time of deposit. However funds may be made available for use immediately if special circumstances 
arise. 

Reporting 

The Board of Trustees will report full details of the expenditures to the Church Board annually. An 
Annual Report will be submitted. There will be an annual review of the Fund by an independent auditor 
or review team appointed by the RDLUC Board. At each annual meeting of the congregation, the 
Trustees will provide financial statements for the previous year along with a report of this audit or 
review.  
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Memorial Garden 
 

 September 1999 – Approved by the Board and signed 

 August 2008 – Approved by the Board and signed 

 October 2016 – Reviewed and approved by the Board and signed 

 November 2016 – Amendments made for review and approval by the Board 

 January 2017 - Reviewed and approved by the Board and signed 
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Policies of Red Deer Lake United Church 

 
Presented to Red Deer Lake United Church Board for Review and Approval: January 2017 

Approved by the Church Board and signed by the Chairperson 

Approval Date: January 10, 2017 Signed:  

Review Date: January 2020 Expiry Date: January 2022 

 

Definition 

The Policy Book of Red Deer Church is a record of motions of the Church Board or the 
Congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United shall not contravene the Constitution and By-Laws of The 
United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However 
policies may only be set by a motion or resolution of the Church Board or the Congregation.  

Amendments 

 A policy adopted by a motion or resolution of the Congregation may only be amended or 
withdrawn by an action of the Congregation. Either the Congregation or the Church Board may 
amend a policy that originated with the Church Board. 

 

Memorial Garden Policy 

The Purpose 

The purpose of the policy is: 

 To provide guidance and direction to the Property Team, the Memorial Garden Sub Team and the 
Board of Trustees 

 To provide general information to the congregation and community of Red Deer Lake United Church 
regarding the Memorial Garden.  

The Policy Says: 

The Memorial Garden at Red Deer Lake United Church shall provide a place of interment of cremated 
remains in tribute and remembrance, and shall assure congregants, the community and future 
generations a sacred place to remember them. This policy covers the funding, usage, internment 
services, development and maintenance, and registration of names for this Garden. 
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INTERMENT:  

A location in the garden is chosen, a shallow hole is dug, the cremated remains (ashes) are poured loose 
into the hole and covered with earth. Urns or other containers are not permitted. An annual plant may 
be planted in the location of the interment as this is temporary and will remain for the season only. The 
planting of the annual is considered a component of Pastoral Care for the family.  

Plots are not assigned and markers are not permitted. A seasonal spring-to-fall interment plot map will 
be maintained by Administration in order to avoid interment location duplication in one season. Plot 
maps will be discarded at the end of each season. 

There is no fee for interment in the garden. 

INTERMENT SERVICES:   

The minister of Red Deer Lake United shall conduct a Service of Committal when cremated remains are 
interred in the Memorial Garden.  

PLAQUES:  

Adjacent to the memorial garden is a memorial wall. If a family so chooses, a plaque may be installed on 
this memorial wall, giving the name of the deceased along with date of birth and date of death. The cost 
of the plaque is born by the family or estate of the deceased person. The ordering and installment of the 
plaque is coordinated by the church administration.  

DEVELOPMENT AND MAINTENANCE:   

The development plan, construction and the ongoing maintenance of the Garden is under the Property 
Team with the Memorial Garden forming its own sub-team. The Memorial Garden maintenance team 
will be informed of interment locations as they arise for the season. The annual plant will remain for one 
season.  

FUNDING:   

The cost of maintaining the Memorial Garden is part of the regular property budget of Red Deer Lake 
United Church. Contributions for improvements to the garden are received by the general fund of Red 
Deer Lake United Church. 

MEMORIAL GIFTS:  

A Memorial Fund is maintained by the Board of Trustees of Red Deer Lake United Church. Donors may 
assign memorial gifts to specific church purposes, including maintenance or improvement of the 
Memorial Garden.   

USAGE:   

The Garden (and interment of cremated) will be for the use of members and adherents of Red Deer Lake 
United Church, or their family members.  In special circumstances as request may be made to the 
Church Board for approval to inter the cremated remains of persons who are not members, adherents 
or family members. 

PETS:  

The Memorial Garden is not available for the interment of the cremated remains (ashes) of pets or 
companion animals.  

REGISTRATION:   
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A permanent Memorial Garden Registry will be kept by the church, which will record the names of the 
deceased whose ashes are interred, as well as contact information for family members. Family members 
are invited to contact the church office to update their contact information, should they so choose.  

