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Mission & Vision 
 
 
Vision Statement   
 
Our vision is to lead people into a transforming relationship with Jesus and authentic community 
with one another, as proclaimed in Scripture, so that the city of Miami may flourish and God will 
be glorified.  
 
Mission Statement 
 
We will do this by fulfilling our mission to make wholly devoted disciples of Jesus who worship, 
serve, learn, heal, and give. 
 
Core Values 
 

1. Disciple Making: We believe that Jesus’s command to make disciples dominates the cen-
ter of our mission. This includes making new disciples as well as leading existing disci-
ples into a deeper relationship with God. 
 

2. Biblical Integrity: We believe that the Bible is the unique and authoritative Word of God 
that teaches all that is necessary for faith and life. 
 

3. Thoughtful Theology: We believe in following our Reformed heritage’s emphasis on 
constant learning and education as way to maintain faithfulness to God. 
 

4. Egalitarian Ministry: We believe in unleashing the gifts of women and men of every age 
and ethnic group. 
 

5. Accountable Community: We believe that people were made for community and Jesus 
calls us to walk down the path of discipleship together. 
 

6. Center-Focused Spirituality: We believe that focusing on the center of the Gospel is more 
important than the boundaries. 
 

7. Kingdom Vitality: We believe that we are called to change the world through acts of 
compassion, evangelism, and justice. 
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General Operating Principles 
 
 

1. The Manual of Operations (MOO) contains guidelines and procedures that all members, 
officers, clergy, staff, and volunteers at First Presbyterian Church of Miami (FPCM) shall 
follow. 
 

2. This MOO may be amended by a majority vote of the session. 
 

3. This MOO is designed to be consistent with and subservient to the PC (USA) Book of 
Orders, the Confessions of the PC(USA), FPCM’s Bylaws, and all Presbytery of Tropical 
Florida policies. When the MOO is found to be inconsistent with any of the aforemen-
tioned documents, the Manual of Operations shall be amended in order to correct incon-
sistencies. 
 

4. Discipline will be handled in the ways outlined in the PC (USA) Book of Order and in 
the Personnel Manual. 
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Session 
 
 

1. The session shall meet at least monthly, although it is customary that the session may 
take a month off each summer if possible.  
 

2. Unless otherwise specified, the session shall operate according to Robert’s Rules of Or-
der and the moderator may choose to operate according to small board principles. 
 

3. Each member of session shall act as chair or co-chair of a Ministry Team (MT). Such ap-
pointments shall be approved by the session. Each chair or co-chair is responsible for 
populating his/her/their MT with members of FPCM according to the rules outlined in 
“Ministry Teams.” A session member may only sit on two Ministry Teams at a time. 
 

4. Members of the congregation are welcome to attend session meetings but may only be 
invited to speak with a majority vote of the session. Visitors may attend session meetings 
with a majority vote of the session and must be approved to speak with another majority 
vote. The moderator of session may invite persons to speak without approval. 
 

5. For all session meetings, quorum shall be set at 51%. 
 

6. Session members must be physically present at all ordinary meetings of the session and 
trustees. A failure to attend less than 70% of the ordinary meetings of the session in a 
given year may result in the removal of that person from session, at the discretion of the 
session. 
 

7. No official action of the session may occur via email. Documents may be distributed by 
email so long as a copy is also delivered either by mail or put in the session member’s 
“box” located in the church office. 
 

8. The session must call the annual congregational meeting between October 15th and No-
vember 15th each year for the purposes of electing officers, making reports, and other 
business. The annual report is to be approved by the session prior to the congregational 
meeting and must include reports from all standing committees and the pastor and shall 
be distributed to the members of FPCM at least one week prior to the congregational 
meeting. 
 

9. At the end of each summer the session shall take a retreat in order to set goals for the up-
coming year and assess the spiritual state of the congregation. 
 

10. The session may appoint various commissions but must stipulate an “end date” and the 
specific duties it is charged with carrying out. A member of FPCM cannot be on more 
than one commission at a time. At least three people must be appointed to a commission. 
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11. All meetings of the session will be recorded with a digital recorder and stored on a church 
hard drive. The audio recordings are not available publicly without a 2/3-majority vote of 
the session but are accessible to all session members during office hours. 
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Clerk of Session 
 

1. The clerk and assistant clerk are elected to three-year terms, which are renewable at the 
discretion of the session. After serving for six consecutive years, a person must step down 
from “clerking” entirely for a period of at least one year. The Clerk or Assistant Clerk 
may be removed by a majority vote of the session prior to the completion of his/her term. 
 

2. The clerk and assistant clerk need not be members of the session. If a person is elected 
clerk or assistant clerk and that person is not a member of session, he/she shall be consid-
ered an ex officio member without vote. 
 

3. The clerk shall ordinarily be the secretary at all meetings, but may ask the assistant clerk 
to assist when appropriate.  
 

4. The clerk/assistant clerk is responsible for taking minutes at each session meeting, trustee 
meeting, and congregational meeting. Minutes must be approved by the session. 
 

5. Once minutes have been approved by the session, they must be signed by whoever sub-
mitted the minutes and the moderator to be official. A copy of the minutes is to be given 
to the office manager, the librarian, and all members of session. The clerk must work 
with the office manager and moderator to ensure that the minutes (as well as electronic 
back-ups) are stored properly in the church office at all times. 
 

6. Copies of the minutes should be available to all members of the congregation in the 
church office at all times as well as members of the presbytery. 
 

7. Minutes of meetings shall reflect the official actions or “motions” taken. All other docu-
ments (i.e. committee reports, agendas, dissensions, etc.) are not considered official 
minutes but may be attached to the minutes if a motion is made to spread a report upon 
the minutes.  
 

8. The clerk/assistant clerk is responsible for ensuring that denominational and presbytery 
requirements are being fulfilled and such evidence is to be submitted to the session prior 
to the annual congregational meeting and included in the annual report. 
 

9. All minutes must include the following: 
a. The date the meeting. 
b. The time the meeting opened. 
c. The location of the meeting. 
d. The name of the moderator and clerk. 
e. The names (first and last) all persons attending. 
f. The time and date of the next meeting and its location. 
g. The signatures of both the moderator and clerk. 
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10. The clerk/assistant clerk is responsible along with the pastor for maintaining membership 
roles as well as baptism/wedding records. 
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Session Ministry Teams 
 
 

1. Each session ministry team (MT) is to be chaired or co-chaired by a member of the ses-
sion. 
 

2. Each session MT is to be composed of no less than five members of FPCM. No member 
of FPCM may sit on more than two MTs. 
 

3. Quorum for MT meeting is set at 51%. 
 

4. Each MT acts on behalf of the session to accomplish its mission in a specific area. The 
responsibilities of each session ministry team are outlined in this MOO.  
 

5. Each session ministry team must submit to the session a list of the actions that it has tak-
en at the next session meeting.   
 

6. Each MT will be given a yearly budget by the session and is responsible for staying with-
in that budget. Additional budget requests shall be made directly to the session. 
 

7. Each MT shall budget and commit itself to exploring the best practices of other organiza-
tions and churches (which may include conferences, curriculum, visits, etc.). 
 

8. The session may reverse or amend any action of a MT by a majority vote of the session. 
The session may also direct a MT chair to call a meeting for a specific purpose and may 
delegate tasks to MTs. 
 

9. The chair or co-chair of each session ministry team is responsible for: 
 

a. Calling a meeting at least bi-monthly. Efforts must be made to ensure that the 
meeting is scheduled at a time when as many members as possible may attend the 
meeting. The moderator of session must also be informed of such meetings and 
he/she may attend with voice but without vote. 

b. Making sure that minutes are taken and submitted to the moderator of session. 
Items that require session action must be brought to the moderator’s attention. 

c. Making an oral report at session meetings if requested.  
d. Populating his/her/their ministry team with persons appropriately gifted and in-

spired to serve. 
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Building Ministry Team 
 

 
The Building Ministry Team shall: 
 
1. Ensure that FPCM and all of its properties are safe, clean, and in working order for the 

purposes of accomplishing its vision and mission. 
 

2. Enforce the portions of the “School” contract that are applicable to the main church cam-
pus. 
 

3. Prioritize, along with the pastor, the work to be done by the Property Manager and help 
him/her with accomplishing the tasks to be completed (as is consistent with the Property 
Manager’s position description). 
 

4. Oversee all building improvements including, but not limited to, signage and renovations 
(both exterior and interior). 
 

5. Develop a plan for regular maintenance of the church and its properties, which is to in-
clude both short-term and long-term projects. 
 

6. Develop policies for building access, parking lot use, drinking policies, special events, 
etc., and enforce them. Such policies are subject to the approval of session. 
 

7. Work with the Personnel Ministry Team to ensure that the building and its officers are 
properly insured. 
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Finance Ministry Team 
 

 
1. The treasurer and assistant treasurer shall be members of the Finance Ministry Team 

and shall function as the point of contact between FPCM and all financial institutions.  
 

2. Develop, maintain, and enforce policies and procedures for the handling of all church 
money, including donations, investments, payroll, etc. 
 

3. Submit to the moderator of session, prior to each session meeting, a financial report. 
 

4. Oversee the Roper property and lease. 
 

5. The treasurer and the assistant treasurer shall be listed as officers of the corporation 
on Sunbiz.org. 

 
6. Ensure that the Session become ECFA certified within 24 months from the effective 

date of this handbook. 
 

7. Prepare and submit a budget to Session prior to September of every year.   
 

8. Develop and maintain a stewardship program. 
 

9. On a regular basis, seek out investment opportunities for presentation to the Session. 
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Worship Ministry Team 
 
 
 
The Worship Ministry Team shall: 
 

1. Ensure that the worship services at FPCM operate according to the Book of Order and the 
Directory for Worship and glorify God in every way. The Worship Ministry Team shall 
exercise the responsibilities of the session outlined in the Directory for Worship. 
 

2. Enlist, train, and develop policies for liturgists, greeters, ushers, and communion assis-
tants and enforce those policies. 
 

3. Oversee the general order of service, the bulletin, and policies regarding the administra-
tion of the sacraments of baptism and communion. 
 

4. Work with the music staff to provide the best possible music at each worship service. 
 

5. Approve guest preachers to fill the pulpit. 
 

6. Provide “follow-up” to those who attend services and encourage them to become mem-
bers. 
 

7. Maintain and enforce the baptism, wedding, and funeral policies. 
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Administration and Personnel Ministry Team 
(“Personnel Team”) 
 
 
 
The Administration and Personnel Ministry team shall be responsible for: 
 

1. Ensuring that the MOO is enforced and recommend on a yearly basis changes to be made 
to it. 
 

2. Maintaining a personnel policy to create a safe and collegial work atmosphere and en-
forcing it. 
 

3. Maintaining a sexual misconduct policy and enforcing it. 
 

4. Approving all position descriptions for those employed by FPCM and perform back-
ground checks on all employees and volunteers who work with or around children and 
with or around church cash, offerings or other church assets. 
 

5. Completing an annual performance review with all members of the FPCM staff and 
maintain these records in accordance with the personnel policy. 
 

6. Making recommendations to the Finance Ministry team each fall recommending changes 
to staff compensation. 
 

7. Making sure that FPCM is properly insured (including its staff, officers, and properties) 
in order to protect its ministries.  
 

