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Introduction 
 

The community of faith/congregation is responsible for fulfilling the Governance 
Requirements for All Communities of Faith (The Manual B.2-B.6), Purpose, 
Governance and Administration, Spiritual Life, Ministry and Other Leadership, 
Participation in Regional and Denominational Life, Election of Regional Council 
Representatives.  

 
The community of faith is responsible for having a governance structure as a framework 
for the life and work of the community of faith. The governance structure must free people 
to live out their commitment to God and to each other. A congregation or pastoral charge 
is responsible for having a governing body. It must decide on a governance model for the 
congregation or pastoral charge. If a community of faith/congregation wishes to have the 
community of faith/congregation as a whole be the governing body, it must fulfill the 
responsibilities of both the Community of Faith and the Governing Body (The Manual B.2-
B.7) 
 

1. Governing bodies are at the very heart of good governance and leadership for a 
Community of Faith/Congregation/Pastoral Charge. 

2. They go by many names but their purpose is essential to congregational life. 
3. The group of leaders called the governing body defines the mission of a 

congregation; assesses the context for the mission; develops resources for its 
ministry; envisions the future; prepares strategies for ministry. 

4. It also provides a framework in which decisions can be made in a just, faithful and 
participatory fashion. 

5. Ideally, a governance structure is flexible enough to meet the needs of the present 
day and allow for development of new visions and hopes. 

6. We need to draw a distinction between  
a. the number of people involved in decision-making;  
b. the number of people holding offices;  
c. the number of people available to do the work that needs to be done.   
d. When deciding on a structure it is important to keep in mind the size and 

the volunteer base of your community of faith/congregation/pastoral charge. 
 

 
  



3 
 

Communication 
 
Healthy patterns go a long way towards overcoming misunderstanding and mistrust. 
There is communication within a meeting, around a meeting, and after a meeting.  
 

Agenda   

a. The purpose of an agenda is so that everyone knows the items that are to be 
discussed and the order in which they appear as business before the meeting.  
There is no right way to construct an agenda or one individual who is properly 
assigned the task. The body must make up its mind and be clear whose job it is.  
It can be the Chair and/or the Secretary and/or someone else assigned the task.  
But the task must be assigned and taken seriously!   

 
b. Suggest an agenda that, in its broad format, is consistent from meeting to meeting.   

 

c.  The agenda could be as simple as follows: 
Call to Order     
Gathering Prayer/Acknowledgement of the Land 
Approval of the Agenda (1) 
Minutes of the Past Meeting (2) 
Business Arising from the Minutes 
Correspondence 
New Business 
Adjournment 
Benediction 

(1) If there is a meeting, presumably there is business to be dealt with. The chair 
will name the item(s) of business in the order they will be dealt with and ask 
if there are any others. These will be dealt with in order under “Items of 
Business.” 

(2) Minutes provide a memory for the community of faith of their past actions. 
They are also required sometimes for legal purposes. Exercise great care in 
recording those decisions that are taken. Motions should be able to stand 
alone with all the pertinent information. (Regional Council can provide 
Guidelines for minute taking) 

 
 Deciding on the Agenda:   

 
 You need to have some way of getting things on the agenda. The most 
 democratic way would be as follows: 
 

a. The governing body must meet at least once every quarter, but can 
meet more often if necessary. (B.7.7.1) 

b. Have a regularly scheduled meeting time. That way everyone who 
cares knows when the meeting is happening.  
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c. Have a regular pattern of getting issues on the agenda.  For instance, 
an announcement: “Our congregational meeting is ___(Date)____.  If 
anyone would like to have an agenda item added, please speak to the 
chair or secretary”.  

 

 Getting Information for the Agenda:   
 
 Making sure that everyone is on the same page in decision-making is always 
 difficult. The more disconnected the group; the harder that is. In order to make 
 this model of governance work you will need to be very vigilant: 

a. Everyone will not “know everything” about any issue. Those who have the 
history will need to share it responsibly. That doesn’t mean that past decisions 
control present and future actions, but people need to know if a decision was 
taken previously and why; 

b. If something cannot be discussed right now (for instance because Trustees are 
in negotiations) then say it clearly. Don’t beat around the bush, tell people and 
promise to report at the earliest opportunity – and keep the promise; 

c. If you don’t have enough information to decide; don’t keep flailing away at 
something. Ask somebody to find out the information and report back. 

d. Establish a place where meeting minutes are posted as soon as possible after 
the meeting and assign one or two people to answer questions if there are any. 

e. Be very clear about the distinction between confidentiality and secrecy. 
 