PERMANENCE:  

It is the good faith intention of Red Deer Lake United Church to maintain the Memorial Garden in 
perpetuity. Such good faith intention shall not be deemed to be a contractual obligation. If changes to 
the garden are proposed or required, family members shall receive notification in writing prior to 
implementation of the changes.  
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Red Deer Lake United Church 

Interment of Ashes Information Sheet 

Date: 

Name: 

Birth Date: 

Birth Place: 

Date of Death: 

Place of Death: 

Memorial Service Date: 

Date of Interment (if different than above) 

Remembered by [Family names]: 

 

 

 

Memories: A section for memories … 

 

 

 

 

 

 

 

 

Minister: 

Picture: 

Other Information: 
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Planned Giving 
 

 December 2008 – Background information 

 May 2009 – Approved by the Board and signed 

 March 2015 – Revisions presented to the Board 

 March 2015 – Approved by the Board and signed 

 October 2016 – Reviewed by the Board. No changes made. 

 March 2017 – Amendments approved by the Board. 
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Policies of Red Deer Lake United Church 

 
Presented to Red Deer Lake United Church Board for Approval: March 2017 

Approved by the Church Board and signed by the Chairperson 

Approval Date: March 14, 2017 Signed:  

Review Date: March 2020 Expiry Date: March 2022 

 

Definition 

The Policy Book of Red Deer Lake United Church is a record of motions of the Church Board or 
the congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United Church shall not contravene the constitution and by-
laws of The United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However 
policies may only be set by a motion or resolution of the Church Board or the congregation.  

Amendments 

 A policy adopted by a motion or resolution of the congregation may only be amended or 
withdrawn by an action of the congregation. Either the congregation or the Church Board may 
amend a policy that originated with the Church Board. 

 
PLANNED GIVING POLICY 

The Red Deer Lake United Church Planned Gifts Fund (referred to in this document as the “Fund”) was 
established by the Church Board at its meeting on December 8, 2008.  

MOTION: #67 - 08/12/09 – John Den Hoed / Stan Parkin- that the congregation of 
Red Deer Lake United Church as part of its stewardship strategy, establish a 

Planned Gifts Team who will create, with the guidance of the Holy spirit, a Plan 

of Operation in accordance with the vision, purpose and ministry of the 
congregation for the receipt and maintenance of Planned Gifts to Red Deer Lake 

United Church; and who will determine the appropriate Planned Gifts fund that 
will serve Christ’s ministry in and through the congregation; and establish an 
educational program about Planned Gifts for the benefit of all those wishing to 

make a planned gift to Red Deer Lake United Church.  CARRIED 

These guidelines are intended to provide some direction to those that have specific responsibilities 
for the Fund’s operation.  They are intended to facilitate its operation by clarifying and expanding on 
the enabling resolution. 
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What is Planned Giving? 

A Planned Gift (also known as a Legacy Gift) is a gift made from an estate or accumulated financial 
assets rather than regular income.  In the United Church more than 90 percent of Planned Gifts are 

gifts made through bequests in wills.  Regular giving generally comes out of a person’s regular income 
while a bequest comes out of assets left at death, when current giving ceases.  Therefore when 
someone includes a gift to the church in their will their current giving is generally not affected. 

More information on these various types of gifts can be obtained from the Planned Giving section of 

The United Church of Canada’s website: www.united-church.ca/getinvolved/donate/howto/planned. 

Purpose of the Planned Gifts Fund 

Planned Giving is another way for members and adherents to support the ministry of the church.  It 
also provides an opportunity for individuals to leave a legacy.  Many dedicated members and 

adherents have a strong commitment to their faith and to the ministry of Red Deer Lake United 

Church.  They should be given the opportunity to reflect that commitment in their will or other 
Planned Gift. 

The Fund is intended to be separate and distinct from all other church funds.  It is not intended that 
money from the Fund be used to cover regular and ongoing operational requirements of the church.  

The Fund is less likely to interfere with current givings if it is used to expand the ministry and mission 
outreach of Red Deer Lake United Church. 

Administration of the Fund 

The Planned Giving Fund will be administered by the Finance Team. 

Allocation of Responsibilities 

The Planned Gifts Team is responsible for the promotion of Planned Giving.  The team is responsible 

for reporting annually to The Board as to what monies are available for disbursement. 

Responsibilities of the Planned Gifts Team  

The Planned Gifts Team shall: 

a) develop and promote a Planned Giving Program for the congregation; 

b) provide information to interested members and adherents about the Planned Giving 
Program; 

c) arrange Planned Giving Information Sessions for interested congregational members every 

year; 
d) be a resource to members and adherents who wish to make a Planned Gift; 

e) work with the Regional United Church Gift Planner and keep them informed about any 
finalized Planned Gifts or donors who wish to meet with them to discuss or arrange a Planned 

Gift; 

f) write “thank you” letters to those who make a Planned Gift; 
g) write acknowledgement letters to executors, lawyers, etc. where appropriate;  

h) keep a permanent record of donations to the Fund; 
i) review any restrictions on any proposed Planned Gift to the congregation in accordance with 

the Gift Acceptance Policy contained in these guidelines; 
j) periodically review these guidelines so that any recommended changes may be presented to 

The Board and then the congregation for approval; and spearhead some faithful way to 

file://///RDLSRV/Shared-Admin/AppData/Local/Microsoft/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/AppData/Documents%20and%20Settings/ch611033/Local%20Settings/Temporary%20Internet%20Files/OLK120/www.united-church.ca/getinvolved/donate/howto/planned


P l a n n e d  G i v i n g  | 4 

 

Red Deer Lake United Church – Policy Book 
 

celebrate all the Planned Gifts and their donors while ensuring we are respecting individual 
wishes.   