8. Awarding up to 5 KPA tuition scholarships per year to staff and determining a policy for 
making such decisions. 
 

9. Working with the Key Point Administrator to ensure that the Director of Christian Educa-
tion is supported and that the contract between FPCM and KPA is upheld, especially with 
respect to the position of the Director of Christian Education. 
 

10. The hiring and firing of staff with the concurrence of the Director of Administration and 
Pastor. The Personnel Team may delegate the duties associated with hiring staff to the 
Director of Administration, as appropriate.  Any delegatee of such duty shall give the 
Personnel Team prior notice of any proposed hiring decisions.  
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Fellowship Ministry Team 
 
 

1. The Fellowship Ministry team is composed of nine deacons, each elected to a three-year 
term. 
 

2. The responsibilities of the Fellowship MT are as follows: 
 

a. Organizing regular fellowship events for the church. 
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Christian Education Ministry Team 
 
 
The Christian Education Ministry Team shall: 
 

1. Oversee the Christian Education curriculum for both children and adults. 
 

2. Have the authority to approve curriculum for children and adults. 
 

3. Work with the Administrative/Personnel MT to make sure that all volunteers and staff 
that work with children have undergone a background check and that proper checks and 
balances are in place for the protection of children under our care. 
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Personnel Policy 
 
 

Coverage: These policies cover all staff, any variations or differences between these provisions 
and the provisions of the contract will be resolved by those contained in the employee contract. 
 
I. Equal Employment Opportunity 
 
The First Presbyterian Church of Miami will recruit, hire, call, train, and promote all persons in 
all job classifications without regard to race; creed; color; national origin; gender; age; marital 
status; religious affiliation, except when after careful study religious affiliation is determined to 
be a bona fide occupational qualification; or physical, mental or medical disability (including 
non-sighted) unrelated to the ability to engage in job-related activities. 
 
II. Process of Employment 
 

1. The Director of Administration, Pastor Nominating Committee or the Pastor and the Per-
sonnel Team, depending on the position to be filled, will develop a written position de-
scription (Employee Responsibilities & Compensation document) that accurately reflects 
the job functions and compensation of all non-temporary full-time and part-time employ-
ees. All positions must be approved by the Session before recruiting for open positions. 
All newly created positions that are not budgeted must receive funding approval from the 
Finance Ministry Team and Session before active recruitment for the position begins.   

 
2. Position responsibilities may be changed in consultation with the employee, the employ-

ee’s immediate supervisor, and the Director of Administration on an annual basis. Any 
changes to position responsibilities contained in the Employee Responsibilities & Com-
pensation document must be approved by the Session. 

 
3. If the position is advertised, it shall state that the First Presbyterian Church of Miami is 

an Equal Employment Opportunity employer. It may not carry such phrases as “minority 
preferred,” or “females will be given particular favor in interviews.” 

 
4. The Equal Employment Opportunity policy of the church shall be followed in considera-

tion of applicants for interviews and employment. 
 

5. Employee references shall be kept in the employee’s HR file in order to comply with the 
legal requirements for equal employment opportunity. 

 
6. Care shall be taken during the interviews to see that the privacy of the individual is pro-

tected. All questions shall be job-related. See interview guide. 
 

7. Hiring Responsibilities: 
a. The Director of Administration and Pastor, along with the Session Personnel 

Team, are responsible for hiring all church employees.   
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b. The Personnel Team may delegate hiring responsibilities as appropriate to the Di-
rector of Administration, who shall give prior notice to the Personnel Team of any 
proposed hiring decisions. 

c. The Director of Administration in conjunction with the Senior Pastor have full 
discretion to hire all temporary employees as needed.  A temporary employee 
hired only by the Director of Administration and Senior Pastor may not be pro-
moted to a non-temporary position without approval of the Personnel Team.  

d. The Personnel Team must inform the Session of all new hires at the next meeting 
after the hire. 

 

 III. Exempt and Non-Exempt Categories 
 
The Fair Labor Standards Act, passed on June 25, 1938, established minimum wage and maxi-
mum hours and defined the kinds of work “exempt” from the minimum wage and maximum 
hours requirements. “Non-exempt” under the act refers to a job for which the employer must pay 
at least the minimum wage for the position and overtime wages for hours worked in excess of 40 
hours per week. 
 
An “exempt” employee is not paid any overtime for hours worked in excess of the weekly hours 
for which the person is employed. Such employees are expected to manage their schedules to 
provide them with a minimum of one day off each week. See 
http://www.shrm.org/templatestools/samples/hrforms/articles/pages/1cms_018238.aspx - to be 
sure employees are slotted correctly for exempt status. 
 
See DOL Exemption Fact Sheets 
 
http://www.dol.gov/whd/overtime/NPRM2015/factsheet.htm 
 
http://www.dol.gov/whd/overtime/fs17a_overview.pdf 
 

IV. Responsibilities of Director of Administration 
 
The Director of Administration is responsible for the following: 
 
1. Monitoring staff compliance with the personnel policy and reporting of issues to the Per-
sonnel Team as they arise.  Problems or concerns must be reported, in writing, to the Personnel 
Team. 
2. Ensure that all employees receive an annual performance review. Copies of employee 
reviews are to be forwarded to the Personnel Team and then placed in the employee’s personnel 
file.  All performance reviews are to be kept confidential. 
3. Make recommendations for employee development and ongoing job training.   
4. Work with Pastor to hire temporary and part-time employees as necessary.   
5. Assist the Personnel Team in hiring all full-time employees. 
6. Ensure that the Personnel Team is informed of any staffing changes. 
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7. Ensuring that all new employees receive a copy of the Manual of Operations and that all  
 existing employees are informed of any substantive changes to the Manual of  
 Operations approved by Session. 
8. Provide a new employee orientation for all new hires to ensure a smooth employment 
transition.  See orientation checklist. 
 

V. Work Week 
 

1. The workweek for non-exempt staff is 40 hours. For time over 40 hours, pay is at the rate 
of one and one half times the regular hourly rate. Non-exempt employees will clock in 
and clock out daily via ADP Mobile Solutions.  Immediate supervisors will approve 
timecards on a bi-weekly basis. 

 
2. If the normal workweek for a non-exempt position is less than 40 hours per week, all 

hours worked to 40 hours a week will be paid at the regular hourly rate. 
 

3. Required attendance at meetings or trainings that causes non-exempt staff to work in ex-
cess of 40 hours per week shall be considered overtime and shall be compensated as indi-
cated. 

 
4. Exempt employees are not paid overtime wages for hours worked in excess of 40 hours 

per week. 
 

5. When exempt employees work off campus, they must provide a brief written description 
to their immediate supervisor on a weekly basis detailing the hours worked and the work 
accomplished.   

 

VI. Benefits 
 
All permanent employees who work at least twenty hours a week, are eligible for the following: 
 

1. Social Security: All staff is covered by the Federal Old Age and Survivors Benefit Act 
(Social Security). The employee’s share of the tax is withheld from the wages of lay staff. 

 
2. Pension & Health Insurance: The pension and health insurance benefits of each staff 

member will be specified in their annual Employee Responsibilities & Compensation 
document and will be negotiated by the Personnel Team on a case-by-case basis. The 
rules of the Presbyterian Church (U.S.A.) Pension Plan do not permit participation of 
part-time employees who work less than 20 hours per week. The salary should be set at a 
level that compensates for the lack of benefits. 
 

3. Vacation: Full-time employees are entitled to 80 hours (10 days) of paid vacation per 
year to be accrued at the rate of 6.67 hours per month for years 1-4 and tiered by years of 
service to a max of 240 hours (30 days) per year. Part-time employees are entitled to 40 
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hours (5 days) of paid vacation per year to be accrued at the rate of 3.33 hours per month 
for years 1-4 and tiered by years of service to a max of 88 hours (11 days) per year. 

 
Vacation Accrual 

  Full Time Part Time 

Tier Years of Service Hours Days Hours Days 

Tier 1 1 – 4 80 10 40 5 

Tier 2 5 – 9 144 18 52 6.5 

Tier 3 10 – 14 184 23 64 8 

Tier 4 15 – 19 224 28 76 9.5 

Tier 5 (max) 20+ 240 30 88 11 

 
 

 
 
Full-time employees are required to take a minimum of 40 hours (5 vacation days) per calendar 
year or risk losing them. Vacation hours cannot accrue to more than 80 hours over the tier max.  

 
For example, a full time employee in Tier 2 cannot accrue more than 184 hours (104 hours for 
that tier plus 80 hours).  If by December 31st, the employee has not used 184 hours, additional 
accrual will stop until vacation hours fall below 184 - resulting in lost hours. 

 
The Director of Administration and department directors are responsible for monitoring vacation 
hours used and encouraging employees to take their earned time off.   
 

4. Holidays: The following 11 paid holidays will be observed:  
a. New Year’s Day 

b. Martin Luther King, Jr.’s Birthday 
c. President’s Day 

d. Memorial Day 
e. Independence Day (4th of July)  

f. Labor Day 
g. Thanksgiving Day 

h. The Friday following Thanksgiving Day 
i. Christmas Eve 



FPCM Manual of Operations  2016  

21 

j. Christmas Day 
k. Floating holiday of his/her choice with two weeks advance notice 

 
Any changes to recognized holidays will be recommended to the Session by the Personnel 
Team at the end of each year.  

 
5. Compensated Days: Employees whose work responsibilities require work on paid holi-

days are entitled to hour for hour compensated time off.  Compensated time is available 
to be used for one year from the day accrued.    
 
*All requests for time off are subject to the approval of the employee’s supervisor and 
Head of Staff. 
 

6. Swap Days: Employees whose work requires them to work on a regularly scheduled day 
off are entitled to swap the day worked for a regularly scheduled work day within the 
same week. 

 
7. Workers’ Compensation Insurance: All employees shall be covered by the Workers’ 

Compensation Law of Florida. 
 

8. Unemployment Insurance: All employees shall be covered by the state of Florida’s Un-
employment Insurance, if permitted. 

 
9. Sick Leave: Permanent employees will receive 40 hours (5 working days) of sick leave 

each calendar year, cumulative up to 480 hours (60 days), to be used in case of illness.  
 

Sick Time Accrual 

 
Years of Service 

 
Hours 

 
Days 

Monthly Accrual Rate 

1 40 5 3.33 

2 80 10 6.66 

3 120 15 9.99 

4 160 20 13.32 

5 200 25 16.65 

6 240 30 19.98 

7 280 35 23.31 

8 320 40 26.64 
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9 360 45 29.97 

10 400 50 33.3 

11 440 55 36.3 

12 480 60 39.96 

 
 
 

 
Sick leave entitlement during the first year of employment will be prorated according to length 
of employment. At the time of termination of employment (either voluntary or involuntary) an 
employee shall have no claim for pay in lieu of unused sick leave.  
 
Prorated time not yet accrued is available at the discretion of the Head of Staff.  If an employee 
leaves prior to accruing used time the amount of time used will be deducted from the employee’s 
final check. 
 
