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PINAWA CHRISTIAN FELLOWSHIP, INC.

BY-LAW NO. 2

A By-Law Relating to General Committee Policies & Procedures:

GENERAL COMMITTEE MEMBERS AND SUB-COMMITTEES

General Committee members, including the Executive, are elected at the Annual General
Meeting. The normal term of office is one year.

The term of office of the Executive begins at the close of the Annual General Meeting and
that of the remaining General Committee members at the first General Committee meeting
after the Annual General Meeting [see 2.6 (2)].

If a General Committee member resigns or if a position was not filled at the Annual General
Meeting, the General Committee may appoint a member of the Congregation to fill the
vacancy. A vacancy created by the resignation of a Denominational, Guild or Youth
representative is excluded from this provision as they elect their own replacements.

The sub-committees of the General Committee are:

(1) Executive

(2) Pastoral Relations
(3) Worship

(4) Adult Education
(5) Children’s Program

(6) Guild

(7) Missions

(8) Social

(9) Stewardship
(10) Youth

(11) Special Gifts Fund Team
The Committee may appoint other sub-committees as needed.

The Executive sub-committee comprises the General Committee Convener, Past-Convener,
Vice-Convener, Treasurer, and Secretary. The General Committee Convener chairs this
Committee.

The Pastoral Relations sub-committee comprises the General Committee Convener, Vice-
Convener, Past-Convener, and one member elected by the congregation at the Annual
General Meeting who is not a member of the General Committee. The General Committee
Convener chairs this Committee.
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The Worship sub-committee comprises the Minister, the denominational representatives, the
worship bulletin editor, the organist, the choir director(s), and such other persons as it may
from time-to-time recruit. The sub-committee elects its own Convener, who reports on its
behalf at meetings of the General Committee.

The Youth and Guild members of the General Committee are appointed by their respective
organizations. They must be members of the Congregation.

Each PCF denomination annually chooses a denominational representative who is a member
of the denomination and also of the Congregation. The denominational representatives
serve on the General Committee, and also act as counsellors and assistants to the minister in
conducting the affairs of the Congregation relating to their particular denominations.

The Conveners of sub-committees, or their alternates, (with the exception of the Executive,
Pastoral Relations and Worship committees) are members of the General Committee. They
determine the composition and responsibilities, subject to the approval of the General
Committee, of their respective standing committees.

An Office Administrator and a Communications Person may be appointed by resolution of
the General Committee.

The Minister is, ex-officio, a voting member of the General Committee and all sub-
committees.

General Committee members may serve no more than five consecutive years.

Responsibilities and guidelines of officers & sub-committees are included in the
Appendices.

GENERAL COMMITTEE MEETINGS

The General Committee normally meets monthly except in July and August. The date and
time of the next meeting is set prior to adjournment.

The General Committee Convener chairs Committee meetings. In the absence of the
Convener, the duties and responsibilities of the office are assumed by the Vice-Convener, or
in the latter’s absence, by the Past-Convener.

A quorum of at least one-third of the committee members must be present to conduct
business at a meeting of the General Committee.

The Treasurer submits written financial statements to (at minimum) every other meeting of
the General Committee. At other times a verbal report is sufficient.

The Secretary records minutes of General Committee meetings, places a copy on file,
distributes a copy to each Committee member and posts a copy on the church bulletin board.
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Recommendations for specific topics at General Committee meetings include:

(1) September: Review list of nominees and reports to be presented at the Annual General
Meeting. Review arrangements for the PCF Anniversary celebration.

(2) October: Out-going and in-coming Committee members attend the first meeting after
the Annual General Meeting.

(3) January: Examine proposed budget; examine financial and other reports to be
presented at the Annual Congregational Budget Meeting.

(4) May: Review arrangements for summer worship services. Plan nominations for
Committee positions for the following year.

GENERAL COMMITTEE BUSINESS

The Office Administrator receives all incoming and a copy of all outgoing correspondence,
forwards incoming correspondence to the appropriate sub-committee(s), and submits a
record of same to the Secretary for reporting at the Committee's regular meeting.

The Secretary records all actions and/or decisions taken by the Executive between meetings
of the General Committee, and reports to the Committee at its next meeting.

The Secretary may also act as Office Administrator.

SUB-COMMITTEE MEETINGS AND BUSINESS

Sufficient advance notice of meetings must be given.
Each sub-committee decides if minutes of its meetings will be kept.

Written reports from sub-committees should be copied in sufficient quantity for distribution
to all members of the General Committee.

Copies of written reports are filed with the minutes of the General Committee meeting at
which they are presented. Copies of written reports are not normally distributed with
General Committee minutes.

When action is required, verbal and written sub-committee reports should include clear and
concise recommendations, which will be recorded in the General Committee minutes.

FINANCIAL
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5.1  Foraccounting purposes, the fiscal year is the calendar year.

5.2  The Treasurer submits a financial statement including a balance sheet for the previous fiscal
year at the January meeting of the General Committee.

5.3  The General Committee appoints Auditors or Independent Reviewers who audit or review
the financial records as soon as practicable after the fiscal year-end.

5.4 Budgets

(1) Budget requests from all sub-committees must be submitted to the Treasurer by
December 15 of each year.

(2) The budget for the ensuing year is considered at the January meeting of the General
Committee.

(3) The budget for the ensuing year is presented for consideration and approval by the
Congregation at the Annual Congregational Budget Meeting held in January of each
year.

5.5  The signing officers are the Treasurer, the General Committee Convener, and the Secretary.

Cheques require the signatures of the Treasurer and one of the other two signing officers.

6. REVIEW OF BY-LAWS

6.1  The By-Laws should be reviewed at least every three years. The Executive gives Notice of
Motion, and co-ordinates the review process.

6.2  Subsequent to each review or revision, the Office Administrator (or the Secretary) ensures
updated copies of the By-Laws are posted on the PCF website.

6.3  The Office Administrator (or the Secretary) ensures that all new General Committee

members receive a copy of the General Committee membership list and are made aware the
by-laws are posted on the PCF website.
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Appendix ‘A’

GENERAL COMMITTEE CONVENER

1. The Convener of the General Committee, together with the General Committee, is
responsible for oversight of the congregation's administrative needs. He/She chairs all
meetings of the Congregation, the General Committee, the Executive, and the Pastoral
Relations Committee.