All communication between individuals and members of the team is to be held in the strictest 

confidence.  Members of the team must be careful to avoid all conflicts of interest.  The interests of 
the individual member or adherent, who is the potential donor, must be the guiding concern.  

Enquiries 

Members and adherents interested in learning more about Planned Giving should contact a member 

of the Planned Gifts Team. 

Members and adherents may also wish to contact a Gift Planner from the United Church.  The name of 
the United Church’s Gift Planner for our area can be obtained by contacting the church office or by 
contacting the national office of the United Church of Canada. 

Anyone wishing to make a Planned Gift to the church is encouraged to seek professional advice 

(Lawyer,   Certified Professional Accountant etc.).  Donors are also encouraged to discuss their gifting 
intentions with their family. 

Gift Acceptance Policy 

The Planned Gifts Team will carefully consider the nature, extent and impact of restrictions attached 

to gifts.  The restrictions may be due to the type of gift (life insurance policy, real estate, etc.) or may 
be due to the use that the donor has specified for the gift. 

With respect to the first type of restriction, the Planned Gifts Team will seek professional help, if 
necessary, in determining whether to accept the gift. 

With respect to the second type of restriction, the Planned Gifts Team might recommend against 

accepting a gift if, for example, it is specified for a cause or organization that the church does not 

support, or if the terms and conditions around the gift impose unreasonable demands. 

If the Planned Gifts Team decides that a gift should not be accepted to the Planned Gifts fund, such 

recommendation must be made within 30 days (July and August excepted) to The Board which must 

decide within 30 days (July and August excepted) whether to accept the gift.  Given the 30-day 

requirement for accepting gifts, The Board may decide to authorize the Chair of The Board, in 
consultation with the Trustees, to make decisions on whether to accept gifts as designated. 

Receipts 

Any gifts that specify the use to which the gift is to be put will be known as designated gifts and will be 
handled as separate funds within the Planned Gifts Fund.  Such gifts will be used in accordance with 

the intentions stated by the donor. 

It is expected that most donations to the Fund will be bequests through wills, United Church Gift 

Annuities, gifts of securities, and life insurance. 

The Planned Gifts Team will promote the donation of undesignated gifts to the Fund.  Undesignated 
gifts are those with no conditions attached to the use of the funds. 

Investment 

The Trustees are the custodians of the Fund and are responsible for investing and administering the 

funds.  This includes the safekeeping and maintenance of all required financial records. 
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There will be an annual review of the Fund by an independent auditor or review team appointed by 
The Board.  At each annual meeting of the congregation, the Trustees will provide financial 
statements for the previous year along with a report of this audit or review. 

Disbursements 

Disbursement of money from the Fund will be determined annually by the Planned Gifts Team with 
the approval of the Board as part of the budget process and at other times as the Planned Gifts Team 
recommends with the approval of the Board.  

Disbursement of money from the Fund must be in accordance with these guidelines.  However, 

deviations to meet emerging needs may be approved at a duly constituted meeting of the 
congregation.  Emerging needs do not include operational costs. 

The Planned Giving Fund consists of an undesignated portion and a designated portion.  Only up to 

50% of the funds in the undesignated portion which are received during the year may be disbursed in 

the following year.  The balance of the funds received in the year may only be disbursed in the second 
year after they are received. 

The money from the Fund will not be used to cover regular and ongoing operational requirements of 
the church.  Rather, money from the fund will be used for development and enhancement of the 

ministry of Red Deer Lake United Church in areas such as the following: 

a) outreach activities 

b) youth ministry and programs 
c) lay education 
d) music and worship enhancements 

e) capital improvements 

Amendments 

Amendments to this Plan of Operation or the enabling resolution require a two-thirds vote of 

members and adherents present and voting at an annual meeting of the congregation for which 

notice of intent to amend the Plan of Operation or resolution has been given, or at a special meeting 

called for the purpose of amending the Plan of Operation or enabling resolution. 