10.  Key Point Christian Academy: Each academic year, there may be an opportunity for 
up to five children of First Presbyterian Church of Miami employees to receive tuition 
waivers to attend Key Point Christian Academy.  This opportunity is available to em-
ployees who have been employed continuously for at least one year at the time the child 
is to begin school.  All applications for tuition waiver are subject to approval by Key 
Point Academy in accordance with its requirements.   If the number of requests for tuition 
waivers exceeds the number of available slots, waivers will be awarded to the most senior 
employees in each of the following categories, based on the stated level of priority: First 
to children of ordained clergy, second to full-time employees, and third to part-time em-
ployees.  Temporary employees are not eligible to apply.  Families are eligible to receive 
a maximum of up to two tuition waivers for their children.  All tuition waivers are subject 
to review on an annual basis and there is no guarantee of renewal.  
 

VII. Paid Leaves of Absence  
 

 
1. Parental Leave: Full-time and part-time employees are eligible for parental leave after one 

year of faithful service. Eligible employees may elect up to 6 months reduced pay and/or un-
paid leave for birth, adoption, or guardianship of a child. A request for Paternal Leave must 
be given in writing to the Director of Administration 30 days prior to the leave for approval. 
The leave must be taken directly proceeding or within twelve months of the birth or place-
ment of a child. If spouses work for the same employer and wish to use this benefit, their ag-
gregate leave is limited to six months. Benefit coverage continues during parental leave. 
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2. Military Duty: For a regular training period in the U.S. Armed Forces (up to two weeks an-
nually). For military service performed by an employee with credited service for three 
months or more. Upon return, every effort will be made to place the employee in a position 
of similar level, status and salary. 

 
3. Jury Duty: Up to two weeks annually. 
 
Employees are required to use any available sick and vacation hours before paid leave begins. 
Once all available sick and vacation hours have been exhausted, the employee and employer 
should agree to one of the following pay schedules: 
 

a. the first two months at 75% of regular pay, then unpaid leave, or 
 

b. the first three months at 60% of regular pay, then unpaid leave. 
 
4. Continuing Education: All staff contracts should include time and money for continuing edu-

cation with a minimum of 2 days per year allowed. 
 
 

IX. Benefits for Temporary Employees 
 
Those employed temporarily, usually less than three months, are not paid for holidays, sick 
leave, or other leaves, and do not earn vacation leave for their temporary employment. They are 
not eligible for the pension plans or other health benefits entitlements. If they work more than the 
normal weekly work schedule, they will be paid at the regular rate for hours up to 40 per week, 
and time and half for above 40 hours in the case of non-exempt employees. 
 
If a temporary employee joins the regular staff, his/her temporary employment is not considered 
as credited service in computing entitlements to vacation and other benefits. 
 

X. Annual Performance Review 
 
Every employee shall have an annual performance review with the participation of the employee, 
supervisor, a member of the appropriate committee and the session Personnel Team.  The per-
formance review process will be administered by the Director of Administration.  Employees 
will be asked to assess their performance by completing two forms:   

1. Organization Appraisal Form. This tool is used to assist leadership with improving the 
work environment.  Employees may provide feedback anonymously. 

2. Employee Performance Review Form.  All employees will be asked to complete the per-
formance evaluation form.  Supervisors will complete a separate performance evaluation 
form and compare it to the employee’s.  The purpose of this process is to encourage con-
versation about perception of and how to improve performance. 
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XI. Annual Compensation Review 
 

1. The Personnel Team is responsible for recommending to the session all salary increases. 
Salary levels shall be maintained so that they are consistent internally, responsive to 
changes in the cost of living, and in keeping with the church’s compensation standards. 
Salary scales for non-exempt staff shall be in keeping with the provisions of Federal laws 
covering minimum wages. 

 
2. Compensation for all ordained staff members is the responsibility of the congregation 

with the approval of the presbytery. 
 

3. The session Personnel Team shall conduct an annual compensation review with each 
member of the staff at a time other than at the performance review and prior to the devel-
opment of the annual budget; e.g., they should be six months apart. Individual salaries 
shall be recommended to the session. 

 

XII. Sexual Misconduct 
 
It is the policy of the First Presbyterian Church of Miami to maintain a workplace free from any 
form of sexual misconduct or sexual harassment, by any employee, covenant-partner or friend of 
congregation. 
 
This policy is based on the Sexual Misconduct Policy adopted by the 203rd General Assembly 
(1991) and as that policy may be amended.  
 
The scope of this policy is not limited to the church building. It includes all contacts in carrying 
out this congregation’s responsibilities and relationships with employees, volunteers, and others. 
 
Any form of sexual misconduct or harassment is unacceptable behavior. 
 
All allegations will be taken seriously, investigated and appropriate corrective or disciplinary 
actions taken as warranted. 
 
Sexual misconduct training will be conducted by the Director of Administration for all employ-
ees and volunteers upon hire/placement and annually for all employees and volunteers. 
 
 

XIII. Grievances 
 

1. Any problems arising from employment or conditions of employment are to be directed 
to the person’s immediate supervisor, and if not resolved, to the Director of Administra-
tion.. If the issue needs to be escalated, the Pastor will assist in working toward a solu-
tion. In those cases where the solution to a problem has not been worked out in discus-
sion with the pastor, the employee may appeal to the session or its Personnel Team. If the 
matter is still not resolved, the employee may appeal to the session in writing. 
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2. If the above steps fail to provide an acceptable remedy, the employee may file a written 

complaint with the appropriate presbytery committee. The presbytery committee becomes 
the mediator between the Director of Administration, pastor, session and the employee, 
and will work out a solution acceptable to all parties.  

 

XIV. Discipline, Suspension and Termination 
 
First Presbyterian Church of Miami is an at-will employer in accordance with Florida law.  Noth-
ing in this Manual of Operations shall be construed as creating a contract of employment. 
 
1. General guidelines have been established to govern employee conduct. First Presbyterian 

Church of Miami reserves the right to determine the appropriate level of discipline for any 
inappropriate conduct. Employee Discipline is a multi-step process.   

a. Step One: Documented verbal warning by the employee’s immediate supervisor 
via a direct report to the Director of Administration 

b. Step Two: Documented written warning by the employee’s immediate supervisor 
via a direct report to the Director of Administration 

c. Step Three: Suspension by the Director of Administration and Senior Pastor with 
the agreement of the employee’s immediate supervisor 

d. Step Four: Termination of employment by the Director of Administration and 
Senior Pastor with the agreement of the Personnel Team and Session 

2. The Director of Administration will notify the Personnel Team of any employee discipline 
that reaches Step Two.   

3. When all the steps have been exhausted and termination is necessary. The following applies: 
a. Permanent employees may be dismissed only with approval of the Session.  
b. Part-time employees will receive two weeks of notice or pay in lieu of notice.  

Full-time employees will receive four weeks notice or pay in lieu of notice. No 
additional pay or severance allowance must be given. Dismissed employees are 
entitled to receive the cash equivalent of their unused earned vacation time as ac-
crued in accordance with the terms set forth in the Manual of Operations. 

c. An involuntary separation that is the result of reorganization, retrenchment of 
program, or other circumstances arising out of no fault of the employee must be 
approved by the Session. A severance allowance should be granted in relation to 
length of service. Employees terminated due to reorganization are entitled to 
payment for unused earned vacation as accrued in accordance with the terms set 
forth in the Manual of Operations. 

d. Notwithstanding any of the above, the Director of Administration and/or Pastor 
have the discretion to immediately suspend any employee for dishonest, unethical, 
or criminal conduct.  All suspensions for dishonest, unethical, or criminal conduct 
reasons must be reported verbally or in writing to the Personnel Team immediate-
ly or as soon as practically possible, and a written report explaining the reason for 
the suspension must be provided to the Session as soon as practically possible.   
The Personnel Team will be responsible for determining whether the suspension 
will be with or without pay until appropriate action may be taken. 

e. For dissolution of a pastoral relationship, see the contract and Book of Order. 



FPCM Manual of Operations  2016  

26 

f. The Director of Administration, Senior Pastor, Personnel Team and Session will 
agree upon all terminations.  

g. Any employee who leaves the employment of First Presbyterian Church of Miami 
for any reason shall participate in an exit interview with the Director of Admin-
istration.  
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Sexual Misconduct Policy & Procedures 
 

I. Policy Statement 
 
It is the policy of the First Presbyterian Church of Miami (hereinafter referred to as FPCM or the 
“Church”) that all church members, church officers, non-member employees, and volunteers of 
the congregation are to maintain the integrity of the ministerial, employment, and professional 
relationship at all times. Persons who engage in sexual misconduct are in violation of the princi-
ples set forth in Scripture, and also of the ministerial, pastoral, employment, and professional re-
lationship. It is never permissible or acceptable for a church member, officer, employee, or vol-
unteer to engage in sexual misconduct. 
 
Distribution 
 
Copies of this policy and its procedures shall be made available to all employees, pastors and 
church officers. This policy and its procedures should be made available to persons who accuse 
others of misconduct, including those who are or claim to be victims of sexual misconduct and 
their families. 
 
II. Standards of Conduct 

… As [God] who called you is holy, 
be holy yourselves in all your conduct; 

… Tend the flock of God that is in your charge, … 
not under compulsion but willingly, … 

not for sordid gain but eagerly. … 
not lord it over those in your charge, 

but be examples to the flock. 
… You know that we who teach will be judged with greater strictness. 

1 Pet. 1:15; 5:2–3; Jas. 3:1, NRSV 
 
The ethical conduct of all who minister in the name of Jesus Christ is of vital importance to the 
church because through these representatives an understanding of God and the gospel’s good 
news is conveyed. “Their manner of life should be a demonstration of the Christian gospel in the 
church and in the world” (Book of Order, G-6.0106a). 
 
The basic principles of conduct guiding this policy are as follows: 
 
1. Sexual misconduct is a violation of the role of pastors, employees, volunteers, counselors, su-
pervisors, teachers, and advisors of any kind who are called upon to exercise integrity, sensitivi-
ty, and caring in a trust relationship. It breaks the covenant to act in the best interests of parish-
ioners, clients, co-workers, and students. 
 
2. Sexual misconduct is a misuse of authority and power that breaches Christian ethical princi-
ples by misusing a trust relation to gain advantage over another for personal pleasure in an abu-
sive, exploitative, and unjust manner. If the parishioner, student, client, or employee initiates or 
invites sexual content in the relationship, it is the pastor’s, counselor’s, officer’s, or supervisor’s 
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responsibility to maintain the appropriate role and prohibit a sexual relationship. 
 
3. Sexual misconduct takes advantage of the vulnerability of persons who are less powerful to act 
for their own welfare, including children. It is antithetical to the gospel call to work as God’s 
servant in the struggle to bring wholeness to a broken world. It violates the mandate to protect 
the vulnerable from harm. 
 
Definitions 
 
Sexual Misconduct is the comprehensive term used in this policy to include: Child sexual abuse; 
including, but is not limited to, any contact or interaction between a child and an adult when the 
child is being used for the sexual stimulation of the adult person or of a third person. The behav-
ior may or may not involve touching. Sexual behavior between a child and an adult is always 
considered forced whether or not consented to by the child. At FPCM, the sexual abuse defini-
tion of a child is anyone under age eighteen. 
 
