NEW PASTOR ORIENTATION HANDBOOK

Section 8 – Filing of Important Documents
a.
It is very important for legal and historical reasons that accurate records and important documents be kept in a safe place in the church office.  Confidential documents (e.g. personnel files, financial records, mortgages, insurance policies) need to be kept in a locked file.

· Local Church Files that need your attention are:

-
Infant baptisms/dedications

-
Adult baptisms

-
Church membership (including Transfers issued and received)

-
Lay minister licenses

-
Weddings at which you officiate (recorded in Official Marriage Record Book)

-
Funerals at which you officiate

-
Minutes of the Official Board and Society

-
Policies

-
Correspondence

b.
Likewise, as a professional, you need to be able to locate important documents related to


your training and credentialing.

· Personal Files that you need to be able to locate:

-
Credentials issued by the FMCIC – Ministerial Candidate, Commissioned or Ordained Minister

-
Diplomas and transcripts 

-
Provincial license to solemnize marriages

-
Counseling notes and written records.   These “paper trails” are crucial for circumstances where you may be called upon to recall the details of how situations developed, interactions that transpired and any formal decision/ruling that was made.  For this reason, it is important to maintain a file.  It is a good idea to file hard copies of emails of a more sensitive nature. 
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