Termination 

In the event that Red Deer Lake United Church ceases to exist, disposition or transfer of the Fund shall 

be in accordance with The Manual of the United Church of Canada. 
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Privacy of Personal Information 
 

 June 2008 – Approved by the Board and signed 
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Policies of Red Deer Lake United Church 

 

Approved by the Church Board and signed by the Chairperson 

Approval Date: 23 June 2008 Signed:  

 

Definition 

The Policy Book of Red Deer Church is a record of motions of the Church Board or the 
Congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United shall not contravene the Constitution and By-Laws of The 
United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However 
policies may only be set by a motion or resolution of the Church Board or the Congregation.  

Amendments 

 A policy adopted by a motion or resolution of the Congregation may only be amended or 
withdrawn by an action of the Congregation. Either the Congregation or the Church Board may 
amend a policy that originated with the Church Board. 

 

Privacy of Personal Information 

The Purpose 

The purpose of the policy is: 

1. To provide guidance and direction to all who gather and hold personal information regarding 
congregants or program participants at Red Deer Lake United Church 

2. To provide assurance to those who provide such information that the information shall be held 
confidential and shall be used only for such purposes as have been approved by those who 
supply such personal information. 

3. To provide for and assure the confidentiality of personal financial contributions to the church. 
 

The Policy Says: 

A. Personal or Family Records 
1. Congregant Households are invited to provide information on persons of the household to be 

stored electronically in the church data base: including names of persons in the household, 
names of family members living away from home, household address, city, postal code, 
telephone numbers, and email addresses. 

2. The information held in this data shall be used only for such purposes as have been approved by 
the congregant. (See Form for Release of Personal Information) 

B. Email Communication 
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1. Much information on the activities and programs of the church are disseminated by email. All 
persons who send emails to program participants shall take care that all bulk emails are sent by 
“Blind Copy” (b.c.c.) or to an ”Undisclosed Recipients” list. 

2. It is a violation of our Behavioural Covenant to use email to spread comments that could serve 
to hurt or harm others. No one shall author or forward to others any email communication 
which could bring hurt or harm to the church or any congregant or staff member.  

C. Rosters and Lists 
1. From time to time the church publishes lists of congregants, and/or program participants. Such 

published lists are intended only to enable and facilitate communication for the church 
purposes. Such published lists shall require the consent of each person listed. (See Form for 
Release of Personal Information.) 

D. Records of Group Leaders 
1. Those who lead organization or program groups at the church may receive and use personal 

contact information of group members or program participants.  
2. Anyone providing information via a program registration form or participant roster shall be 

aware that their personal information will be used by the group leaders for the purposes of the 
programs and activities of the group and will be given to the Church 

3. Any additional sharing of participant rosters and contact information within the group or 
beyond shall occur only with the express consent of the individual. 

E. Other Use 
1. The names and contact information of congregants or program participants shall not be used for 

any commercial purpose whatsoever.. 
2. The names and contact information of congregants shall not be shared with any other 

organization for any purpose, charitable or otherwise. 
F. Financial Records 

The records of financial contributions and gifts shall be kept strictly confidential within the following 
guidelines: 

a. Tables or Spread Sheets of gift amounts which do NOT have the names of individual donors 
attached are not confidential. 

b. The Envelope Secretary shall maintain records of individual financial support to Red Deer 
Lake United Church and its various gift categories, and shall assure that receipts for all gifts 
are issued in accordance with guidelines of The United Church of Canada and requirements 
of Canada Revenue Agency. 

c. The Records of the Envelope Secretary shall be made available annually or more often if 
requested, to the person named by the Church Board to conduct the annual Financial 
Review shall consult with the minister, the Chairperson of The Finance Team or the 
Chairperson of the Church Board concerning the receipt of extraordinary gifts or the 
withholding of church contributions. 

d. To assure that appeals for church contributions are appropriately directed the Envelop 
Steward may from time to time be asked by the Church Board to provide on a confidential 
basis lists of persons whose gifts fall within certain defined categories.  

G. Release of Personal Information 
When personal information is collected one or more of the following statements shall be included on 
the form as necessary. 
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I am aware of the policy of Red Deer Lake United Church pertaining to the Privacy of Personal 
Information. I hereby consent and agree as follows: 

A. That personal information supplied by me may be entered into the electronic data base of Red 
Deer Lake United Church. 

Yes………..No………… 

B. That the church office will use contact information supplied by me to forward to me or others in 
my household information pertaining the life and work of the church.  

Yes………..No………… 

C. That the church office may supply to program organizers and group leaders the names and 
contact information for congregants. 

D. That my name and contact information may be published in the directory of church members 
and adherents. 

Yes………..No………… 

E. That the records of donations, contributions and gifts to the Church are kept strictly confidential 
and shared only as permitted by the Privacy of Personal Information Policy of the Church. 