Sexual abuse as defined in the Church’s Book of Order: “Sexual abuse of another person is any 
offense involving sexual conduct in relation to (1) any person under the age of eighteen years or 
anyone over the age of eighteen years without the mental capacity to consent; or (2) any person 
when the conduct includes force, threat, coercion, intimidation, or misuse of office or position” 
(Book of Order, D-10.0401c). 
 
Sexual harassment defined for this policy is as follows: unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harass-
ment when: 
 

a. submission to such conduct is made either explicitly or implicitly a term or condition 
of an individual’s employment, or their continued status in an institution; 
 
b. submission to or rejection of such conduct is used as the basis for employment 
decisions affecting such an individual; 
 
c. such conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance by creating an intimidating, hostile, or offensive 
working environment; or 
 
d. an individual is subjected to unwelcome sexual jokes, unwelcome or inappropriate 
touching, or display of sexual visuals that insult, degrade, and/or sexually exploit men, 
women, or children. 

 
Rape or sexual contact by force, threat, or intimidation. 
 
Sexual conduct (such as offensive, obsessive or suggestive language or behavior, unacceptable 
visual contact, unwelcome touching or fondling) that is injurious to the physical or emotional 
health of another. 
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Sexual Malfeasance; as defined by the broken trust resulting from sexual activities within a pro-
fessional ministerial relationship that results in misuse of office or position arising from the pro-
fessional ministerial relationship. 
 
Misuse of technology; use of technology that results in sexually harassing or abusing another 
person, including texting or emailing suggestive messages and images to persons with whom one 
has a ministerial relationship. It is never appropriate to view pornography on church property. 
When this includes a person under the age of eighteen, it is considered child abuse. There is nev-
er an expectation of personal privacy when using technological equipment owned by a church or 
church entity or within the context of ministry. 
 
III. Church Response to Allegations of Sexual Misconduct 
 
A. Principles 
 
In responding to allegations of sexual misconduct, members, officers, and employees of the 
church should seek healing and assure the protection of all persons. Where possible, the privacy 
of persons should be respected and confidentiality of communications should be maintained. 
 
In responding to allegations of sexual misconduct, members, officers, and employees of the 
church should seek to uphold the dignity of all persons involved, including persons who are al-
leging harm, persons who are accused of sexual misconduct, and the families and communities 
of each. 
 
The Church has jurisdiction over its members, officers, and employees such that if a member, 
officer, or employee is alleged to have committed an offense against Scripture or the PC(USA) 
Constitution, the church has the duty to inquire into the allegations and, if the allegations are 
proven, to correct the behavior of the member, officer, or employee and ensure the safety of oth-
ers in the community. Allegations of sexual misconduct are always considered allegations of of-
fense against Scripture or the PC(USA) Constitution that trigger the disciplinary processes of the 
PC(USA) set forth in the Book of Order. In the case of an active non-member who is employed 
or volunteers with the church, the individual will be covered by the procedures of the written 
personnel policies of the governing body or entity. 
 
If the person accused of sexual misconduct is no longer a member, officer, or employee of the 
Church, but the conduct occurred while the person was acting on behalf of the Church, the 
church does not have jurisdiction to correct the behavior, but it does have a duty to hear the alle-
gations of offense and to take measures to prevent future occurrences of harm. The governing 
body may appoint an administrative committee or commission to hear the allegations of sexual 
misconduct. The governing body may also take measures to prevent future occurrences of harm 
through education and policy. 
 
B. Reporting Requirements 
 
1. Reporting Sexual Misconduct 
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A person needing to report that a member, officer, employee, or volunteer of the Church has 
committed sexual misconduct is encouraged to seek guidance from a minister or elder regarding 
filing the report. 
 
Congregation: If the person who is accused of committing sexual misconduct is a member, elder, 
deacon, volunteer, or employee of the congregation, the report of allegations should be made to 
the pastor, the clerk of session, or the chair of the personnel committee. If the accused is a mem-
ber or officer of the church, the church will respond by using the procedures set forth in the 
Rules of Discipline of the Book of Order. If the accused is a nonmember employee or volunteer, 
the church will respond by using procedures set forth by the session of the congregation. 
 
Presbytery: If the person who is accused of committing sexual misconduct is a minister member, 
the report of allegations should be made to the stated clerk of the presbytery. If the report of alle-
gations is placed in writing, the presbytery will respond by using the procedures set forth in the 
Rules of Discipline of the Book of Order. If the person who is accused of committing sexual 
misconduct is a volunteer or nonmember employee of the presbytery, the report of allegations 
may be made to any of the staff or volunteers of the presbytery. The presbytery will respond by 
using procedures set forth by policy or bylaws of the presbytery. 
 
2. Receiving Reports of Sexual Misconduct 
 
Reports of allegations of sexual misconduct will occur in a variety of ways. 
 
Because a governing body or entity cannot control to whom the victim of sexual misconduct will 
speak first, it is important that officers, employees, and persons highly visible to church members 
and visitors understand how reports of incidents are channeled to the proper person. The allega-
tions may come from persons who have or who do not have a formal relationship with the 
Church and may be made to a variety of officers or leaders within the Church or denomination. It 
is the duty of these officers to see that any allegation of sexual misconduct is reported appropri-
ately keeping in mind the mandatory reporting requirements for allegations of child abuse. 
 
Reports of allegations of sexual misconduct should never be taken lightly or disregarded and al-
lowed to circulate without concern for the integrity and reputation of the victim, the accused, and 
the church. Reports of allegations should be dealt with as matters of highest confidentiality, both 
before and after they have been submitted to appropriate authorities as outlined below. 
 
The first person to learn of an incident of sexual misconduct should not undertake an inquiry 
alone or question either the victim or the accused unless the incident is divulged in the process of 
pastoral care, counseling, or a therapy session. If the victim is hesitant to talk to “higher authori-
ties,” the person who has received the initial report has a special pastoral responsibility to build 
trust and willingness to speak with the accuser, lest the church be unable to respond because no 
one is able to give firsthand information. 
 
The person receiving the initial report of allegations of sexual misconduct shall analyze the rela-
tionship of the person accused of sexual misconduct with the Church and shall make sure that the 
allegations of offense are filed with the governing body with jurisdiction over the person ac-
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cused. This may be done by the person alleging harm or by any member of the Church. 
 
If the report is made orally, the person receiving the report of allegations should request that the 
person making the report of allegations place it in writing. A report of allegations of sexual mis-
conduct in writing from a member of the Church alleging another member or officer of the 
Church committed an offense must be acted on according to the Rules of Discipline of the Book 
of Order. If a clerk or stated clerk receives a report of allegations in writing from a nonmember 
of the Church alleging another member or officer of the Church committed sexual misconduct, 
the report also should be acted on according to the Rules of Discipline of the Book of Order. If 
the person who makes the report is unwilling or unable to place it in writing, any member of the 
Church may make the written statement that will automatically trigger the disciplinary process 
set forth in the Rules of Discipline of the Book of Order. 
 
3. Mandatory Reporting of Child Abuse 
 
a. Elders and Deacons 
 
All elders and deacons are required to report knowledge of child abuse to the civil and 
ecclesiastical authorities according to the Book of Order. The Book of Order requires that: 
 
• “An elder shall report to ecclesiastical and civil legal authorities knowledge, gained in the 
course of service to the church, of harm, or the risk of harm, related to the physical abuse, ne-
glect, and/or sexual molestation or abuse of a minor or an adult who lacks mental capacity when 
(1) such information is gained outside of privileged communication; or (2) she or he reasonably 
believes that there is risk of future physical harm or abuse” (G-6.0304b). 
 
• “A deacon shall report to ecclesiastical and civil legal authorities knowledge, gained in the 
course of service to the church, of harm, or the risk of harm, related to the physical abuse, ne-
glect, and/or sexual molestation or abuse of a minor or an adult who lacks mental capacity when 
(1) such information is gained outside of privileged communication; or (2) she or he reasonably 
believes that there is risk of future physical harm or abuse” (G-6.0402b). 
 
b. Certified Christian Educators 
 
All certified Christian educators are required to report knowledge of child abuse to the civil and 
ecclesiastical authorities according to the Book of Order. The Book of Order requires that 
 
“Certified Christian educators [and certified associate Christian educators] shall report to eccle-
siastical and civil legal authorities knowledge gained in the course of service to the church, of 
harm, or risk of harm, related to the physical abuse, neglect, and/or sexual molestation or abuse 
of a minor or an adult who lacks mental capacity when (1) such information is gained outside of 
privileged communication; or (2) he or she reasonably believes that there is risk of future physi-
cal harm or abuse” (G-14.0732). 
 
c. Ministers 
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All ministers of Word and Sacrament are required to report knowledge of child abuse to the civil 
and ecclesiastical authorities according to the Book of Order. The Book of Order requires that: 
 
“A minister of the Word and Sacrament shall report to ecclesiastical and civil legal authorities 
knowledge of harm, or the risk of harm, related to the physical abuse, neglect, and/or sexual mo-
lestation or abuse of a minor or an adult who lacks mental capacity when (1) such information is 
gained outside of a confidential communication as defined in G-6.0204a; or (2) she or he reason-
ably believes that there is risk of future physical harm or abuse” (G-6.0204b). 
 
All persons covered by this policy have an additional duty to report knowledge of child sexual 
abuse to the employing entity, supervisor, or governing body representative. All persons should 
be informed of and must comply with state and local laws regarding incidents of actual or sus-
pected child sexual abuse. These reports should be made within a reasonable time of receiving 
the information. 
 
These provisions of the Book of Order attempt to balance conflicting moral duties for officers of 
the Presbyterian Church (U.S.A.). 
 
For ministers of the Word and Sacrament, the provision strives to balance the duty to protect 
children from future harm with the duty of a minister to hold in confidence any information re-
vealed to them during the exercise of pastoral care in any ministry setting as defined in G-
6.0204a in the Book of Order. 
 
For elders, deacons, and certified Christian educators, the provisions strive to balance the duty of 
an officer of the church to protect children from harm and any secular duty the officer may have 
to hold in confidence any information revealed as a result of a secular relationship such as attor-
ney/client, counselor/client, or physician/patient. The secular duties will be a function of secular 
law and may vary from state to state. 
 
C. Responding 
 
The appropriate governing body or entity response will vary according to the relationship of the 
Church with the person who is accused of sexual misconduct. Church members and officers are 
subject to inquiry and discipline (censure and correction) under the Book of Order. Non-church 
member employees and volunteers are subject to oversight and correction by the governing body 
or entity that employs them. 
 
1. Accused Covered by Book of Order 
 
When an allegation of offense of sexual misconduct has been received by the clerk of session or 
stated clerk of the presbytery, the clerk of the governing body will report to the governing body 
that an offense has been alleged and that the governing body will proceed according to the pro-
cedures set forth in the Rules of Discipline of the Book of Order. The governing body should ap-
point an investigating committee to inquire into the allegations. The investigating committee 
must promptly be-gin its inquiry into the allegations. Delay may cause further harm to the victim 
and/or the accused. 
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Governing bodies and entities must cooperate with civil authorities in an investigation of child 
sexual abuse or other criminal sexual misconduct. Church disciplinary proceedings cannot inter-
fere with a criminal investigation by civil authorities and may have to be suspended until these 
are completed. 
 
The session has original jurisdiction in disciplinary cases involving members, elders, and dea-
cons of the church, each congregation having jurisdiction only over its own members. 
 
