
Start your meeting with a time for “checking in” to see 
how everyone is doing and if anyone has prayer 
concerns. 

A group that feels there is care for one another is a 
group that has good attendance and they enjoy the 
work. 

Always try to get an agenda to members of the 
committee in advance of the meeting

Please meet at a regular time and date and location. Let 
the church Secretary know when your committee is 
meeting so others may come if they wish.
Running the meeting 

A. Always, Always, Always begin on time.

B. Make sure all know what the Agenda is and have 
copies. 

C. Begin with devotional and/or prayer 

D. Check if there are any additions to Agenda or if any 
need to leave prior to scheduled adjournment. 

E. Proceed through Agenda. 

F. When late arrivals enter, interrupt the flow just 
enough to bring them on board. 

G. Don't allow a monopoly of conversation by a few. 
Seek comments from the quiet members. 

H. You may feel free to operate on consensus, meaning 
you don’t have to vote on things as long as 
everyone seems to agree with recommendations to 
Session

I. When motions are being brought to Session, make 
sure they are crisp. Your minutes should have all 
motions for Session approval in large type for 
secretarial ease in constructing the Consent Agenda.

J. Close with prayer. Invite folks to take turns at each 
meeting, closing with prayer

Miscellaneous:

Yes it is OK to bring snacks, especially if your meeting 
is long and over the dinner hour. Hungry, tired people 
do not always make good decisions. 

 Work diligently to have meetings over by the agreed 
upon time. If you sense it is going to be past that time, 
ask everybody if it is OK if the meeting runs over and 
give permission to anyone who has to go. Let them know 
it is OK for them to leave. If you are setting a meeting 
time and date for other than the usual time and date, 
make sure the you check with the person who is leaving

 Get minutes out to members of the group as soon as you 
can. Within one week is preferable. Send copy to 
secretary with a summary at the top that can be put in the
newsletter

 Occasionally take the time to allow the committee to 
evaluate its work as a group as well as individual 
accomplishments. 

 Be complimentary to those who do good work. 
 Be direct but tactful with those who may be having 

trouble following through with actions they have agreed 
to do. 

 Be continuously training new leadership to succeed you. 
When it is the turn of your committee to be the focus on 
the Session Agenda, be prepared to share general 
information, new directions you are headed, and how 
your work feels in relation to the larger picture and 
mission of the church etc. 

 Always be sensitive to areas of overlap from your 
committee to other committees and individuals. What 
are the ramifications of these overlaps? Are you 
communicating with those involved? 

 Always be seeking ways to improve your work and time 
usage. Seek suggestions from your committee. 

 Anticipate. Anticipate. Anticipate. 

Other suggestions: 

 Be looking for new people to ask to serve on your 
committee/ministry. New people usually mean new 
ideas and new perspectives

 Keep procedures, minutes, agendas, and anything else 
together in a loose leaf to give to new moderators



Congratulations! You have not only been elected as an 
Elder, you have agreed to moderate one of the 
committee/ministries of the Session. This means you 
are a leader among leaders. The work you will be 
engaging yourself and your group in over the next year 
is very important business. The Kingdom of God will 
be altered by your efforts. It is my prayer that you will 
take this task seriously and see it as vital ministry. 
Your role as a Moderator of a committee/ministry is 
key to supporting the mission of the church. If you 
know what you are to do and how it is to be done, you 
will have happy followers. If you are not organized 
and clear about your responsibilities, your ministry 
will reflect it. 
I hope and pray that these suggestions will make your 
ministry easier and mission productive. 

Grace and Peace,
Pastor Kurt 
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