Yes………..No………… 
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Volunteer Screening 
 

 August 2014 - Presented to the Board 

 August 2014 – Approved by Board and signed. (Additional information required for volunteer 
descriptions – pending) 

 March 2017 – Addition of DRIVER AGREEMENT FOR STAFF AND VOLUNTEERS OPERATING 
PERSONAL VEHICLES Form 
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Policies of Red Deer Lake United Church 

 
Presented to RDLUC Board for Approval: August 2014 

Approved by the Church Board and signed by the Chairperson 

Approval Date: August 12, 2014 Signed:  

Review Date: August 2017 Expiry Date: August 2019 

 

Definition 

The Policy Book of Red Deer Lake United Church is a record of motions of the Church Board or the 
Congregation which give direction for the operation of Red Deer Lake United Church.   

Limitations 

The policies of Red Deer Lake United Church shall not contravene the Constitution and By-Laws of The 
United Church of Canada [The Manual] or the laws of Canada or Alberta.  

Sources of Policy 

Policy proposals may come from many sources within and beyond the congregation. However policies 
may only be set by a motion or resolution of the Church Board or the Congregation.  

Amendments 

A policy adopted by a motion or resolution of the Congregation may only be amended or withdrawn 
by an action of the Congregation. Either the Congregation or the Church Board may amend a policy 
that originated with the Church Board. 

 

Volunteer Policy 

Statement of Purpose: Red Deer Lake United Church in keeping with our statement of faith will actively 
promote and facilitate the involvement of volunteers in sharing their gifts and talents in support of the 
work of the church and in so doing will strive to ensure the physical, social, emotional and spiritual well-
being of the volunteers as well as those who are impacted by their work.  

I. Background 

We are an inclusive community of works-in-progress who want to participate in 
something more than ourselves through faith, love, grace, and compassion. We believe 

this is what Jesus was all about. Together we worship, live in community, explore what it 
means to be human, live life to the fullest, and strive to make this world more like the 

one God made it to be. 

As reflected in our statement of faith and commitment to discipleship, Red Deer Lake United Church 
(RDLUC) strives to be a place where true community happens: where people come together to live out 
their faith through worship, programs, projects and being together. Integral to this is the belief that 
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sharing gifts, talents, skills, time and resources is not only an important, but also a fundamental part of 
living out one’s faith. Because our vision and mandate is community, and therefore volunteer driven, we 
want to ensure that all those who not only work in and through RDLUC, but also those we serve, are 
protected from emotional, sexual, spiritual and physical abuse, neglect, and exploitation (especially 
those who are deemed ‘vulnerable sectors’ such as children, youth, those with mental or physical 
challenges, and the elderly). The RDLUC VOLUNTEER POLICY attempts to ensure just that.  

Central to the identity and purpose of Red Deer Lake United Church (RDLUC) is a commitment to being a 
community of faith; that means we are a volunteer driven organization. The RDLUC Volunteer Policy 
attempts to ensure both those who serve and those are served are protected from emotional, sexual, 
spiritual or physical abuse, neglect, and exploitation. For this assurance to be achieved in the most 
pragmatic manner possible, we have a three tiered volunteer policy.  

II. Procedures 

a. Individuals interested in volunteering will be requested to complete a Volunteer Application 
form and to submit them at the church office. See attached. 

b. The volunteer application form will be referred to the appropriate church leadership team.  

c. The volunteer’s leadership team will provide appropriate orientation, training and ongoing 
support.  

d. Concerns related to the work of a volunteer will be taken to the team leader or Minister. 

e. In order to ensure a high level of care and protection in the most pragmatic and effective 
manner, all Red Deer Lake United Church volunteers will be required to fulfill the 
requirements outlined in one of three tiers of volunteer expectations. The church office and 
team leader will identify the appropriate tier for each volunteer. 

The Policy says: 

Tier 1: People in Leadership Positions 

All those in key leadership positions who oversee and work consistently and directly with children, 
youth, elderly and/or disadvantaged peoples must have a current criminal record check completed 
every three years.  

It is the responsibility and duty of these people to be present, visible, sober and coherent during all 
programming with/for vulnerable sectors, to ensure that all other volunteers act in a responsible and 
non-abusive manner consistent with the law, our faith and mission statement, and that all people 
(volunteers and recipients of care) remain safe and protected to the best of our ability at all times. 
These are our key leaders and we look to them to model Christ-centred leadership to others and meet 
the expectations and requirements of the law. 

Clearance search requirement: Canada-wide Criminal Record History, Vulnerable Sector Search, and 
Police History. 

Examples: Staff, Leaders of IFTC program, Sunday School Teachers and Children’s Ministry Coordinators, 
Congregational Care worker/visitors, Healing Ministry practitioners. 

Tier 2: Core Volunteers, Leaders, and Care-Givers. 

We ask that those people who are not in direct leadership positions, but who consistently volunteer to 
help with programs and projects with vulnerable sectors have a police check completed every five years.  
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As those who often graciously offer their time and skills to our programs, we look to them to be ensure 
that the programs and projects we offer are held to the highest standards and that those we serve are 
served in a Christ-like way, particularly when Tier 1 leaders are absent or occupied. 