A presbytery has original jurisdiction in disciplinary cases involving ministers of Word and Sac-
rament. A presbytery may dissolve a pastoral relationship when the “Word imperatively de-
mands it” (G-11.0103o). However, a presbytery may only place a minister on administrative 
leave when allegations of child abuse have been received and the presbytery has followed the 
Book of Order procedures to conduct its risk evaluation to determine whether or not a minister 
member accused of child abuse should be placed on administrative leave (D-10.0106). It is rec-
ommended that the permanent judicial commission (PJC) members who will conduct this risk 
evaluation based upon the allegations and a hearing should also take into account secular legal 
advice. 
 
When a church officer renounces jurisdiction, the clerk or stated clerk shall report the renuncia-
tion at the next meeting of the governing body and shall record the renunciation in the minutes of 
the governing body. The status of any pending charges may be shared with the governing body at 
that time. 
 
2. Accused Not Covered by Book of Order 
 
When a the Church receives an accusation of offense of sexual misconduct against a nonmember 
employee or volunteer, the procedural response of the Church will be guided by the written per-
sonnel policies of the Church. The session’s Personnel Committee will be responsible for the in-
quiry. 
 
The committee or commission that will respond to the allegation of offense of sexual misconduct 
will do the following: 
 
a. Determine whether or not the allegation gives rise to a reasonable suspicion of sexual miscon-
duct by the accused. 
 
b. If so, gather additional information necessary to make a decision about correcting the behav-
ior. 
 
c. Determine any remedies, including limiting ministry, suspension, or termination necessary and 
advisable under the circum-stances. If the accused is a member of another denomination, that 
denomination will be notified of the allegations and the response. 
 
d. Inform the victim and the accused of the remedy. 
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e. In all cases, the personnel committee shall prepare a written report, which shall be included in 
the accused’s permanent personnel file. The accused shall be allowed to attach any written 
statements to said documents, also for permanent inclusion in the permanent file. All procedures 
shall follow the guidelines set forth by the governing body, employing agency, or entity of the 
General Assembly. 
 
3. Governing Body or Entity Record Keeping 
 
The governing body or entity should keep detailed records of its actions and minutes of its delib-
erations and its conversations with the accuser, the accused, and other parties involved, corre-
spondence, and copies of the reports received from committees or commissions. Such records 
will be kept confidential as far as possible. In Case # 208-6, the General Assembly Permanent 
Judicial Commission (GAPJC) interpreted the Rules of Discipline to say that a governing body 
or entity may share the contents of inquiry reports with other governing bodies or entities of the 
PC(USA) when necessary. The clerk of the governing body or director of the entity will maintain 
the records while the inquiry is in process. 
 

IV. Prevention and Risk Management 
 
A. Implementation 
 
The Church shall inform members, employees, and volunteers of the standards of conduct and 
the procedures for effective response when receiving a report of sexual misconduct. 
 
B. Liability and Insurance 
 
A governing body or entity can be held liable for harm caused by sexual misconduct of an of-
ficer, minister or employee based on a number of legal theories. Governing bodies and entities 
should take such potential liability into consideration when establishing hiring and supervisory 
practices. 
 
The Church will regularly inform their liability insurance carriers of the activities and programs 
they operate or sponsor and of the duties and responsibilities of officers, employees, and volun-
teers. The standard insurance policy should usually be enhanced by endorsements to cover spe-
cific exposures such as camps, day-care operations, shelters, or other outreach programs. 
 
C. Employment Practices 
 
1. Record Keeping 
 
Accurate record keeping is an essential part of hiring and supervision practices the Church. The 
Church shall maintain a personnel file on every employee, including ministers. The file should 
contain the application for employment, any employment questionnaires, background checks, 
references responses, and all other documents related to an employee’s employment, except rec-
ords which may be required, by law, to be kept in separate files. 
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2. Prescreening Applicants 
 
If an applicant is unknown to the employer, the employer should confirm the applicant's identity 
by requiring photographic identification such as a driver's license. The Church should perform a 
background check, including a national criminal background check, on all applicants that may 
have interaction with children and youth. Part of pre-employment screening should include spe-
cific questions related to discovering previous complaints of sexual misconduct. See Appendix 
B: Sample Exhibit E. 
 
3. References 
 
The Church is responsible for contacting references for prospective ministers, employees, or vol-
unteers. A written record of conversations or correspondence with references should be kept in 
the minister or employee's personnel file. (See Appendix B: Sample Exhibit B for a sample ref-
erence form). In dealing with ministers when transferring from one position to another, the 
Church could delegate responsibility for previous employer reference checks to the synod execu-
tive, executive presbyter, or to the authorized persons who would report to the committee on 
ministry or committee on preparation for ministry. 
 
The person within the Church authorized to give a reference (Pastor or Clerk of Session) is obli-
gated to give truthful information regarding allegations, inquiries, and administrative or discipli-
nary action related to sexual misconduct of the applicant. If the applicant gives false or mislead-
ing information, or relevant information is withheld, the applicant should be eliminated from 
consideration. Applicants should be informed of negative comments regarding sexual miscon-
duct and shall be given an opportunity to submit additional references or to give other evidence 
to correct or respond to harmful information obtained from a reference. 
 

V. Educating and Training- Awareness 
 
Since the issue of sexual misconduct has become an ever more present reality, there is an emerg-
ing need to educate and train a wide variety of persons. Persons needing this specific education 
include: ministers; volunteers; officers; nonprofessional and professional staff; ministerial candi-
dates; professionals who will be working with this issue within the Church; and members of the 
congregation. 
 
The Church shall ensure all employees are well acquainted with, understand, and abide by this 
policy and procedures. The Church should offer additional training and resources, such as: work-
shops during staff meetings; lunchtime discussion groups; articles and books made available; etc. 
 
Professionals (therapists, attorneys, mediators, arbitrators) used by the Church body should have 
access to experts qualified in the field of sexual misconduct if they themselves are not. 
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Appendix A 
 
Definitions 
 
Accused is the term used to represent the person against whom a claim of sexual misconduct is 
made. 
 
Accuser is a term used to represent the person claiming knowledge of sexual misconduct by a 
person covered by this policy. The accuser may or may not have been the victim of the alleged 
sexual misconduct. A person such as a family member, friend, or colleague may be the accuser. 
 
Church when spelled with the initial capitalized refers to the First Presbyterian Church of Miami. 
 
Employee is the comprehensive term used to cover individuals who are hired or called to work 
for the Church for salary or wages. 
 
Entity is the term used to refer to any program or office managed by a board, committee, council, 
or other body whose membership is elected by a governing body. 
 
Inquiry is the term used in the Rules of Discipline to determine whether charges should be filed 
based upon allegations of an offense received by a governing body. See Book of Order, D-
10.0000. 
 
Mandated Reporter is described by some states’ laws as a person who is required to report any 
and all suspected incidents of child abuse, including child sexual abuse that come to their atten-
tion. State laws vary from defining “all persons having knowledge” as mandated reporters to 
specifying very limited lists of professions whose members are required to report. Persons Cov-
ered by this policy includes church members, church officers, ministers, and nonmembers who 
are employees or volunteers of the Church.  
 
Response is the action taken by the governing body or entity when a report of sexual misconduct 
is received. It may include (1) inquiry into facts and circumstances, (2) possible disciplinary ac-
tion (administrative or judicial or both), (3) pastoral care for victims and their families and oth-
ers, and (4) pastoral care and rehabilitation for the accused and care for their families. 
 
Secular Authorities are the governmental bodies, whether city, county, state, or federal, who are 
given the responsibility to investigate, criminally prosecute, and/or bring civil charges against 
individuals accused of sexual crimes or offenses against adults and children.  
 
Secular Law is the body of municipal, state, and federal laws and is often referred to collectively 
as civil and criminal law. Prohibited behavior addressed by this policy may result in criminal 
and/or civil charges filed under secular law. 
 
Victim is a person claiming to have been harmed and/or abused by a person covered under this 
policy. 
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Volunteer is the term used for those who provide services for the Church. Volunteers include 
persons elected or appointed to serve on boards, committees, and other groups. For purposes of 
this policy, volunteers are treated the same as employees. 
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Appendix B 
 
Employment Procedures Forms 
 
Each "Employing Entity" should have already established and implemented entity personnel pol-
icies that include employment procedures for the search, selection, and call of entity staff. The 
employment procedures should spell out the process to be followed during the election of chief 
administrative officers and other staff, the appointment of exempt and nonexempt staff, and the 
call of ministers of the Word and Sacrament, chief administrative officers, and elected staff.  
 
These employment procedures should also include candidate/applicant reference checks prior to 
employment. Employing entity personnel policies should contain a clearly defined grievance 
process, a periodic performance review process, and a section that prohibits sexual misconduct 
(including sexual harassment). These provisions should be applicable to all full-time, part-time, 
temporary, and interim staff. The personnel policies should also provide for confidential com-
munication channels whereby staff members can voice concerns or apprehensions without fear of 
retribution. 
 
Church-wide and public advertisement of vacant positions as a part of an employing entity's 
search procedures to fill vacant positions is required of General Assembly entities and related 
bodies and is recommended as a guideline for governing bodies by the church-wide personnel 
policies as well as the Church-wide Plan for Equal Employment and Affirmative Action. In sup-
port of this policy and its procedures on sexual misconduct, all vacant positions of religious lead-
ership forwarded to publications for advertisement, distributed to units of the church, as well as 
posted on local bulletin boards will include the following statement: 
 
"The Presbyterian Church (U.S.A.) is an equal opportunity employer. In addition the church has 
a strong policy opposing sexual harassment or abuse. References and records will be checked 
during the employment process." 
 
This statement will also be included in all information distributed through the Personnel Referral 
Services of the Church Vocations Ministry Unit. 
 
The following forms are included in this appendix: Exhibit A, Employee Questionnaire; Exhibit 
B, Confidential Employee References. The Church will use these two forms. The Church shall 
use Exhibit C, a form for implementing the Policy of Sexual Misconduct. Exhibit D, a Report of 
Suspected Sexual Misconduct, is for gathering basic information to be passed along to the ap-
propriate person or group handling sexual misconduct cases for a unit or other entity. 
 
As required by acceptable personnel procedures, an employee handbook should be written, pub-
lished, and distributed to each employee of church employing entities. All existing personnel 
policies and employee handbooks should be updated to include a sexual misconduct policy. It is 
advisable to seek legal advice as other governing bodies, related bodies, and entities develop and 
publish policy and procedures on sexual misconduct using this General Assembly policy as a 
guide. 
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All forms should be checked for compliance with state laws. 
  