2. The Convener is one of the Congregation's signing officers and is the spokesperson for the
General Committee.

3. The Convener is an ex officio member of all other Congregation and General Committee
committees. The Convener exercises general oversight of these committees to ensure that
their work on behalf of the Congregation is carried out effectively and efficiently.

4. The Convener may form, for a specific purpose and with the approval of the Executive, an
ad hoc committee(s).

5. The Convener ensures the Communications functions (Appendix “J’) are conducted as
appropriate.

6. The Convener ensures all personal information possessed by the PCF is managed in
accordance with the PCF Privacy Policy (Appendix ‘X’).

7. The Convener ensures all personnel working with children in any PCF activity are screened
in accordance with Appendix ‘Y”.

8. Where there is a vacancy on General Committee, the Convener ensures the essential duties

of the vacant position are delegated to another member of General Committee or to a
member of the Congregation.
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Appendix 'B’
VICE-CONVENER
1. Normally, the Vice-Convener serves as understudy to the General Committee Convenor,
whom he/she replaces at the end of the latter’s term of office.

2. The Vice-Convener discharges the duties and responsibilities of the office of the General
Committee Convener in the latter’s absence.

3. The Vice-Convener ensures that PCF property is adequately maintained or repaired.
4. The Vice-Convener is a member of the Pastoral Relations Committee.
5. In co-operation with the Stewardship Committee, the Vice-Convener ensures the

Congregation's Every Person Visitation, normally conducted in the fall of every year, is
planned and executed.
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Appendix 'C'

PAST-CONVENER

1. The Past-Convener discharges the duties and responsibilities of the office of the General
Committee Convener in the absence of the General Committee Convener and the Vice-
Convener.

2. The Past-Convener is a member of the Pastoral Relations Committee.

3. The Past-Convener, with the assistance of the members of the General Committee, is

responsible for obtaining nominees for all elected positions on the General Committee for
submission to the Congregation at the Annual General Meeting. When preparing the list of
nominees the following should be kept in mind:

1) Any special requirements, needs, or particular emphasis to be placed in the coming
year on a particular position.

2 Having regard to the anticipated workload and the desirability of maintaining
continuity, current members of the General Committee who are willing to stand for
re-election. [Note: The maximum length of unbroken membership on the General
Committee is five years.]

3) When interviewing prospective nominees, stress the desirability of forming a
committee to assist them in the discharge of their responsibilities and duties.
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Appendix ‘D’
SECRETARY
1. The PCF Secretary is a voting member of the General Committee.
2. The Secretary is one of the Congregation's signing officers.
3. The Secretary is responsible for:
1) Recording and circulating the minutes of all Congregational and General Committee

meetings to members of the General Committee. These minutes are the official
record of all business carried out on behalf of the PCF.

@) Conducting correspondence as requested by the General Committee. Copies of such
correspondence shall be given to the Office Administrator for filing with the
congregation's permanent records.

3) Reporting to the Congregation at the Annual General Meeting that the minutes and
records of the Congregation and the General Committee have been recorded and
filed in the Church Office.

4) Securing venues for meetings of the General Committee as may be required.

5) Issuing an agenda prior to each Congregational and General Committee meeting.

(6) Ensuring an up-to-date listing of General Committee members is posted on the
church bulletin board.

(7 Ensuring the current Mission Statement and By-Laws are posted on the PCF website.

4, The Secretary ensures all personal information existing in his/her area of responsibility is

managed in accordance with the PCF Privacy Policy (Appendix “X”).
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5.1

5.2

5.3

Appendix 'E'

TREASURER, ASSISTANT TREASURER & ENVELOPE SECRETARY
The Treasurer is one of the Congregation's signing officers, along with the Convener and the
Secretary (any two may sign).
The Treasurer is responsible for all the financial transactions of the PCF. He/She shall
maintain sufficient ledgers and records to meet generally accepted standards of accounting
practice.
The Treasurer oversees an Assistant Treasurer and an Envelope Secretary.
The Treasurer, Assistant Treasurer and Envelope Secretary ensure all personal information
existing in their areas of responsibility is managed in accordance with the PCF Privacy

Policy (Appendix “X’).

Treasurer Duties:

Weekly

1) Update the financial records based on the weekly offering sheet, other revenues, and
expenditures.

Monthly

(1) Issue the minister's stipend and allowance cheque (last day of the month, in advance for
next month).

(2) Submit income tax, Canada Pension Plan, and Employment Insurance deductions
(ministers and PCF share) to Receiver General by the 15°th of the following month.

(3) Obtain bank statement and reconcile with the ledger entries.

(4) Prepare monthly ledger balance and ledger summary.

(5) Deliver weekly offering sheets and envelopes to the envelope secretary.

(6) Prepare Treasurer's monthly report for presentation to the General Committee.
Quarterly

1) Send Parent Church payments to the parent churches of the PCF.

2 Send pension and health plan, etc., payments to the denomination head office of the
minister's denomination.
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54  Annually

1) Prepare year-end financial reports for the fiscal year.

2 Prepare a summary of the pledges from the information collected by the annual
Every Person Visitation for use in budget preparation.

3) Prepare a draft budget for the upcoming fiscal year for approval by the General
Committee prior to presenting to the Congregation.

4 Present financial report and proposed budget at annual Congregation budget meeting
in January. Record budget as approved by congregation.

(5) Prepare T4 slips and forward to minister and to Canada Revenue Agency before
February 28.

(6) Compare total amounts for official income tax receipts issued by the Envelope
Secretary with the amounts for receiptable donations as recorded in the ledger to
ensure they agree.

(7 Ensure financial records are stored in a safe manner and that backups of computer
files are made and maintained.

(8) Confirm minister's stipend and allowances for the new year, and determine the
necessary deductions for income tax, pension, etc.

9) Submit Registered Charity Information Return to Canada Revenue Agency by
June 30.