Clearance search requirement: Canada-wide Criminal Record History, Vulnerable Sector Search, and 
Police History. 

Examples: RDLUC Board members, Inn From the Cold volunteers, Sunday School helpers, Nursery Care 
workers. 

Tier 3: Everyone Else. 

Because we believe Christ calls us all to serve whenever possible, especially within our faith community, 
we encourage everyone to receive a police record check every five years. This not only ensures a higher 
degree of careful and compassionate care to all we serve, but also allows people to volunteer without 
any restrictions.  

Clearance requirement: Canada-wide Criminal Record History, and Police History. 

Examples: Team/Committee Chairs, Count Team members,  You.  

We ask that the community of RDLUC place themselves within one of these tiers and act accordingly. 
This is our way to ensure that the programs and services we offer are done so with the safety and 
protection of everyone involved.  
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Volunteer Application Form 

Name  

Address 
 

 

Phone Number  

Email  

Volunteer Positions: Please check all that apply 

Tier 1: All those in key leadership positions who oversee and work consistently and directly with 
children, youth, elderly and/or disadvantaged peoples must have a current criminal record check 
completed every three years.  

 Congregational Care Visitor  Inn From the Cold Team Leader 

 Healing Ministry Practitioner   

Tier 2: We ask that those people who are not in direct leadership positions, but who consistently 
volunteer to help with programs and projects with vulnerable sectors have a police check completed 
every five years.  

 Inn From the Cold Volunteer  Sunday School Helper 

 Nursery Care Helper  RDLUC Board 

Tier 3: Because we believe Christ calls us all to serve whenever possible, especially within our faith 
community, we encourage everyone to receive a police record check every five years. This not only 
ensures a higher degree of careful and compassionate care to all we serve, but also allows people to 
volunteer without any restrictions.  

 Count Team member   Team Leader/Chair 

 

Office Use Only 
Submitted to Team Leader:          Date: 

Security Clearance Letter (Calgary Residents only): Tier 1      Tier 2      Tier 3 

Clearance Search results received: 
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Volunteer Position Descriptions 

[Volunteer Descriptions will be provided by committee/team leadership] 

Tier 1: Canada-wide Criminal Record History, Vulnerable Sector Search, and Police History 

Volunteer Position Description 

Inn From The Cold (IFTC) Team 
Leadership 

Coordinator – oversees the general program and ensures that there 
are convenors for every month.  Generally receives the phone call 
from the Inn letting the church know how many guests will be 
arriving that night.  Generally attends each IFTC to ensure that 
everything is running smoothly (and to help out where needed). 

Convenors – they are in charge of the Inn for the night in 
question.  Ensure that all the required volunteer positions are filled 
and ensure that sufficient food is ordered to feed the estimated 
number of guests and volunteers for dinner.  They open the church 
for the volunteers, start preparing the evening meal, ensure the beds 
are set up, have the meal served on time and the kitchen is cleaned 
up for the evening.  They turn over the hosting duties to the first 
couple who have volunteered for this duty of the evening.   

Congregational Care Visitors Congregational Care volunteers offer compassionate and supportive 
care to all those in the congregation who are in need, through 
illness, death or other life changes and challenges. This support is 
offered through telephone contact, email and personal visitations to 
home, hospital or residential care centres. 

Healing Ministry Practitioners Adheres to the Healing Ministry code of ethics, offers a healing 
presence to those who ask to receive, working in pairs where 
possible. Sessions may include light touch, or hand movements in 
the receiver's energy field. Receivers include adults; and babies and 
children with parental/guardian permission. 

 

Tier 2: Canada-wide Criminal Record History, Vulnerable Sector Search, and Police History 

Volunteer Position Description 

RDLUC Board Member  The Red Deer Lake United Church Board is responsible for setting 
policy, developing and approving an annual budget, providing 
oversight of the temporal and financial affairs of the church and 
conducting church affairs and business in keeping with the United 
Church of Canada manual. 

Board members are also backup for leadership and volunteering as 
required.  

IFTC Volunteers Set up – this group comes in prior to guest arrival to set up the beds, 
put out toiletries and towels and set up the tables and chairs for the 
evening meal.   
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Dinner Kitchen staff – these people prepare and serve the meal.  

Kitchen clean up - These people clean up the dishes, wash and put 
them away. 

Male and female host (7-10pm) – 2 people required.  These two 
people act as hosts and are responsible for overseeing the Inn for 
this period of time.  They are the convenors of the Inn. 

Male and female host (10pm-2am) – 2 people required.  These two 
people replace the 7–10pm hosts. 

Male and female host (2am-7am) – 2 people.  These two people 
replace the 10–2am hosts.  They also start cooking breakfast before 
the Covenant Church people arrive.  