FPCM Manual of Operations  2016  

40 

Exhibit A 
 
Employment Questionnaire 
 
Name (Last Middle First): 
______________________________________________________________________________
_____ 
 
Address: 
____________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Business Phone: ________________ Home Phone: _____________________ 
 
Have you ever been known by any other name?  Yes___ No___ 
 
If yes, please provide other name(s): 
____________________________________________________ 
 
Employment Record (List current and previous employers for the last five years) 
 
Employed by: 
___________________________________________________________________ 
 
Address: 
__________________________________________________________________________ 
 
Supervisor: ___________________________________________Phone: ___________________ 
 
Supervisor's Title _____________________________________________________ 
 
Employed from (month/year) to ____________ (month/year)___________________ 
 
Why did you leave? ____________________________________________________ 
 
Employed by: __________________________________________________________________ 
 
Address: 
__________________________________________________________________________ 
 
Supervisor: 
___________________________________________Phone:____________________ 
 
Supervisor's Title_______________________________________________________________ 
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Employed from (month/year) to ____________ (month/year)___________________ 
 
Why did you leave? _____________________________________________________________ 
 
Employed by: 
___________________________________________________________________ 
 
Address: 
______________________________________________________________________________ 
 
Supervisor: ___________________________________________Phone: 
____________________ 
 
Supervisor's Title: __________________________________________________________ 
 
Employed from (month/year) to ____________ (month/year)___________________ 
 
Why did you leave? ____________________________________________________ 
 
I certify that (a) no civil, criminal, ecclesiastical complaint has ever been sustained or is pending 
against me for sexual misconduct; (b) I have never resigned or been terminated from a position 
for reasons related to sexual misconduct. 
 
 
_____________________   __________ 
Signature      Date 
 
Note: If you are unable to make the above certification you may instead give in the space provid-
ed a description of the complaint, termination, or the outcome of the situation and any explanato-
ry comments you care to add. 
 
Release 
 
The information contained in this questionnaire is accurate to the best of my knowledge and may 
be verified by the employing entity. I hereby authorize First Presbyterian Church of Miami to 
make any and all contacts necessary to verify my prior employment history, and to inquire con-
cerning any criminal records or any judicial proceedings involving me as a defendant. By means 
of this release I also authorize any previous employer and any law enforcement agencies or judi-
cial authorities to release any and all requested relevant information to the First Presbyterian 
Church of Miami. 
 
I have read this release and understand fully that the information obtained may be used to deny 
me employment or any other type of position from the employing entity. I also agree that I wily 
hold harmless the employing entity or judicial authority from any and all claims, liabilities, and 
cause of action for the legitimate release or use of any information. 
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Signature______________________________________________________________ 
 
Witness________________________________________________________________ 
 
Witness_______________________________________________________________ 
 
 
  



FPCM Manual of Operations  2016  

43 

Exhibit B 
 
Confidential Employment Reference 
 
1. Name of applicant: ____________________________________________________________ 
 
2. Reference or church contacted (if a church, identify both the church and person contacted): 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
3. Date and time of contact: _______________________________________________________ 
 
4. Person contacting the reference or church: _________________________________________ 
 
5. Method of contact (phone, letter, personal conversation): _____________________________ 
 
6. Summary of conversation (summarize the reference's remarks concerning the applicant's fit-
ness and suitability for the position, any convictions for or actions pending related to sexual mis-
conduct, sexual harassment or child abuse): ________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Name__________________________________________________ 
 
Title___________________________________________________ 
 
Signature_______________________________________________  
 
Date____________________ 
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Exhibit C 
 
This is designed to implement the sexual misconduct policy. It is necessary that all employees 
acknowledge being in receipt of the sexual misconduct policy. The policy provides protection 
and empowerment for each employee. 
 
Form for Implementing Policy of Sexual Misconduct Acknowledgement of Receipt 
 
I hereby acknowledge that I received on______________________________________(date), a 
copy of the "Policy and Its Procedures on Sexual Misconduct of the Presbyterian Church 
(U.S.A.)" dated that I have read the policy, understand its meaning, and agree to conduct myself 
in accordance with the policy. 
 
 
 
 
 
Signature______________________________________________________________________ 
 
A similar acknowledgement should be signed at the time amendments to the policy are made and 
distributed. 
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Exhibit D 
 
This exhibit provides entities with a sample Report of Suspected Sexual Misconduct. It provides 
space for the names, addresses, and telephone numbers of victims, the accused, possible witness-
es, and others involved. It also provides space for a description of the offending behavior as well 
as other pertinent information. This form or a revision of it should be filed with the appropriate 
supervisor, office, or administrator of an entity who is required to file this with the constituting 
authority or its response coordination team (See section on Subsequent Reporting in this policy 
and its procedures.) 
 
Report of Suspected Sexual Misconduct 
 
Reported by: ___________________________________________________________________ 
 
Name_________________________________________________________________________ 
 
Title__________________________________________________________________________ 
 
Address_______________________________________________________________________ 
 
Telephone ____________________________________________________ 
 
Date of Report: _________________________________________________ 
 
Person suspected of misconduct: 
 
Name 
______________________________________________________________________________ 
 
Title__________________________________________________________________________ 
 
Address_______________________________________________________________________ 
 
Telephone___________________________________ 
 
Other person(s) involved (witness or victims): 
 
Name: _________________________________________________ 
 
Title ________________________ 
 
Age_____________________________________________  
 
Sex______________________________ 
 
Address_______________________________________________________________________ 
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Telephone __________________________________________ 
 
Report of Suspected Sexual Misconduct 
Describe incident(s) of suspected sexual misconduct, including date(s), time(s), and location(s): 
______________________________________________________________________________ 
 
Identify eyewitnesses to the incident, including names, addresses, and telephone numbers, where 
available: 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
 
___________________________________________________________________________ 
 
 
___________________________________________________________________________ 
 
 
___________________________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



FPCM Manual of Operations  2016  

47 

 

Exhibit E 
 
Employment Questions to ask of potential employees: 
 
The Church should ask persons seeking ministerial calls or employment in non-ordained posi-
tions questions such as: 
 
a. Has a civil, criminal, or ecclesiastical complaint ever been sustained against you involving 
sexual misconduct by you? 
 
b. Have you ever resigned or been terminated from a position for reasons relating to allegations 
of sexual misconduct by you? 
 
c. If so, indicate the date, nature and place of these allegations, and the name, address, and tele-
phone number of your employer at that time. 
 
d. Have you been required to receive professional treatment, physical or psychological, for rea-
sons related to sexual misconduct to you? 
 
e. If so, please give a short description of the treatment including the date, nature of treatment, 
place, and name, address, and telephone number of the treating physician or other professional. 
 
A sample employment questionnaire is attached as Exhibit A for adaptation by governing bodies 
and entities. The questions included in this sample may be integrated into a standard employment 
questionnaire along with other necessary questions. 
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Appendix C 
 
Meeting the Needs of All Involved 
 
In cases of sexual misconduct there are needs that have to be met for the good of all persons, 
groups, and entities. To ensure that the Church is ready to meet the variety of needs present, an 
independent response coordination team may be named. This team will not investigate the alle-
gation or in any way function as an investigating committee for disciplining members or officers, 
but should confine itself to coordinating a process that will meet the specific needs of victims 
and their families (if any), the accused and family (if any), employing entities, congregations, 
and governing bodies: 
 
A. The Needs of the Victim 
 
The Church and response coordination team should assure that adequate treatment and care are 
available for alleged victims of sexual misconduct and their families. Sometimes, the victim or 
family is so angry and alienated from the church, that offers of help may be perceived as insin-
cere or as attempts of a cover-up. If the victim or family at first refuses, the church should con-
tinue to offer help. Above all the church should not act in a self-protective manner by ignoring 
the victim and their families. 
 
The extent of the damage to the victims of sexual misconduct will vary from person to person, 
and is influenced by such factors as the degree or severity of abuse, the age and emotional condi-
tion of the victim, human dynamics, and the importance of one’s religious faith. The governing 
body, entity, and response coordination team is to assume in all cases that the victim has been 
wounded by the experience. 
 
Feelings of guilt, shame, anger, mistrust, lowered self-esteem, unworthiness, and feelings of al-
ienation from God, self, the religious community, and family are frequent injuries suffered by 
victims. It is important for the response coordination team to be sensitive to the victim’s pain and 
need for healing, and to act by making appropriate pastoral care available. 
 
The following are some of the needs of the victim: 
 
1. To be heard and taken seriously. From the time that the victim is first able to indicate that sex-
ual misconduct has occurred, that person should receive immediate attention and serious consid-
eration from all church representatives. 
 
2. To receive pastoral and therapeutic support. The victim may require spiritual and professional 
assistance as a result of sexual misconduct. The response coordination team should offer to help 
arrange for such support from a pastor and therapist, if the victim desires. Discussions with such 
people would be confidential, privileged conversations. 
 
3. To be informed about church process and progress with regard to the accusation. One member 
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of the response coordination team should be the church contact person for the victim. Frequently, 
this contact person will give the victim information as to what is happening in the church as a 
result of the accusation. 
 
4. To receive legal advice. The response coordination team should suggest that the victim might 
benefit from independent legal advice. (Legitimate claims might be more effectively pursued and 
flimsy or false claims discouraged.) If requested, the response coordination team should suggest 
ways in which independent legal advice can be obtained. 
 
5. To be assured of an advocate of one’s own choosing. A victim may need continuing moral 
support from one individual who is present while the church process deals with the accusation. 
This advocate may be a relative, friend, or someone suggested by the response coordination 
team. This advocate could speak for the victim, if necessary. 

• To be assured that justice will be pursued. The victim needs to be told by the response 
coordination team, and shown by the processes of the church, that justice is being pur-
sued through fact-finding, truth-telling, confrontation, and agreement that may include 
removal or temporary exclusion of the accused from office or adjudication of the com-
plaint. 
• To receive healing and reconciliation. In addition to specific forms of restitution men-
tioned above, the victim needs to receive a sense of healing and reconciliation with all 
concerned—the self, the family, the church and, ideally, the accused. The response coor-
dination team can help bring this about using the church’s processes and resources. While 
the above are needs of the victim, one recognizes that all of these needs may also not be 
met through a reasonable handling of a specific case, but may only occur over a lengthier 
period of time. All of these needs, however, should be taken seriously and compassion-
ately, and the rights of the victim respected. 

 
B. The Needs of the Accused 
 
The governing body or entity shall offer treatment and care for the accused as well as alleged 
victims and families. If the accused is a minister, this is the primary responsibility of the commit-
tee on ministry (Book of Order, G-l1.0501). Feelings of guilt, shame, anger, mistrust, lowered 
self-esteem, depression, unworthiness, and feelings of alienation from God, self, the religious 
community, and family are often experienced by the accused. In addition, there may be fear of 
job loss, incarceration, and indignation if an allegation is false. 
 
When a person is found not guilty of charges of sexual misconduct, it is important for the gov-
erning body or entity to see that the decision is disseminated as widely as possible within their 
power, unless doing so would further injure the person accused. 
 
1. Personal Care 
 
Whether the allegations about the accused are eventually found to be true or not, the accused de-
serves to be treated with Christian kindness and respect. The response coordination team may 
suggest that the accused seek spiritual support or professional counseling. People in staff posi-
tions should not engage in personal counseling of the accused because of their potential in-
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volvement in disciplinary process. 
 
2. Economic Security and Care for Family of Accused 
 
When an allegation of sexual misconduct has been made against a minister, the economic securi-
ty of the accused is directly threatened, along with reputation, career, and family relationships. 
Again, the committee on ministry can be of assistance. The response coordination team may alert 
the committee on ministry to the possible spiritual, emotional, and financial needs of the family 
of the accused and recommend expert resources. 
 