(10)  Submit application for GST rebate for previous year (as soon as practical after year
end).

(11) Ensure previous year's financial records are reviewed or audited and deal with any
comments.

(12)  Order offering envelopes for the upcoming year (order early to get lower cost).

(13) Update listing of PCF property and ensure adequate insurance coverage is

maintained.

5.4 As Required

1)

)

Pay all invoices properly charged to the PCF. Keep a record of GST paid, to be used
in submitting year-end rebate claim.

Receive miscellaneous revenue (from fundraising activities, etc.) and deposit in the
PCF bank account. Issue receipts where appropriate.
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(3) Send missions payments as directed by the Missions Committee.
4) Manage the Pre-Authorized Chequing (PAC) program, operated through the United
Church — add new contributors, revise amounts, etc. Maintain a record of all

changes.

(5) Monitor PCF investments and make adjustments as appropriate to obtain best
returns. Discuss major changes with General Committee beforehand.

(6) Manage the PCF Special Gifts Fund in accordance with instructions from the Special
Gifts fund Team.

(7) Send acknowledgement cards to both the donor (with a receipt) and the family of
each person honoured by a donation to the PCF Memorial Fund. Ensure the
donation is recorded in the Memorial Book.

6. Assistant Treasurer Duties:

The Assistant Treasurer is appointed by the General Committee on the recommendation of the
Treasurer. Specific duties are:

6.1  Weekly
1) Prepare the offering sheet and deliver to church for the sidesmen/counters.

2 Receive the offering after it has been counted and verify of the count. Check the
offering sheet to ensure it has been correctly completed and signed.

3) Deposit all PCF monies in the appropriate PCF bank account(s).
4) Deliver the offering sheet and envelopes to the Treasurer.

6.2 Quarterly

1) Prepare offering-counters schedule and notify counters. Place a copy with the
weekly offering sheets.

7. Envelope Secretary Duties:

The Envelope Secretary is appointed by the General Committee on the recommendation of the
Treasurer. Specific duties are:

7.1 Monthly

1) Maintain a record of the financial contributions from envelope-holders and PAC
contributors.

7.2  Semi-Annually (May, October)
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1) Issue statements of givings for the year-to-date to contributors.

2 Reconcile the total envelope contributions with the Treasurer’s records to ensure
they agree.

7.3 Annually

1) Issue official income tax receipts to contributors before the end of February. (Note:
Envelope Secretary must be authorized to sign tax receipts by the General
Committee).
2 Send a backup copy of the tax receipt records to the Treasurer.
7.4  As Required

1) Maintain an up-to-date list of envelope holders. Advise Treasurer of any changes.

2 Store envelopes, offering sheets and tax receipt records in a safe place for a
minimum of seven years. Consult with Treasurer before destroying any records.
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Appendix 'F'

OFFICE ADMINISTRATOR

1. The Office Administrator is a non-voting appointee of the General Committee whose
appointment is re-affirmed annually.

2. The Office Administrator is the Executive Committee's secretary.

3. The Office Administrator co-ordinates the preparation and delivery of the PCF Newsletter.

4. The Office Administrator assists the PCF Minister and the Executive Committee as
requested.

5. Specific duties include:

1) Orderly functioning of the Church Office.

(2) Executive Committee and office correspondence.

3) Pick up PCF mail from the Post Office and distribute to the Minister, Treasurer, or
other General Committee member as appropriate. Prepare list of correspondence

received for the PCF Secretary to present at General Committee meetings.

4) Maintain office files, including filing all notes, correspondence, and minutes
pertinent to the PCF.

(5) Ensure official Church records of births, deaths, marriages, baptisms, confirmations
and church membership are maintained up to date.

(6) Ensure all personal information existing in his/her area of responsibility is managed in
accordance with the PCF Privacy Policy (Appendix ‘X’).

NOTE: Some of these duties may be performed by the Minister, with the agreement of the Office
Administrator.
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Appendix ‘G’
EXECUTIVE COMMITTEE
1. The members of the Executive Committee are: Convenor, Vice-Convenor and Past-
Convenor of the General Committee, the Treasurer, and the Secretary.

2. As directed by the Convenor, the Executive Committee is responsible for routine day-to-day
administration and planning on behalf of the Congregation.

3. All actions taken by the Executive Committee shall be reported to and confirmed by the
General Committee at its next meeting.

4. Any expenditure made by the Executive Committee on behalf of the General Committee or
the Congregation must be ratified at the next meeting of the General Committee.
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Appendix 'H’
ADULT EDUCATION
Adult Education activities may vary widely from year to year depending on the needs & desires of
the congregation and the talents and interests of the leader. Typical duties include:

1. Arrange and/or conduct adult study sessions, workshops and courses in consultation with the
Minister and the General Committee.

2. Prepare articles on the Adult Christian Education program for publication in the PCF
Newsletter.
3. Arrange other Adult Education activities such as family retreats, visits to interesting places,

etc. as appropriate.
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Appendix ‘I
CHILDREN’S PROGRAM CO-ORDINATOR(S)
The Children’s Program Coordinator(s) is (are) responsible for coordinating all aspects of the PCF’s
programs for children (i.e., those below Junior High school age). These programs will vary

according to the numbers of children in the various age groups. Typical responsibilities include:

1. In consultation with the Minister, plan the Children’s program for the coming year, based on
the best estimate of the numbers and ages of children expected to attend.

2. Recruit program leaders for each age group in August/September for the first semester
(September — January), and in December/January for the second semester February — June).

3. Compile a list of substitute teachers.

4, Recruit a crib room co-ordinator, who will be responsible for organizing volunteers to serve
in the crib room (if appropriate).

5. Ensure everyone working directly with children has been screened in accordance with
‘Appendix Y’ (Screening of Personnel).

6. Arrange with the Gilbert School secretary for the use of classrooms.
7. In March/April, order the curriculum for the next year (if being used).
8. Keep the children’s program supply cupboard stocked and tidy.