Breakfast crew - come in around 5:30–6 am to cook breakfast and 
serve the clients.  

Clean up crew – a cleanup crew come in around 7am to clean up, 
clean the cots and put them away.  Most times the cleanup crew 
come in after the guests have departed.  

Sunday School Assistant Assist the Sunday School teachers on Sunday mornings. Working 
with children in the age range of 3 to 12 years old. 

Nursery Care Volunteer Supervise the Nursery Care area located in the Sanctuary on Sunday 
mornings. Watching children in the age range of newborn to 4 years. 
The young babies are usually accompanied by a parent or guardian. 

 

Tier 3: Canada-wide Criminal Record History, and Police History 

Volunteer Position Description 

Committee/Team Leader Team leadership will cover the responsibilities of team programs 
held at the church. They will be working with members of the church 
and/or the community. 

Count Team members Responsible for Sunday offering at the end of the service. Work in a 
team of two. Team sorts, counts and prepares bank deposit. 
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Volunteer Letter 

[To be created after Volunteer Alberta registration is complete. Volunteers will take this document 
when applying for a security check. It will be on RDLUC letterhead.] 

 

Red Deer Lake United Church 

VOAN:  

Date 

Re: Volunteer Police Information Check Request 

 

To Whom It May Concern: 

Red Deer Lake United Church requests a Canada-wide Criminal Record History, Vulnerable Sector Search 
[remove for Tier 3], and Police History for _____________________________. 

 

Volunteer Position(s) 

[Cut and Paste from Volunteer Descriptions above.] 

 

Sincerely, 

 

 

Colleen Micklethwaite 

Administrative Coordinator, RDLUC 
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DRIVER AGREEMENT FOR STAFF AND 
VOLUNTEERS  

OPERATING PERSONAL VEHICLES 

Section 1  DRIVER 

Driver’s Name  

Driver’s Address  Phone Number  

Alberta Driver’s License 
No.  Class  Expiry Date  

 

1. Are you currently cleared through the police Vulnerable Sector Check for 
volunteers? 

 yes  no 
 

2. Does the vehicle owner have a current insurance policy with minimum 
$2,000 000 liability coverage? 

 yes  no 
 

3. Are you aware of any medical or mental reasons that could make you more 
at risk of having an accident? 

 yes  no 
 

4. Are you a competent driver, aware of your liability to your passengers in the 
case of an accident? 

 yes  no 
 

Section 2  ACKNOWLEDGEMENTS  

 I agree to operate the vehicle in a safe manner and to abide by all the laws within the 

jurisdiction(s) in which I am driving. 

 I understand that I am not covered by Red Deer Lake United Church’s liability insurance. 

 I understand and agree that, in case of a claim, damage, or accident, the vehicle owner’s 

automobile liability is the primary insurance coverage. 

 I agree to immediately inform the church if any of the information provided on this form 

changes e.g., increased demerits, health concerns, and loss of license. 

 I agree to report, within 24 hours, to the church any accident that occurs while driving in 

connection to a RDLUC sanctioned activity. 

I have read, understand and agree to the ACKNOWLEDGEMENTS including the use and disclosure of 
information.  I certify that the information contained in this application is, to the best of my 
knowledge accurate. 

Name of Applicant (please print)  

 

Signature Date: 

Name of Vehicle Owner (please print) Signature Date: 
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Additional Information as of August 2014 

Voluntary Organization Authorization Number 

If your volunteer organization has a Voluntary Organization Authorization Number (VOAN) issued by 
Volunteer Alberta, please have that number provided referenced on the volunteer letter issued from 
the organization. Please bring this with you when you apply for a Police information check. 

Note: By having a VOAN, RDLUC volunteers will not have to pay for the Police check in Calgary. RDLUC is 
a member of Volunteer Alberta, but at this time is not fully registered for Police Information checks as 
the Volunteer Policy and RDLUC Mission and Vision information is required for registration. A standard 
volunteer letter will need to be prepared.  

 

Police Information Checks for Non-Calgary Residents 

RDLUC volunteers are to go to their nearest RCMP detachment to request a Police Information check.  

 

Police Information Checks for Calgary Residents 

Police Information Checks are more than a Canadian criminal record check. Also known as a Police 
Information Check (PIC), information is searched from three databases and the results will be provided 
on a Calgary Police Service certificate letter. Disclosure will include Canada-wide Criminal Record 
History, Vulnerable Sector Search (if required) and Police History; this includes Local Police Information 
and Alberta Provincial court records. 

The Calgary Police Service processes Police Information Checks for employment, volunteer opportunities 
and other relevant purposes, as well; provides Police Record Check information for persons applying for 
a record suspension (formerly a Pardon).  

Are you security personnel, a locksmith or a private investigator?  

