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COUNCIL GUIDELINES 

COUNCIL MAKE-UP 

 

Voting members of the Council must be full members of St. Paul’s United Church.  (See definitions of full 

members, members, and adherents at the end of this document.)   

 

Adherents of St. Paul’s United Church may hold positions on any team, but they may not vote at Council meetings 

unless granted special permission and then only on temporal matters 

 

The following people will make up the Church Council:  Chair, Vice-Chair, Secretary, Treasurer, Ministry & 

Personnel, one of Horseshoe Falls Region representatives, one representative from each team and one 

representative from the UCW (United Church Women).   

 

Council will allow for two “Members at Large,” They will be full members of St. Paul’s and elected by the 

congregation.  They will not be a member of a team. 

 

MONTHLY MEETINGS 

Council meets every other month, starting in February, except for July and August unless the meeting is changed 

for a specific reason.  Council meetings begin at 7pm. Council is a formal decision-making body.  Minutes are 

taken and the meetings and the minutes are open to the public.  Parliamentary procedure is followed as outlined in 

the United Church Manual.  Motions are brought to Council, discussed, and voted upon. 

A ‘Chairs’ meeting takes place on alternate months, except for July and August, unless the meeting is changed for a 

specific reason.  Meetings begin at 7pm.  Chairs meetings run similar to Council meetings, but no minutes will be 

taken and the informal discussion will be kept confidential.  Formal decision-making does not occur within this 

body, but motions can be created and brought to Council.  

Chairs meetings are designed to be gatherings where informal discussion may take place, new ideas introduced, 

issues raised and opinions voiced freely.  The following people are invited to attend a Chairs meeting: a member 

from each team, the ministers, a Horseshoe Falls representative, one representative from UCW and the Council 

Executive. Since no minutes will be recorded, attendance by the Secretary is optional.  Others will sometimes be 

invited or accepted to share reports at these meetings.  You do not have to be a full member of St. Paul’s as this is 

not a decision making body.   

Each team will determine the actual dates and times of their team meetings and how their meetings are to be run.   

 

QUORUM/ VOTING/ ORDER OF BUSINESS at Council 
 

1. Members at Council vote on motions before the Council.  They must be full members. Others may attend 

meetings and take part in discussions but they do not have a vote, unless given special permission. 

 

2. A quorum to carry out a vote is the number of elected members present (when the meeting begins) and this 

shall be 50% plus one of the total membership of the Council, in order to carry out any legal votes. For 2019 

the total Council membership will be 16. This would mean 9 people are needed to vote on a motion.  We may 

have 2 members at large but those positions are not filled yet. 

 

3. A Council meeting may be conducted with less than a quorum, however the Council would not be able to pass 

any legal motions. 

 

4. A member of ordered ministry must be in attendance at each Council meeting. 
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5. Council members should provide motions in writing to the Secretary, preferably 48 hours in advance, so that 

the motions can be included with the agenda. 

 
6. Order of Business: Unless changed by a majority vote, the business of the Council will be conducted as 

follows: 

 

1) Convening, devotion 

2) Welcome by chairperson, sign up attendance sheet 

3) Addition(s) to agenda and approval of agenda 

4) Minutes of previous Council meeting, and motion to accept 

5) Business arising from the minutes 

6) Correspondence 

7) Special reports that need attention before team reports 

8) Financial Statements – Review  

9) Team reports if there are items of business to discuss 

10) Reports of other organizations that need to bring business before the Council –  

  UCW, Horseshoe Falls Region Representatives   

11) Motion to accept reports  

12) Any other business 

13) Special announcements by chairperson or anyone else 

 

STANDING COUNCIL TEAMS 

 
Capital Projects 

Community and Faith Formation 

Communications 

Finance 

Horseshoe Falls Region (HFR) Representative 

Ministry & Personnel 

Mission 

Nurturing Care 

Outreach 

Property 

Stewardship 

Trustees 

Worship 

It should be noted that ministers are considered to be ex-officio members of all teams. 

 

These two standing teams do not have representation to Council. 

Memorial 

Nominating 
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GENERAL GUIDELINES FOR TEAMS AND CHAIRS 

 

1. Each member of a team will serve for a three-year term, with a one year sabbatical before they are eligible 

again. 