0. Provide leader training or other information to leaders prior to the start of each semester
(where appropriate).

10.  Attend meetings of the General Committee and report on the program.

11.  Prepare articles on the children’s program for publication in the PCF Newsletter.

12.  Consult with the Minister and the Worship/Social Committees to plan and coordinate inter-
generational worship services and social functions, such as the Christmas Eve family

service, Congregational Family Picnic, etc.

13.  Atthe end of each semester write thank-you notes to the Church School teachers, and also to
the crib room co-ordinator at the end of the church year.
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Appendix ‘J’

COMMUNICATIONS

PCF communications consist of:
e announcements in the Sunday Order of Worship.
e weekly advertisements in The Paper.
e monthly/seasonal announcements in area papers

e news of special events through
- The Paper’s community calendar,
PCDC event calendar,
the community TV channel,
community bulletin boards (physical and electronic), and
mailings or phone calls to the other churches.

e newsletters in paper and electronic versions.
e Our website.
e other ways as needed.

The General Committee Convener provides oversight of the communications function. The General
Committee may appoint one or more people to coordinate these activities.

Communications for each year will be planned and supervised to fall within the annual budget
allocation for advertising.
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Appendix ‘K"

GUILD

1. The Guild is comprised primarily of PCF women, although other members of the
community (including men) are welcome. It is a permanent support organization for the
community in general and the PCF in particular. It also serves as a personal support group
for its members. It is through the Guild that contact and co-operation is made with other
congregations and organizations in Pinawa.

2. The Guild is independent of the governance of the General Committee, however a Guild
representative sits on the General Committee.

3. The primary objective of the Guild is to raise money via bake-sales, teas, and similar
activities.
4. Monies raised by the Guild assist a variety of causes such as MCC, Prairie Christian

Training Centre, Pioneer Camp and any members of the PCF Youth Group who are going to
camp or taking part in any other appropriate activity.

5. Funds raised by the Guild have supplied the PCF with china and cutlery, tablecloths, and
large plastic containers to facilitate transport of dishes to private homes for washing.

6. The Guild is active all year round. It is active in:

e providing food and refreshments for PCF and other community functions, and teas for
receptions, memorial services etc.,

e repairing banners, hymn books and similar PCF property, and

e assisting with other PCF activities when called upon.
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Appendix ‘L'

MISSIONS

Mission funds arise from two sources: (1) an annual allocation in the PCF operating budget
designated "Parent Churches", and (2) envelope offerings specified as "missions". The treasurer
forwards the “Parent Churches” payments to the denominations recognizing the PCF. The Missions
Committee directs the disbursement of the specified "missions" funds.

The responsibilities of the Missions Committee include:

1. Liaising regularly with the treasurer to determine the missions account balance and to direct
the treasurer to where mission payments are to be made.

2. Identifying social and religious outreach activities and allocating specified Mission givings
to these.
3. Identifying and promoting local (Pinawa area) missions work that permits the active

participation of members of the Congregation.

4, Education of the congregation concerning mission projects that the PCF currently supports.
5. Providing support for mission related activities by youth and adults from within the PCF.
6. Ensuring that contributions of money, food, clothing, etc., are delivered to their designated

recipients as determined by the Missions Committee.

7. Bringing to the attention of the General Committee local, national, and global mission tasks
or needs for its consideration where necessary.
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Appendix ‘M’

PASTORAL RELATIONS

Preamble

1. It is essential that good communication and effective progress review processes be
maintained by the minister and the General Committee. Concerns should be promptly
addressed before problems become major issues. These aims can be most effectively
achieved by a small sub-committee of the General Committee -- the Pastoral Relations Sub-
committee.

Prime Obijective

2. The prime objective of the Pastoral Relations Sub-Committee is: to provide support and
feedback for the minister, and a forum for identifying and resolving difficulties before they
become major problems.

3. Of equal importance is assisting the Minister with planning and assessment of progress
toward achievement of the Congregation's mission and vision.

Composition

4, Convenor, Vice-Convenor, Past-Convenor, and one member elected by the congregation
who is not a member of the General Committee.

Functions
5. Functions of the Pastoral Relations Committee include:

5.1  To be afocal point for dialogue with the minister on congregation and pastoral
concerns.

5.2  Minister's salary and benefits review.
6. Responsibilities of the PCF Pastoral Relations Committee include:
6.1  To meet with the Minister at least once a quarter.

6.2  Be alert to situations as they arise within the congregation that are relevant to
pastoral ministry.

6.3  Discuss such situations informally with the minister in a manner appropriate to the
situation.

6.4  Agree on action to be taken by the Minister, the General Committee and/or the
Congregation including a timetable/deadline for this action.
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6.5  Document actions agreed.

6.6  Report action(s) taken to the General Committee, unless the issue demands
confidentiality.

6.7 Follow-up on actions agreed according to the agreed timetable.
6.8 If necessary, discuss further action(s) with the PCF representative of the minister's
denomination with respect to the need to seek the assistance of the denominational

governing body.

6.9  Maintain an internal audit process for monitoring attainment of the congregation's
strategic and operational objectives.

6.10 Ensure all personal information is managed in accordance with the PCF Privacy
Policy (Appendix “X).
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Appendix "N
SOCIAL
1. The Social coordinator will plan, coordinate and facilitate PCF social activities. He/she will
liase with the Worship Committee, Children’s Program coordinator, Guild (and other
committees as appropriate) with respect to planning and arranging congregational social
activities initiated by those groups.
2. The following are typical congregational social activities (not all are held each year).

e Coffee and juice following the Sunday worship service.

e Potluck lunches following worship services - these usually require providing coffee and
milk/juice, napkins and paper plates/cups.

e Receptions after worship service, baptism, confirmation, or grad. recognition, etc. —
these may require decorated cakes or cupcakes in addition to coffee, juice, paper plates,
etc.

e Agape Feast - a fellowship dinner that is often part of a worship service, for example, the
PCF Anniversary. The Guild traditionally arranges this dinner with the Social
coordinator organizing the coffee and juice.

e Congregational picnic - this usually involves organizing a simple lunch.