The Government of Alberta no longer requires fingerprints or signed affidavits for security guards, 
locksmith and private investigator applications, according to the proclamation of the Security Services 
and Investigators Act on June 1, 2010.  

If you have any questions about licensing processes under this new legislation please contact Alberta 
Solicitor General and Public Security's Licensing Department toll-free at 1-877-462-0791. 

The Calgary Police Service will continue to perform employment Police Information Checks for these 
applications. 

Obtaining a Police information check 

Visit a Calgary Police Service location and remember to bring:  

1. Two valid pieces of government issued identification 

 Photo identification can be one of the following:  

o Driver’s License 
o Identification Card from a Motor Vehicle Registry 

http://www.calgary.ca/cps/Pages/Public-services/Record-suspension-pardon-applications.aspx
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o Passport 
o Citizenship card 
o Permanent Residence card 
o Firearms License 
o National Defense card 
o Nexus card 
o Aboriginal Status card 
o Aviation Document Booklet 

 Non-photo identification can be one of the following:  

o Social Insurance Card 
o Provincial Healthcare Card 
o Birth Certificate 
o Marriage Certificate 
o Immigration papers. 

2. Payment for the Police Information Check. 

Standard processing time will be approximately 2-3 weeks; however, this may vary if a follow-up is 
required and/or an individual has to attend our Westwinds office. Upon completion, a letter will be 
mailed to the applicant with the results from the application. The Police Information Check Unit will not 
disclose to a third party – any specific information will be disclosed to the applicant only. 

If you have previously resided in Calgary and now reside elsewhere in Alberta, in another Province or 
Out of Country and require a Calgary Police Service Police Information Check, please see Police 
information checks for people outside Calgary. 

Did you receive an attend letter? 

If you receive an "attend" letter after submitting your application, follow instructions and  
call 3-1-1 for an appointment at Westwinds location only. 

Individuals are requested to "follow-up" and attend the Police Information Check Unit for a variety of 
reasons. Follow-up requests may be related to: 

 submission of fingerprints to confirm or eliminate a criminal record associated to an applicant’s 
information  

 submission of fingerprints for the Vulnerable Sector search to confirm or eliminate a pardon 
associated to applicants’ information. Please see the RCMP website for more information: 
http://www.rcmp-grc.gc.ca/cr-cj/vulner/faq-eng.htm 

 to deal with outstanding warrant(s) on the National Police Computer System 

 disclosure of police related relevant occurrence report(s)  

 Failure to submit a self-declaration form if you have existing criminal conviction(s) 

NOTE: The above information cannot be discussed over the phone; however the Police Information 
Check Unit will disclose this follow-up request when you attend. 

What databases are searched? 

The Calgary Police Service uses three search mechanisms: 

 P.I.M.S. - Local records of the Applicant's involvement with Calgary Police Service (Police 
Information Management System) 

http://www.calgary.ca/cps/Pages/Public-services/Police-information-checks-outside-Calgary.aspx
http://www.calgary.ca/cps/Pages/Public-services/Police-information-checks-outside-Calgary.aspx
http://www.calgary.ca/cps/Documents/police-information-checks/vulnerable-sector-verification-information-and-instructions.pdf
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 J.O.I.N. - The Alberta court system (Justice Online Information Network) 

 C.P.I.C. - The Canadian Police Information Centre system and R.C.M.P. National repository in 
Ottawa. 

This Police information check only provides information found at the time of the check, on the above 
listed systems. The Calgary Police Service does not guarantee completeness of the information, as we 
are limited to information available on these systems.  

This check does not include information found in any other jurisdiction's local police information system; 
nor does it include court information from any other provinces, except convictions registered on the 
National Repository for Canada and information entered onto the Canadian Police Information Centre 
System. 

What disclosures are included? 

 Criminal Records - Adult and Youth (includes indictable, dual procedure and summary 
conviction offences) 

 Pending and outstanding charges  

 Outstanding warrants for arrest Canada-wide  

 Police Files/Information Reports: Relevant occurrences – this may include any interactions an 
individual has had with police as being disclosed, including mental health occurrences, if they 
are deemed to be relevant.  A relevant occurrence may not have resulted in charges being laid, 
but will be disclosed if relevant or there is a potential risk to public safety 

 Records of not criminally responsible by reasons of Mental Disorder pursuant to s.16(1) cc 
(disclosed if relevant) 

 Judicial Orders while in effect: probations, prohibitions, peace bonds and recognizance 
conditions 

 Vulnerable Sector Records (pardoned sex offender) 

 Absolute Discharge for one year period 

 Stay of Proceedings for one year period 

 Conditional Discharge for three year period 

 Alternative Measures for one year period 

 

ePIC – Calgary Police Service online system 

 May 2015 – Opened RDLUC account, without VOAN 
 