C. The Needs of a Congregation in a Context of Sexual Misconduct 
 
The governing body, employing entity, and response coordination team should be aware of the 
problems a congregation or employing entity may experience following allegations of sexual 
misconduct by a minister, employee, or volunteer. The allegations may polarize the congregation 
or organization, damage morale, create serious internal problems, and even limit the trust a con-
gregation may place in succeeding pastors. Efforts should be taken to recognize and identify the 
problems and heal any damage that may be done to the congregation or organization. 
 
When there is sexual misconduct on the part of a minister, non-ordained staff, or volunteer in a 
particular congregation, a number of needs unique to that congregation will emerge since sexual 
misconduct impacts congregations in different ways. Therefore, these needs will not necessarily 
emerge in the same sequence in each situation. Depending on the parties involved in the sexual 
misconduct, some of the needs may not emerge. In any event, those managing the church’s re-
sponse to the sexual misconduct will want to know that the following needs may emerge: 
 
1. Pastoral Care 
 
Members and staff of the congregation will need pastoral care. If it is the pastor who is involved 
in the sexual misconduct, care will need to be provided by another member of the ordained staff 
(if the church is a multiple-staff church) or by a trained interim pastor. If the pastor leaves as a 
result of sexual misconduct, in extreme cases a trained interim pastor or consultant in sexual 
misconduct may need to work with the congregation for an extended period of time. 
 
If it is not a pastor who is involved in the sexual misconduct, then the pastor will provide the 
needed care for the congregation. The pastor, if not previously trained in this specialty area, will 
need to consult with denominational specialists who will advise him or her how to proceed and 
any anticipated problems. 
 
2. Information About the Case 
 
Members of the congregation will need opportunities both to receive and give information. If a 
case of sexual misconduct becomes a matter of public knowledge within a congregation and if a 
pastor has been found guilty of sexual misconduct, the interim pastor or consultant may hold ap-
propriate meetings with individuals, small groups, or with the whole congregation. Such meet-
ings should provide information about sexual misconduct in general, Presbyterian polity and our 
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judicial process, and how others who may have been victimized may be heard and ministered to. 
If the offender is not the pastor, then the pastor may perform these functions. At such meetings, 
one may expect members to vent their feelings. An opportunity for this to happen should be pro-
vided. If this venting does not take place, then it may create serious problems for the future of the 
congregation, for future pastors, and for the governing body.’ Dynamics may differ somewhat in 
racial ethnic churches, but no empirical studies have yet demonstrated different dynamics. 
 
3. Resource Persons 
 
In light of the above needs, the following are several resource persons whose services would be 
valuable to a congregation in the context of sexual misconduct: a trained interim pastor, a com-
mittee on ministry representative knowledgeable in polity and the effects of sexual misconduct in 
the church, a consultant or therapist with knowledge and experience in dealing with sexual mis-
conduct, an attorney who can discuss legal aspects of a case, an insurance agent who can advise 
the congregation about their exposure to liability or coverage. 
 
It is the responsibility of the governing body to establish policy and its procedures governing 
cases of sexual misconduct in that jurisdiction. The PC(USA) policy and its procedures are in-
tended to guide the development of governing body policy and procedures. 
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Security & Key Policy 
 
The Building MT is responsible for maintaining and enforcing this policy. 
 

1. The Pastor and Property Manager must have unfettered access to the building at all times. 
 

2. The Property Manager is responsible for maintaining all access codes and keys.  
 

3. Each staff member will be given a key/code to the parts of the building deemed appropri-
ate by the Administrative/Personnel MT.  
 

4. Each building “user” will be given its own code.  
 

5. All members of session and the chair of the deacons will be given access codes to the 
building. If a session member, staff member, or the chair of the deacon gives out his/her 
code the Administration/Personnel MT may revoke his/her access privileges. 
 

6. The Property Manager will regularly change all access codes (at least quarterly) and up-
date the persons with codes with their new access information. 
 

7. All persons must enter the building through the front door, green gate, or kitchen.  
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Baptism Policy 
 

1. If a church is not regularly doing baptisms, it is evidence that the Holy Spirit is not at 
work in that congregation.  
 

2. Baptism disconnected from a life of discipleship is an offense to God. We will not bap-
tize infants or adults lightly. 
 

3. A person (or parents of a child) need not be a member at FPCM to be baptized. He/She 
will be strongly encouraged to attend our services and, if called by God, to participate in 
our New Members Class when it is offered. 
 

4. All baptisms must take place during a worship service in accordance with the Book of 
Order. The questions used during the baptism can also be taken from the Book of Com-
mon Worship. 
 

5. Anyone who wishes to be baptized must meet with the Pastor where he/she will explain 
what baptism means and assess his/her desire to be baptized. If the Pastor hears a credible 
profession of faith and hears a desire to follow Jesus as his disciple, that person is eligible 
for baptism. 
 

6. There is no cost associated with a baptism. Donations are accepted, but not required. Dis-
cussing money alongside baptism confuses the nature of baptism as a gift in exchange for 
good works and care will be taken to ensure this is communicated properly. 
 

7. After a baptism, the baptized will receive a certificate and his/her name will be officially 
listed on our baptism rolls. 
 

8. Godparents are allowed. 
 

9. Photography is allowed, but not in a way that is a disturbance to the worship service.  
 

10. The family must arrive 30 minutes prior to service to walk through the baptism. 
 

11. The baptism questions must be asked by a ruling elder of the church (either currently on 
Session or not on Session). 
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Funeral Policy 
 

1. All members of FPCM and their immediate family may request to hold a funeral at 
FPCM free of charge. 
 

2. An FPCM pastor must officiate at all funerals. 
 

3. A fee of $300 will be charged to all non-members who wish to hold a funeral here that 
will be deposited into the “one-time building use” line item in the chart of accounts. 
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Wedding Policy 
 

1. We believe that marriage is a covenant between a man and a woman who, before God, 
make a lifelong commitment to one another. In our wedding ceremonies, we rejoice that 
marriage is a gift given by God, blessed by Jesus Christ and sustained by the Holy Spirit. 
The wedding ceremony marks the beginning of a union between the husband and wife 
and Christ, and celebrates God’s plan for marriage. 

2. You do not need to be a member of FPCM or a part of our church family in order to be 
married in our church. All are welcome! 

3. A minister will be provided by FPCM, although if you wish to use your own minister 
that request will be evaluated by the Wedding Coordinator. All outside ministers must be 
ordained by a recognized church body. 

4. While all couples are strongly encouraged to do marital counseling, it is not required in 
order to be married at FPCM. FPCM may be able to provide counseling to any couple 
for a fee established by the pastor or counselor. 

5. The fee for utilizing our main sanctuary is $2000 and the fee for utilizing Flagler Chapel 
is $1400. This includes: (1) an FPCM pastor, (2) an organist/pianist, (3) sound techni-
cian, (4) wedding coordinator as hostess at the rehearsal and ceremony, (5) a candelabra 
with candles, (6) an audio CD of the ceremony, (7) use of the bridal and groom’s rooms, 
(8) use of the parking lot, and (9) custodial work. Each couple will be asked to provide a 
$500 refundable deposit for damages and late fees. If the wedding or rehearsal starts 
more than 15 minutes late the $200 refundable deposit will be lost. Also, if no damages 
are found the $500 refundable damage deposit - assuming late fees were not assessed - 
will be returned. 

6. In order to secure a date each couple must come to the church office during business 
hours and return a signed copy of this contract and pay a non-refundable “save-the-date” 
deposit of $1000. The total payment must be paid in full at least 30 days prior to the re-
hearsal date or else the date is released. If the wedding/rehearsal begins on time and 
there are no damages to the church your security deposit will be mailed back to you 
within 10 business days.  

7. For an additional fee the Fellowship Hall may be used following the service for $500 
with a $350 security deposit. This includes the use of the space and stage, the use of the 
kitchen sinks and work surfaces, and a custodial fee. All food served must be provided 
by an outside catering service.   

8. Wedding parties will have access to the church for a total of 5 hours: 1 hours for the re-
hearsal, 2 hours prior to the wedding for decorating, 1 hour for the wedding, and 1 hour 
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after the ceremony for pictures. 

9. Each couple must present a valid wedding license at the rehearsal to the officiating pas-
tor in order for the wedding to take place. 

10. Photographers and videographers are permitted but must not use a flash except during 
the processional and recessional. During the service the photographer must remain in-
conspicuous. 

11. No church decorations may be moved (especially during Christmas season), although 
wedding parties may decorate to their liking as approved by the Wedding Coordinator. 
Extreme care must be taken in decorating to protect and preserve the historic beauty of 
the church. 

12. Following the service no birdseed, balloons, rice or confetti are not to be thrown inside 
or outside the church. Also no live flowers are to thrown in the sanctuary. 

13.  All music and instruments must be approved by the Wedding Coordinator and Music 
Director.  

14. FPCM reserves the right to schedule overlapping events, so long as each event does not 
jeopardize the integrity of the other. 

15.  Smoking is not allowed on the FPCM campus and food/drinks are not allowed in the 
sanctuary. 

Contract 
 
 
We, the undersigned, understand the wedding policies of the First Presbyterian Church of Miami 
and agree to abide faithfully by them.  
 
 
Bride: _________________________ Signature: _________________________ 
 
Groom: _______________________ Signature: _________________________ 
 
Date: _________________________ 
 
Date and Time of the Rehearsal: _________________________ 
 
Date and Time of the Wedding: _________________________ 
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Release Form 
 
For value received and with knowledge that you intend to act in reliance thereon, I irrevocably 
give the Church and its members, employees and agents the absolute right and permission to use 
on the Church’s website or for any other lawful purpose, without restrictions, all photographs 
with respect to our wedding in which we may be included and which are taken on the premises 
of the Church, whether taken prior to, at or after our wedding. I hereby release the Church, its 
members, employees and agents from any liability arising out of any use of such photographs, 
including, without limitation, any liability for misrepresentation of us by virtue of alterations, 
optical illusion or faulty mechanical reproductions. 
 
Bride: _________________________ Signature: _________________________ 
 
Groom: _______________________ Signature: _________________________ 
 
Date: _________________________ 
 

 
 

Indemnification of the First Presbyterian Church of Miami 
 
Agreement, dated ____________, between the First Presbyterian Church of Miami, Inc. (the 
“Church”) and the undersigned Bride and Groom with respect to the use of the Church facilities 
located at 609 Brickell Avenue, Miami, FL 33131 on ______________ from ___________ to 
____________ for the rehearsal of their wedding and on _______________, from 
____________to _____________ for their wedding. 
 
In consideration for the Church allowing them to use the Church’s sanctuary/Flagler Chapel for 
their rehearsal and wedding, the Bride and Groom agree, jointly and severally, to indemnify and 
hold harmless the Church from all injury, loss, claims or damage to any persons or property aris-
ing out of their use of the Church premises as described above. 
 
Bride: _________________________ Signature: _________________________ 
 
Groom: _______________________ Signature: _________________________ 
 
Date: _________________________ 
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Wedding Coordinator Contract & Responsibilities 
 
 
1. FPCM will agree to pay the Wedding Coordinator $300 per wedding.  

 
 

2. The responsibilities of the WC include:  
 
 

a. Representing FPCM in a way that honors Christ and seeks to show the love of 
God through our Wedding Ministry. 
 

b.  
Contacting the wedding couple within 3 days of being contacted by the Office 
Manager to introduce oneself and answer questions. The WC shall also, within 
reason, make oneself available to wedding parties prior to the wedding to build a 
relationship and answer questions.  
 