3. The Social coordinator will:

e Organize volunteers to host "coffee time" following weekly worship services. Names of
those willing to help are provided through the annual visitation questionnaire.

e Ensure coffee/juice supplies are available. These may be charged to our account at the

Solo store (be sure to sign the bill), or purchased elsewhere. Be sure to turn in all
receipts to the treasurer.
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Appendix 'O’
STEWARDSHIP
Stewardship, in the context of the Pinawa Christian Fellowship, refers to the commitment of Time,
Talent and Treasure to the furtherance of the Kingdom of Jesus Christ.
The congregational member responsible for Stewardship will:
1. Cooperate with Adult Education in the planning and implementation of programs as may
be appropriate for education and encouragement of the Congregation's participation in

Stewardship.

2. Assist the Vice-Convenor with the planning and implementation of the annual Every
Person Visitation.

3. Maintain contact with the parent denominations for development of Stewardship issues.

Other duties may occasionally be proposed by the General Committee.
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Appendix 'P"

WORSHIP

Composition

The Minister, denominational representatives, worship bulletin editor, music directors, and
such other persons as it may from time-to-time recruit.

The committee elects its own Convenor, who reports on its behalf at meetings of the PCF
General Committee. Notwithstanding, denominational representatives being elected
members of the General Committee also should attend General Committee meetings.

Primary Responsibilities

Provide and promote all PCF worship services. Particular attention should be paid to
services celebrating the festival days and seasons of the Church year such as Christmas,
Easter and Pentecost.

Encourage participation of laity, youth and the children’s program members in the worship
services. Provide the necessary resources for worship; e.g. hymn books, bulletins,
furnishings, etc.

Communion

One member of the Committee shall be delegated to make provision for communion
services. Specifically, providing bread or wafers, and sufficient wine and grape juice. This
person will also be responsible for the care of the communion table linen, chalice, trays and
glasses.

Communion is normally celebrated once in September, on World-wide Communion Sunday,
the first Sunday in Advent, Christmas Eve, halfway between Christmas and the beginning of
Lent, the first Sunday in Lent, Maundy Thursday, Easter Sunday, and in June.

Communion may also be celebrated as part of a service of confirmation.

Normally, four persons assist the officiating clergy to serve Communion. These persons are
selected from members of the Worship Committee and should be representative of the
denominations that formally recognize the PCF. In addition, any member of the General
Committee may be asked to serve communion. From time to time, younger members of the
congregation who have been confirmed should participate in serving communion.

Refer to Appendix ‘S’ for guidelines for communion servers.

PCFE Calendar
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September
Worship service preparation tasks, sidesmen, readers etc., assigned. Preparation for this is

done in the summer. World-wide Communion and Thanksgiving services planned.

October
Plan PCF Anniversary Service. Begin planning Advent Season including obtaining families
to light Advent wreath. Set date for Service of Lessons and Carols.

November
Plans for Advent and Christmas services finalized.

December

January
Begin planning Lent and Easter services, specifically Good Friday, Easter Sunrise and

Easter Sunday services. Order palm crosses.

February
Confirm preparations for Lent and Easter services. Locate items to be placed on Good

Friday table.

March
Finalize preparations for Easter services. Begin planning for annual Family Service, usually
held on Christian Family Sunday — usually the second Sunday in May.

E

Plan Family Service and confirmation services (Note. A convenient date must be requested
from the Bishop if there are Anglican confirmands). Contact Lutheran congregation to
begin planning for summer services.

5

Finalize arrangements for summer: pulpit supply, room availability or sharing arrangement
with Lutherans. Arrange for Grad Recognition service.

June
Grad Recognition service. Set date for first meeting after summer break.

Specific Tasks
e Scheduling sidesmen, lay readers and musicians.
e Advising sidesmen of the set-up for worship services, arrangement of chairs, paraments etc.
e Purchase of wine, fruit juice and other communion service supplies.

e Arranging for the provision of flowers at worship services.
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e Provide the Advent wreath and Advent candles.

e Organ repairs and tuning.

e Baptism: provision of candle for each child being baptized.
e Room reservation for worship services.

e Ensure all personal information is managed in accordance with the PCF Privacy Policy
(Appendix “X”).
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Appendix ‘Q’

YOUTH

The role of the PCF Youth Representative is to assist the General Committee in meeting the needs
of the youth (and the young at heart) of our congregation and our community. The youth need
church and church-related activities to be fun, and to have ample opportunity to participate in these
activities. The Youth Representative facilitates encouraging youth to be active members of the
church.

Examples of church-related youth activities include TGIF (Thank God It’s Friday) gatherings,
coffee-houses, talent shows and youth Christmas parties. These events are predominantly youth-
oriented, but are open to everyone to participate.

The Youth Representative liaises with Adult Education and Missions in coordinating social or
mission oriented activities with the congregation.
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Appendix 'R’
MEMBERSHIP POLICY

1. GENERAL PRINCIPLES

I give thanks to my God always for you because of the grace of God that has been
given you in Christ Jesus, for in every way you have been enriched in him, in
speech and knowledge of every kind - just as the testimony of Christ has been
strengthened among you - so that you are not lacking in any spiritual gift as you
wait for the revealing of our Lord Jesus Christ. 1 Corinthians 1:4-5

The Pinawa Christian Fellowship is a congregation of members of various denominations and is
recognized by:

1) The Anglican Church in Canada,

2 Mennonite Church Manitoba,

3) The Presbyterian Church in Canada, and
4) The United Church of Canada.

The PCF affirms that the keeping of lists is primarily a pastoral function of the church. We keep
records in order to serve more completely, and to celebrate the many gifts that people bring to our
Fellowship.

When people recorded as professing members move from the community, the General Committee

will ensure that all efforts are made to connect them with local Christian congregations in their new
home. People recorded as professing members, and their children, will be provided with a letter of
standing, or certificate of membership or baptism, appropriate to the congregation they seek to join.

When people join or leave the PCF, the General Committee will ensure that their gifts and
contributions to the life of the congregation are appropriately recognized.

The General Committee will ensure that a record is kept of the members of this Fellowship. The
record of members will record the date that each member was added or removed. The record will
include relevant details about the member's choice of denominational affiliation and the dates and
forms of any rite or ceremony associated with their reception or removal. The General Committee
will report diligence at a congregational meeting at least once every year.