 

2. Should it be deemed advisable, a member may be requested to remain another year. 

 

3. The exceptions to this guideline are the President of the UCW, the Horseshoe Falls representatives, ministers 

and trustees. 

 

4. It is advised that each team have a Chair and an Assistant Chair. 

 

5. It is recommended (although not necessary) that any individual Chair be in place for two years to allow for 

continuity. 

 

6. Each team will record minutes of their meetings. 

 

7. It is understood that every Team has the power to add members.  The Council Chair and Secretary should be 

notified in writing of any additions or resignations at the Team level to ensure records are accurate and that the 

Nominations Team can take action if necessary. 

 

8. The Chair of Council will step down after two years as Chair. 

 

9. The Minister(s) is/are ex officio member(s) of all teams except Ministry and Personnel. 

 

10. In any case of dispute, the latest version of the United Church manual shall be followed. 

 

11. Team members are asked to attend team meetings and send a representative to each Council and Chairs 

meeting. 

 

RESPONSIBILITIES OF TEAM CHAIRS 

 

To Teams 

 

1. Call and chair all meetings of your team as needed 

2. Set the agenda for all team meetings in consultation with other chairs, ministerial staff 

3. Ensure that minutes are taken at meetings, are circulated to your team members, and filed in red binder in 

church office 

4. Ensure all decisions of the team are implemented in a timely way 

5. Insure motions from your team are brought to Council for approval or to Chairs for discussion. 

6. Ensure team members have documents needed to inform their decision making 

7. Recommend to Council any revisions needed to update team guidelines 

8. Inform members of your team of any educational programs that may assist them in conducting their 

responsibilities, i.e. Networking Days, Worship workshops, books fairs, etc.  Encourage members of team to 

attend these programs 

9. Ensure that all of the records of team’s work are passed on to your successor. 
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To Council: 

 

1. Become part of the decision-making team representing the members at St. Paul’s 

2. Arrange for a representative from your team, who is a full member of St. Paul’s, to attend each Council and 

Chairs Meeting. Submit a written report to the Council, preferably by e-mail a few days before a meeting, to the 

secretary of Council. 

3. The representative to Council needs to be prepared to bring forward team recommendations/motions to Council 

for approval. 

4. After term expires, be on nominating committee. 

 

To Finance: 

 

1. Ensure the preparation of a budget as needed for your team. 

2. Communicate this budget to the finance team for inclusion in the overall operating budget of the church by the 

end of November. 

3. Approve all expenses incurred by your team, and ensure they are properly receipted and documented. Regularly 

review team budget and expenses. 

4. It is preferred not to issue a “receipt in kind” tax receipt except for special board approved items.  This method 

provides a more accurate record of true expenses. More importantly it better meets general accounting 

principles as it is sometimes difficult to determine whether an item falls within the CRA guidelines for 

acceptable “in kind” receipts. 

To obtain a cheque: 

-  fill out a cheque requisition form (See Cheque Requisition Procedure) 

-  attach all receipts for re-imbursement 

-  Chair to approve all expenses by signature 

-  submit to church office for processing 

 

Reports: 

1. Prepare reports as needed for all Council meetings 

2. Prepare a summary written report of the year’s activities in early January for inclusion in the St. Paul’s Annual 

Report. 

3. Be prepared to make submissions to eNews (e-mail newsletter) occasionally, as requested, or on a volunteer 

basis.  

 
COUNCIL EXECUTIVE 

 
The Executive is not an active “Team” and will only meet when given a specific item to deal with by Council.  The 

Executive does not have the powers of Council.  Members of the Executive shall be full members of the 

congregation. 

Chair: Term: Two (2) years 

Vice Chair:  Term: One (1) year 

Chair of Finance:  Term Three (3 years) 

 

Secretary/Clerk:  Responsibilities: 

 taking minutes at all meetings of the governing body 

  receiving and sending correspondence for the governing body 

 ensuring the minutes, the membership roll, registers, records, and all other documents of the 

governing body are kept safe; and 

 Complete the UCC Annual Statistical Report online, coordinate the gathering of data needed from 

Teams to complete the report 

 

Treasurer: The Treasurer serves on the Finance Team 

 

 