 

Proposals and Motions  

 
In an effort to remove the tangle of procedure from its meetings, The United Church 
has adopted a “proposal/motion” format.  It works as follows:  

a) The individual who wants to suggest a particular action to the group lays it out 
in the form of a “proposal”. The proposal gives the intended action and the 
reason for it, but does not frame it in a specific motion. The body can then 
discuss the idea without getting caught in amendments to a motion.   

b) When the conversation winds down, the Chair invites the proposer to present 
a motion. This is moved, seconded, voted upon and recorded in the minutes. 
If the proposal stage has been well handled, the motion moves very quickly. 

 
Example: Someone proposes to a congregational meeting that the anniversary 
Sunday service be November 18th at 2 p.m. They would give the reasons they think 
that’s a good time and date. In the conversation about the proposal that follows, 
someone points out that a group uses the sanctuary at 1 p.m., so 3 might be a better 
time. Someone else observes that there is a community picnic that day, so how about 
a week earlier. Someone else answers that a week earlier is Remembrance Day.  The 
group generally settles on November 25th, although not everyone agrees. Seeing the 
discussion is winding down, the chair calls for a motion. The person making the 
proposal says: “I move that our anniversary Sunday Service be held on November 



5 
 

25th at 3 p.m.”  The chair asks for someone to second the motion, there is debate and 
a decision. 

 
 

Responsibilities of the Governing Body (The Manual B.7.4) 

 

The governing body follows the policies set by the pastoral charge or community of 

faith/congregation in fulfilling responsibilities:  

• Spiritual Matters 

• Financial Matters 

• Pastoral Relations Matters 

• Proposals 

• Recommending Members for Ministry Leadership 

• Property Matters 

• Representing the Pastoral Charge to Regional Council 

• Reporting 

• Records 

• Sharing Reports from the Wider Church 

• Completing Statistical Forms 

• General Responsibility   

 

The governing body has general responsibility for leadership in the care and oversight of 

the spiritual life and the interests of the congregation or pastoral charge.  

 

 

Rules of Order  

 
In a group of 15-25 people, formal may feel slightly ridiculous and yet the absence of any 
control over speaking may result in unproductive chaos.  
 
The United Church provides the framework for the rules of order for the church. Please 
see Appendix, The Manual 2022 (pg. 191-195) for guidance. You might consider adopting 
the Holy Manners for how the community will listen, respect and respond in a meeting 
setting.  
 
If you feel the need, or it becomes necessary, you might consider time limits for speakers: 

(a) for those initially presenting business perhaps 5 minutes, and  
(b) for those responding perhaps 2 minutes. 
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Community of Faith/Congregation as the Governing Body 
 

A small community of faith/congregation may be in a position to engage a structure where 
the congregation, as a whole, serve as the governing body. It allows the congregation to 
involve those who are present at any given time and alleviates the need to have multiple 
committees and volunteers to do the work. If a community of faith/congregation wishes to 
have the community of faith/congregation as a whole be the governing body, it must fulfill 
the responsibilities of both the Community of Faith and the Governing Body (The Manual 
B.2-B.7) 

 
Membership 
 
B.7.3.1 of the Manual states the requirements for members of the governing body.  

Specifically, governing body members have to be full members of the congregation 
elected by the congregation or pastoral charge (B.7.3.1 a).  There is an exception. People 
who are not full members may be elected in special circumstances with the regional 
council’s approval.  

The Manual is silent on what constitutes a special circumstance. It is up to the Regional 
Council to decide what is a special circumstance.  

However, if the entire congregation is the governing body, which would include members 
and adherents, the Regional Council would likely find this to fall under a special 
circumstance.  Approval must be given by the region for such a structure.  

Officers: Organization of the Governing Body—Officers 

a. the Chairperson is a full member of the community of faith/congregation, 
b. the Secretary and Treasurer are members of the governing body 

 
 
Nominations 

It is important to have named ‘terms of office’ that work well for your congregation 
and allow for the opportunity for the officers of the congregation to be changed on 
a rotation basis. This allows for new people to give leadership and avoids burning 
out a small number of people. It is a good plan to schedule a nominating process 
each year and an election of officers at the Annual Meeting.  

 

Required Committees 

  
The pastoral charge and its governing body may fulfill their responsibilities with the help 
of committees, task groups, steering groups, teams, commissions, and other bodies. The 
only mandatory committee is a Ministry and Personnel Committee. The congregation or 
pastoral charge must assign these areas of work to committees, or do the work in another 
way:  Christian Education, Manse, Stewardship, Nominations (B.7.8.6). There must also 
be a Board of Trustees (G.3). 
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Ministry & Personnel Committee (M&P) 

 
All Communities of Faith/Congregations/Pastoral Charges must have a committee or 
other body (called M&P or another name) with the following responsibilities: 

  
Responsibilities: 
a) being available for consultation and support for matters involving the pastoral 

charge staff; 
b) overseeing the relationship of the pastoral charge staff to each other and to people 

in the congregation;  
c) regularly reviewing the working conditions, responsibilities, and compensation of 

all pastoral charge staff;  
d) making any recommendations needed as a result of these reviews to the governing 

body;  
e) revising position descriptions of pastoral charge staff as needed;  
f)  conducting annual performance reviews of the pastoral charge staff;  
g) ensuring pastoral charge staff make use of opportunities for continuing education 

that they have been given; and  
h) maintaining close contact with the regional council Pastoral Relations Committee 

or equivalent. 
 