People will only be added to, or removed from, the record of membership by resolution of the
General Committee or by resolution of the Executive who will seek ratification of their decision at
the next regular meeting of the General Committee.

The motion to add a person's name to, or from, the record of membership shall generally be made
by a denominational representative. The denominational representative will ensure that the motion
is in harmony with the policy and practice of their denomination. People without a denominational
affiliation may be represented by the Minister or another member of the General Committee.
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Membership in the PCF may be in one of three categories, namely Professing Members, Covenant
Members, or Friends of the PCF. Descriptions of these categories follow.

2. PROFESSING MEMBERS

All authority in heaven and on earth has been given to me.
Go therefore and make disciples of all nations,

baptizing them in the name of the Father

and of the Son and of the Holy Spirit,

teaching them to obey all that | have commanded you;

to the close of the age. Matthew 28:18-20

The Pinawa Christian Fellowship invites everyone who loves the Lord to profess faith God has
granted them and to be counted among God's people.

According to our By-Laws, "Membership in the congregation is obtained by profession of Christian
faith in agreement with the spirit of the Church's historical confessions, namely the Apostles' or
Nicene creeds, by transfer from another Christian congregation, or by restoration. Members of the
congregation are encouraged to retain their denominational identities."

Membership in the Pinawa Christian Fellowship will normally be recognized by baptism and
profession of faith in public worship; or by the reaffirmation or recognition of baptism and a
profession of faith among another community of Christ's Church.

Any of the rites or forms of worship, of the Anglican Church of Canada, the Mennonite Church
Manitoba, the Presbyterian Church in Canada, or the United Church of Canada, shall be acceptable
forms of celebrating membership in the Pinawa Christian Fellowship.

The General Committee, on behalf of the Congregation, will ensure that rites of confirmation or
reaffirmation of faith are available to people who choose to celebrate significant growth and change
in their faith and that the dates and details of those services are recorded.

People baptized as children will be nurtured in the faith. At an age and level of maturity
appropriate to them they will be encouraged to profess their faith and be received as professing
members of the Pinawa Christian Fellowship.

3. COVENANT MEMBERS — THE MEMBERSHIP OF CHILDREN

And they were bringing children to him, that he might touch them; and the disciples rebuked them.
But when Jesus saw he was indignant, and said to them,

"Let the children come to me, do not hinder them; for to such belongs the Kingdom of God.

Truly | say to you, whoever does not receive the Kingdom of God like a child shall not enter it."
And he took them in his arms and blessed them, laying hands upon them. Mark 10:13-16

Repent and be baptized every one of you in the name of Jesus Christ

so that your sins may be forgiven; and you will receive the gift of the Holy Spirit.
For the promise is for you, for your children, and for all who are far away,
every one whom the Lord our God calls. Acts 2:38-39

2008 April (Rev. 5a)



PCF By-Law No. 2 Page R3

Convinced that the children of believers are included in the number of God's people, we welcome
children of our members and count them among us.

Parents may choose to mark their child's membership in Christ's church by having them baptized, or
dedicated, in a service of public worship.

The General Committee will ensure that a record is kept of the children of all people who choose to
be members of the Pinawa Christian Fellowship. The record will include relevant details about the
parents' choice of denominational affiliation, and the dates and form of any rite or ceremony
associated with the child's membership. The General Committee will report diligence at a
congregational meeting at least once every year.

A child's name will be only added to, or removed from, the membership list by resolution of the
General Committee, or by resolution of the Executive who will seek ratification of their action at
the next regular meeting of the General Committee.

A child's membership will normally be recognized by a rite of baptism or infant dedication during
public worship. The General Committee may also choose to reaffirm a profession of baptism and
faith among another community of Christ's Church.

Any of the rites or forms of worship of the Anglican Church of Canada, the Mennonite Church
Manitoba, the Presbyterian Church in Canada, or the United Church of Canada, shall be acceptable
forms of celebrating a child's membership in the Pinawa Christian Fellowship.

Children are invited to come, with their families, to the Lord's Table, and to participate fully in the
life of the congregation.

4. FRIENDS OF THE PINAWA CHRISTIAN FELLOWSHIP

I am the good shepherd; I know my own and my own know me, as the Father knows me

and | know the Father; and I lay down my life for the sheep.

And I have other sheep that are not of this fold; I must bring them also; and they will heed my
voice.

so there shall be one flock, one shepherd. John 10:14-16

Now there were dwelling in Jerusalem, devout people from every nation under heaven.
Acts 2:5

And Peter opened his mouth and said: "Truly I perceive that God shows no partiality, but in every
nation any one who fears him and does what is right is acceptable to him."Acts 10:34

Then | saw a great white throne and him who sat upon it; from his presence earth and
sky fled away, and no place was found for them. And | saw the dead, great and small,
standing before the throne, and books were opened. Also another book was opened,
which is the book of life. And the dead were judged by what was written in the books, by
what they had done. Revelation 20:11-12
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Our Fellowship extends to those who have not chosen to profess their faith, but who share our life
and worship. In humility, we recognize the limits of our discernment and respect the choice of
those who cannot accept the invitation to membership. We extend our service and love to these
fellow travellers and accept their contributions to our common life with thanks.

The General Committee will ensure that an administrative list is kept and regularly revised,
recording the names and addresses of all those people who participate in the work of the
congregation, or who wish to be counted among our friends and receive our prayers and service.

All people on the administrative list of members and friends are invited and encouraged to

participate in the work and worship of the congregation, and to participate and vote in
congregational meetings.
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Appendix 'S’
COMMUNION - GUIDELINES FOR SERVERS

1. Usually four servers assist at the celebration of Holy Communion. Prior to the service they
decide who will distribute the bread and serve the wine/grape juice, to the congregation and
to the minister.

2. We generally follow the usual order of service until the time of the offering. The
Communion hymn may be sung while the offering is received and the table is prepared and
the communion elements are unveiled. During the singing of the Communion hymn the
servers take their places at the communion table with the minister.

3. The congregation and the servers seat themselves at the conclusion of the communion hymn.
The minister remains standing to lead the Sentences, Consecration and Thanksgiving.