 

c. At an appropriate time setting up a meeting between the couple and the officiat-
ing pastor.  
 
 

d. Arriving 30 minutes prior to the rehearsal.  
 
 

e. Arriving 2.5 hours prior to the wedding for set-up and staying after the wedding 
to lock up and put away items related to the wedding. 
 

f. Working with each wedding’s photographer, videographer, and/or florist to en-
sure that proper guidelines are followed and the Church is not harmed in any 
way. 
 

g. Obtaining a wedding license from the couple at the rehearsal and returning it to 
the couple at the wedding with the appropriate signatures. A copy is to be given 
to the Clerk of Session and Office Manager within one week of the wedding to 
be kept in the church’s records. 
 

h. Assessing a late fee if either the Rehearsal or Wedding is started more than 15 
minutes late. The money collected will be divided as follows: ($50 wedding co-
ordinator, $50 organist, $50 sound technician, and $50 officiating pastor). 
 

i. Work with the Pastor/Head of Staff to find ways to continually improve FPCM’s 
Wedding Ministry. He/She shall look for ways to expand and grow FPCM’s 



FPCM Manual of Operations  2016  

59 

Wedding Ministry and its reputation in the community.  
 

Internal Wedding Policies 
 
1. If the main sanctuary is used, and the total cost is $2000, it shall be divided as follows: 
 a. Church use fee: $1000 
 b. Wedding Coordinator: $300 
 c. Pastor: $300 
 d. Custodian/Audio Technician: $200 
 e. Organist: $200 
 
If Flagler Chapel is used, the total cost is $1400, and it shall be divided as follows: 
 a. Church use fee: $400 
 b. Wedding Coordinator: $300 
 c. Pastor: $300 
 d. Custodian/Audio Technician: $200 
 e. Organist: $200 
 
2. The Custodian/Audio Technician must attend the rehearsal and the WC will be responsible for 
communicating to the Custodian/Audio Technician what is necessary for the wedding.  
 
3. If the Fellowship Hall is used (for up to 4 hours following the end of the wedding), and the 
total cost if $500, it shall be divided as follows: 
 a. Fellowship Hall use fee: $400 
 b. Cleaning Fee: $100 
 
4. Wine and beer may be served in the Fellowship Hall at weddings but no liquor. 
 
5. Communion will not ordinarily be served unless the couple are members of the church. 
 
6. All weddings at FPCM must include prayers, Scripture readings, and a sermon. The goal of 
each wedding sermon is to give thanks and to glorify God while also celebrating how God has 
been working in the lives of those being united in marriage. 
 
8. If another pastor officiates a wedding at FPCM, the WC must obtain his/her credentials and 
that pastor must be approved by the current Pastor/Head of Staff. 
 
9. Currently FPCM cannot offer marriage counseling except on a case by case basis.  
 
10. Each year FPCM should seek to reinvest some of its profits to improve the wedding ministry. 
 
11. The goal in 2013 is to average at least 2 weddings per month. 
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Membership (Covenant Partner) Policy 
 

4. Membership at FPCM requires a profession of faith in Jesus Christ, attendance at a New 
Member’s Class, and an examination by the session. Even persons who transfer member-
ship to FPCM from another church shall attend a New Member’s Class. 
 

5. A New Member’s class shall be offered by the pastor at least quarterly and will consist of 
a review of our vision, mission, and core values. Time should also be spent encouraging 
new members to find ways to be involved in the church. 
 

6. Each new member’s class shall be attended by a member of the session who will be re-
sponsible for the “examination.” At the session meeting following any new member’s 
class the session representative is responsible for making a motion with all the new mem-
ber’s names.  
 

7. All new members must make an affirmation of faith before the congregation on a Sunday 
morning. This is to take place after the new members class and before the session repre-
sentative moves to accept them as new members. All new members must answer the fol-
lowing questions in the affirmative: 
 
Do you renounce sin and evil in the world? 
 
Do you turn to Jesus Christ as your Lord and Savior? 
 
Will you be his faithful disciple, following where he goes, living in his grace, and 
demonstrating his love? 
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Financial Policies 
 
FPCM Financial Procedures 
 
 
I. General Vision 

 
A. Bible: When God first made us he immediately set us in charge of the garden and com-

manded us to cultivate it (Gen. 1:26). In other words, God from the beginning blessed us 
with abundance resources and opportunities and commanded appropriate stewardship. In 
the New Testament, Jesus said, “To whom much is given, much is required” (Luke 
12:48). We also learn that during the formation of the first churches in the first century 
the Apostles designated leaders and procedures for ensuring that money has handled 
properly and with the needs of the mission of the church in mind (Acts 5:32–35).  
 

B. Book of Order: All of FPCM’s financial procedures must be in accordance with the 
Book of Order and the church’s bylaws. The relevant portion of the Book of Order is rec-
orded in G-3.0205: 
 
In addition to those responsibilities described in G-3.0113, the session shall prepare and 
adopt a budget and determine the distribution of the congregation’s benevolences. It shall 
authorize offerings for Christian purposes and shall account for the proceeds of such of-
ferings and their disbursement. It shall provide full information to the congregation con-
cerning it decisions in such matters 
 
The session shall elect a treasurer for such term as the session shall decide and shall su-
pervise his or her work or delegate that supervision to a board of deacons or trustees. 
Those in charge of various congregational funds shall report at least annually to the ses-
sion and more often as requested. Sessions may provide by rule for standard financial 
practices of congregation, but shall in no case fail to observe the following procedures: 
 
(a) All offerings shall be counted and recorded by at least two duly appointed persons, or 
by one fidelity bonded person; 
 
(b) Financial books and records adequate to reflect all financial transactions shall be kept 
and shall be open to inspection by authorized church officers at reasonable times; 
 
(c) Periodic, and in no case less than annual, reports of all financial activities shall be 
made to the session or entity vested with financial oversight. 
 
G-3.0113 states: “A full financial review of all financial books and records shall be con-
ducted every year by a public accountant or committee of members versed in accounting 
procedures. Reviewers should not be related to the treasurer(s). Terminology in this sec-
tion is meant to provide general guidance and is not intended to require or not require 
specific audit procedures or practices as understood within the professional accounting 
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community. 
 

C. Golden Rules of Church Finance 
 
1. Individuals managing the church’s finances should first be respected as spiritual lead-
ers and then as financial leaders. 
 
2. The church’s money must be managed with the highest integrity possible. 
 
3. Financial checks and balances must exist in receiving, counting, depositing, disbursing, 
recording, and reporting of the church’s income and expenditures. 
 

II. Finance Ministry Team & Treasurers 
 
A. Treasurer: Each year the session shall elect a treasurer for term of one year which is to 

begin on January 1st and end on December 31st. The treasurer need not be a member of 
session and cannot be elected to third consecutive term. The assistant treasurer shall be 
elected in the same manner as the treasurer with the same term limits and shall also serve 
as a member of the FMT. 
 

B. Finance Ministry Team Composition: The FMT shall be composed in the same manner as 
all other MTs as outlined in the Manual of Operations. 
 

C. The same rules for session meetings apply to meetings of the FMT. Each meeting must 
open and close with prayer. The moderator must be present or he/she may designate an-
other person to moderate the meeting. Minutes must be taken and the minutes from the 
last meeting will be approved. The date of time of the next meeting must be established.  
 

D. The FMT may hire a bookkeeper and shall provide to the staff proper financial proce-
dures. The FMT must work with the Pastor/Personnel Committee to guide the Office 
Manager in his/her responsibilities related to financial matters. 
 

E. FMT responsibilities include: 
 
1. Submitting a written report to session, at each meeting of the session in which the call 

for the meeting stipulates a FMT report, which will include: 
 
a) All accounts and investments and their status (Balance Sheet) 
b) All money spent since the previous session meeting 
c) All money given to the church since the previous session meeting 
d) A YTD Budget vs. Actual report 
e) The signature of the treasurer approving it as accurate 
f) The minutes of past FMT meeting 
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2. Keeping the bank and investment information up-to-date with all current officers, 
signature cards, etc. 
 

3. Submitting a report to the session to be included in the packet for the annual congre-
gational meeting in January. The packet is due to the congregation by October 1st.  
 

4. Going over the monthly expenditures to ensure that all money that is either donated or 
spent has been done properly. 
 

5. Participating each year in a stewardship drive and develop a more giving and gener-
ous congregation. 
 

6. Keeping the financial procedures up to date and modifying them as necessary. 
 

7. Ensuring that FPCM’s financial assets are wisely managed. 
 

8. Keeping FPCM certified by the Evangelical Council for Financial Accountability 
(ECFA). 
 

III. Accounts 
 
Any organization that maintains a financial account (checking, savings, certificate of deposit, 
etc.) that is associated with FPCM—or the use of FPCM’s federal ID number on the account, 
must have all statements of account available upon request. The following is a list of all 
known accounts: 
 
SunTrust (Cyber, Savings, & Operating Account) 
Wells Fargo (Savings) 
New York Community Bank (3 CDs) 
 
All account statements should sent directly to the church office. Online viewing and printing 
capabilities shall be provided to the Office Manager and Treasurer. All accounts are to be 
made available upon the request of the session. 
 

IV. Payroll 
 
Employees of FPCM shall be paid on the 15th and last day of the month. The Office Manag-
er 

V. is responsible for submitting payroll to the accountant in a timely manner. The accountant 
and FMT are responsible for making certain that all taxes are properly paid. Employees or 
independent contractors who are paid at an hourly rate must have their direct supervisor(s) 
sign the payroll form prior to being paid. 
 

VI. Checks 
 
All checks require two signatures. A person who either submitted the request for the check or 
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is requesting reimbursement may not sign the request form nor the check. All check request 
forms must be signed by the Pastor, Treasurer, or Office Manager (the person signing the re-
quest form cannot sign the check) All members of the FMT are authorized to sign checks as 
well as other persons designated by the FMT. 
 

VII. Reimbursements 
 
All reimbursements must include a valid receipt or lost receipt form. The appropriate budget 
must be indicated. The Office Manager is responsible for handling the completed reim-
bursement form which includes: (1) entering the expense into QuickBooks, (2) filing away 
the original request, (3) creating a check with the request and receipt(s) attached to be signed.  
 

VIII. Church Charge Accounts 
 
The Stewardship Team will annually review church charge accounts and designate author-
ized purchasers. Current charge accounts include: 
 
Cokesbury 
Office Depot 
Home Depot 
 

IX. Offering & Donations 
 
A. Sundays Offerings: Whenever an offering is collected during worship it must be counted 

by at least two person who have been approved to do so by the FMT. The donation form 
must be filled out and the money, along with the form, must be dropped into the safe in 
the offices. The Office Manager is responsible for making sure the offering is deposited 
at the bank within 48 hours of the collection. 
 

B. Non-Cash Gifts: All non-cash gifts must be approved by the session. Appropriate per-
sons/ministry teams should be consulted. 
 

IX. Designated Giving 
 
Only the session may authorize collections for specific purposes. 
 