 

Board of Trustees (Trust of Model Deeds and UCC Act)  
 

The congregation is responsible for having a board of trustees for the congregation.  
(Complete details are found in the Manual 2022 G.3) 

 
Basic Summary: 
A. One Board of Trustees per community of faith/congregation 
B. A pastoral charge with two or more congregations may, in addition to the board 

of trustees for each congregation, have a board of trustees for the pastoral 
charge 

C. Calling Meetings: 
 All meetings of the trustees must be called by one of the following: 

a) a member of the order of ministry called or appointed to the pastoral charge;  
b) a designated lay minister recognized by the regional council and appointed 

to the pastoral charge;  
c) the pastoral charge supervisor;  
d) two or more of the trustees. 

D. There will be a chairperson who may be the ordered minister 
E. Minimum Number of Trustees Present:  
 A meeting of the trustees may take place only if a minimum number of trustees 

is present, as follows: 
a) For boards of trustees with 10 or more members, at least five members 

must be present.  



8 
 

b) For boards of trustees with nine or fewer members, a majority of the trustees 
must be present.  

F. Voting: The trustees make all decisions by the majority vote of the trustees 
present at a meeting. The chair votes only if there is a tie in the voting. 

G. Membership:  A majority of trustees must be members of the congregation;  
H. Number: The congregation is responsible for deciding on the number of its 

trustees. There must be a minimum of three and a maximum of 15, including the 
one person who is automatically a trustee 

I. One of the following people is automatically a trustee because of their position:  
a) the member (or one of the members) of the order of ministry who has been 

called or appointed to the pastoral charge;  
b) the designated lay minister who has been recognized by the regional 

council and appointed to the pastoral charge; or  
c) the pastoral charge supervisor. 

J. A congregational meeting must be called to appoint or remove trustees. The 
congregation may decide that a person is no longer a trustee when the person 
resigns, moves away, leaves the United Church, or does not attend trustee 
meetings for at least a year, or for any other reason that the congregation 
considers appropriate.  

K. Term of trustee office: set by the congregation  
 
 

Responsibilities: 

• Holding Congregational Property   
The trustees are responsible for holding all congregational property for the 
congregation as part of The United Church. The trustees must give the same 
care and attention to congregational property as a reasonable person would 
give to their own property (for details see The Manual 2022 section G.2.2, 
Congregational Board of Trusts handbook and the Regional Council Property 
Handbook)  
 

• Compliance with Decisions and Other Requirements 
The trustees must comply with:  

a) all decisions about congregational property that are made by the 
governing body and the regional council; and  

b) all other United Church requirements for trustees and congregational 
property. 

 

• Record Keeping 
 The trustees are responsible for: 

a) keeping records of all funds that are received and disbursed by them;  
b) keeping records of all their meetings, which clearly indicate any decisions 

made at those meetings; and  
c) making those records available upon request to, a representative the 

governing body, ministry personnel called or appointed, Pastoral Charge 
supervisor.  
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Reminders 

 
Membership Records  

The governing body is responsible for:  
a) keeping a record of all baptisms in the congregation;  
b) keeping the membership roll of the congregation;  
c) keeping the historic membership roll of the congregation; and 
d) recording, in its minutes, all decisions to admit people as full members  

Full Member 
A person becomes a full member through one of the following ways:  

a) adult baptism and profession of faith;   
b) confirmation, if the person was baptized as a child and has now reached the age 

of understanding;  
c) reaffirmation of Christian faith, if the person has already been baptized and made 

a profession of faith at an earlier time; 
d) through a certificate of transfer of membership in good standing from another 

congregation or church; 
 
The members of a congregation are: 

a) children of full members; and  
b) children who have been baptized but have not yet become full members.  

 
Adherents: 
An adherent of a congregation is a person who contributes regularly to the life and work 
of the congregation but is not a member or full member. 
 
Who May Vote: 
If the entire congregation is the governing body, which would include members and 
adherents all may vote if approval is given by the region for such a structure.  

 
Basic Rules of Procedure and Order  

The purpose of rules of order and procedure is to help the body accomplish its tasks justly 
and fairly and allow the fullest level of participation by all members.   
 
For more detailed rules see The Manual, 2022 Appendix, Procedures for Holding a 
Meeting and Decision-Making. In any point not covered in the Manual, the parliamentary 
rules accepted in Canada (Bourinot’s Rules) will be followed. 
 
 
 
 
Note: Where this document and The United Church Manual disagree, The United 

Church Manual is the authority. 