4, After these prayers the servers stand. The minister hands one plate with bread to a server on
either side. Two others (those who will be serving wine / juice) assist in serving bread. The
servers on the choir side go first to the choir (not forgetting the organist) then proceed to the
congregation (not forgetting the sidesmen). The other pair of servers begin at the side of the
congregation opposite to the choir.

5. When everyone in the congregation has been served the two servers with the bread proceed
back to the table followed by the assistants. The minister receives the trays. The minister
serves the bread to the servers. The server designated to serve the minister then serves the
minister.

6. The minister and the two previously designated wine/juice servers stand. Each server
receives a tray of individual wine and juice glasses from the celebrant. The minister,
carrying the chalice and followed by the two servers, then proceeds to the front of the
communion table. He/She stands in front of the table with a server on either side. Led by
the choir, the congregation come forward to receive wine/juice from the chalice or
individual glasses. (Note: A choir member will take a glass of wine or juice to the organist).

7. When the congregation has been served, the minister followed by the two servers, return to
their places behind the communion table. The minister takes the trays from the servers who
then sit down. The servers are then served by the minister, who is then served by a
previously delegated server.

8. At the conclusion of the Benediction, the servers, led by the celebrant, file out of the
sanctuary.
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Appendix ‘T’

QUESTIONS FOR THE INSTALLATION OF OFFICERS AND REPRESENTATIVES

"Now there are varieties of gifts, but the same Spirit; and there are varieties of services, but the same
Lord; and there are varieties of activities, but it is the same God who activates all of them in everyone.
To each is given the manifestation of the Spirit for the common good.” 1 Corinthians 12:4-7

1. Questions for the Officers and Representatives

(1) Do you endorse the Mission Statement and By-Laws of the Pinawa Christian Fellowship?
(Response: “l do.”)

(2) Will you be a friend among your comrades in the shared ministry of the General
Committee, working with them, subject to the ordering of God’s Word and Spirit?
(Response: “I will.””)

(3) Will you seek to serve the congregation with energy, intelligence, imagination and love?
(Response: “I will.”)

2. Questions for the Congregation

(1) Do you, as members of the Pinawa Christian Fellowship, accept these men and women
as officers and representatives, chosen by God through the voice of the congregation to
lead you in the way of Jesus Christ? (Response: “We do.”)

(2) Do you agree to pray for them, to encourage them, to respect their decisions, and to

follow as they guide you, serving Jesus Christ, who alone is the Head of the Church?
(Response: “We do.”)
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Appendix ‘U’
POLICY FOR PCF USE OF SCHOOL DISTRICT OF WHITESHELL FACILITIES

The Pinawa Christian Fellowship, as part of its mission to celebrate and proclaim God’s presence
within our church and community, conducts regular worship services, choir practices and children’s
program activities in the F.W. Gilbert School, and youth program activities (TGIF) in the Pinawa
Secondary School. Occasionally the PCF also holds or sponsors special events in one of the
schools. To ensure that the PCF meets the School District of Whiteshell requirements for
community use of school facilities the PCF General Committee has instituted the following policy.

1. Use of School District facilities for regular worship, choir, children’s and youth activities is as
specified in the “Acceptance of Responsibility Agreement” for each facility approved by PCF
and School District representatives. These agreements are renewed annually and specify the
facilities/areas that may be used, the terms and conditions for their use and the rental rates.
For this purpose, the authorized representative of the PCF General Committee is any one of
the Convener, the Treasurer or the Secretary.

2. The General Committee Convener is responsible for ensuring the use of School District
facilities is in accordance with the “Acceptance of Responsibility Agreement” and with
“Regulations Governing the Community Use of School Facilities” as adopted by the School
District of Whiteshell. The Convener may delegate responsibility for certain activities, for
example choir practices or TGIF, to the leader of that particular group.

3. The PCF General Committee and the School District of Whiteshell must approve all PCF
events and activities to be held at one of the schools, outside of regular worship, choir
practice, children’s and youth activities covered by the approved “Acceptance of
Responsibility Agreements”.

4.  Those organizing a PCF event or activity shall designate one person to ensure that this policy
and all School District of Whiteshell regulations are followed.

5. Copies of this policy and the applicable School District regulations will be given to the
organizers of each event or activity upon General Committee approval of their planned event.
These documents are available from the PCF Treasurer.

6.  Those organizing the event must ensure that sufficient people are involved so that the use of
school facilities will be in accordance with this policy and School District of Whiteshell
regulations.

7. When an event generates revenue, any school rental fees for the event shall be taken from the
revenue before it is disbursed elsewhere, unless the PCF General Committee waives this
requirement.

8.  Gilbert School must be locked/unlocked by a designated person from the PCF who has access
to the alarm code. The School District requests that only 3 individuals possess the code and
key.
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Appendix ‘V’

FUNDRAISING CO-ORDINATOR

“Fundraising” refers to miscellaneous activities such as concerts, garage sales, teas, bake sales,
bazaars, etc., held for the purpose of raising funds to pay some of the expenses of operating the
Pinawa Christian Fellowship. Fundraising is an important component of the PCF budget.

The General Committee of the PCF will appoint a person to serve as Fundraising Coordinator each

year.

The Fundraising Coordinator is responsible for managing the fundraising program. This includes
(but is not limited to):

Proposing sufficient fundraising activities to generate the “fundraising” revenue specified in
the yearly budget

Planning and scheduling fundraising activities throughout the year

Finding someone to lead each fundraising activity; this person would be authorized by the
PCF General Committee

Assisting the person in charge of each activity with logistical and planning aspects
Ensuring records are kept for each activity to provide guidance in subsequent years
Liaising with the Women’s Guild regarding fundraising activities

Monitoring the overall success of the fundraising program and making recommendations to
the General Committee
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Appendix ‘W’

FUNERALS & MEMORIAL SERVICES

The Pinawa Christian Fellowship supports the provision of funerals and memorial services as a
Christian ministry. That ministry is available to our members, their families, and to the wider
community of Pinawa without reserve. We will endeavor to respond whenever called upon with the
resources of the congregation and the services of our minister. As a Christian community with a
long tradition of cooperation and shared ministry we are respectful of various religious traditions
and personal choices. We ask only that it be recognized that we provide these services from the
resources of our faith. It is impossible for us to provide a service outside the context of the
Christian faith.

The Pinawa Christian Fellowship encourages families to use the services of a funeral director, even
if the service is simply a memorial. Typically the funeral director will be contacted at the time of
death and they will arrange all matters with regard to the transport and disposition of the remains.
If the funeral service involves traditional burial the further involvement of the funeral director is
assumed. Even cremated remains must be transported, however, and the family will need to
determine if they are comfortable doing that themselves. A funeral director will typically provide
some or all of the following services:

e coordinate the writing of an obituary and arrange for printing and billing,

e provide space in their own funeral chapel for a service or arrange for rental of space,

e print an order of worship / words to hymns / memorial cards,

e arrange for a sound system, recorded music, or a musician (including honorarium if
requested),

e supervise setting up and ushering at the service,

e accept/ transport flowers to service and to home or graveside,

e arrange for special furnishings, e.g. tables / flower stands / magnetic board for photos,

e provide a guest book, direct people to sign it, and deliver it to the family,

e provide donation cards for various charities and deliver the cards to family,

e provide thank-you cards for the family,

e determine how many family/friends will be attending and reserve seats and parking,

e gather family and lead them into the service to be seated,

e escort the family to a private room following the service,

e arrange for a reception with refreshments following the service,

e arrange for a presiding minister (including honorarium if requested),

e arrange for a place of interment,

e arrange for the opening and closing of the grave, and

e assist at the graveside service.

Some of these services may be part of the general service provided by the funeral director or they
may be separately billed; it is wise to ask.
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Congregation members, willing friends or family, or community groups may provide some or all of
these services. We encourage you to use all those resources, but also to recognize that it is easier to
have a funeral director take overall responsibility and to then delegate specific tasks to friends or
family. Please remember that these things will not just happen, they need to be requested and
coordinated. The responsibility rests ultimately with the family. If you choose not to use a funeral
director a family member should be chosen to coordinate these tasks.

The minister and congregation of the Pinawa Christian Fellowship will generally,

e meet with the family to discuss the overall plan for the service, suggest music, Scripture,
appropriate symbolic acts,

e coordinate the physical set-up of worship and the provision of any needed resources,
including worship bulletins, music etc. with the funeral director or volunteers,

e compose or provide prayers and a sermon,

e coordinate friends and family members who may take part in the service as readers,
eulogists, etc.,

e preside at the service, and

e provide follow-up support.

While the Pinawa Christian Fellowship does not charge a fee for services, please bear in mind that
printing bulletins and renting space involves a direct cost to the congregation. A donation to cover
expenses would be appropriate. If you wish to provide an honorarium for the minister or musician,
that can be done directly or through the funeral director.

We trust that this information will help families to make informed choices when faced with
decisions about funerals and memorial services.
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Appendix ‘X’

PRIVACY POLICY

(Based on the The United Church Of Canada Privacy Policy Summary)

1. INTRODUCTION

The Pinawa Christian Fellowship (PCF) Privacy Policy ensures the collection, use, management,
retention, protection, disclosure and disposition of personal information held by the PCF complies
with applicable federal and provincial privacy legislation including, but not limited to, The Personal
Information Protection and Electronic Documents Act (S.C. 2000, c. 5). The PCF Privacy Policy is
applicable to all records of individuals that are maintained by the PCF under the jurisdiction of
General Committee and the Minister.

Legislation requires that:

e Personal information can only be used for the purposes for which it is collected. Specific
permission must be sought if personal information is to be used for any other purpose than
that for which it was initially collected.

e Personal information is to be stored securely and only certain authorized individuals should
have access to it.

e Once the personal information is no longer required it should be destroyed except in cases
where federal and/or provincial retention rules apply.

2. PRINCIPLES

The PCF will follow the ten principles for handling restricted personal information as set out in
Schedule 1 of the Personal Information Protection and Electronics Document Act of Canada
(PIPEDA) (see www.priccom.gc.ca/legislation/02_06_01_01_e.asp). In summary, these principles
are:

2.1 Principle 1 - Accountability

An organization is responsible for personal information under its control and shall designate an
individual or individuals who are accountable for the organization's compliance with the following
principles.

2.2  Principle 2 - Identifying Purposes

The purposes for which personal information is collected shall be identified by the organization at
or before the time the information is collected.

2.3 Principle 3 - Consent

The knowledge and consent of the individual are required for the collection, use, or disclosure of
personal information, except where inappropriate.

2.4  Principle 4 - Limiting Collection
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The collection of personal information shall be limited to that which is necessary for the purposes
identified by the organization. Information shall be collected by fair and lawful means.

2.5  Principle 5 - Limiting Use, Disclosure, and Retention

Personal information shall not be used or disclosed for purposes other than those for which it was
collected, except with the consent of the individual or as required by law. Personal information
shall be retained only as long as necessary for the fulfilment of those purposes.

2.6 Principle 6 - Accuracy
Personal information shall be as accurate, complete, and up-to-date as is necessary for the purposes
for which it is to be used.

2.7  Principle 7 - Safeguards
Personal information shall be protected by security safeguards appropriate to the sensitivity of the
information.

2.8 Principle 8 - Openness
An organization shall make readily available to individuals specific information about its policies
and practices relating to the management of personal information.

2.9  Principle 9 - Individual Access

Upon request, an individual shall be informed of the existence, use, and disclosure of his or her
personal information and shall be given access to that information. An individual shall be able to
challenge the accuracy and completeness of the information and have it amended as appropriate.
Note: In certain situations, an organization may not be able to provide access to all the personal
information it holds about an individual. Exceptions to the access requirement should be limited
and specific. The reasons for denying access should be provided to the individual upon request.
Exceptions may include information that is prohibitively costly to provide, information that
contains references to other individuals, information that cannot be disclosed for legal, security, or
commercial proprietary reasons, and information that is subject to solicitor-client or litigation
privilege.

2.10 Principle 10 - Challenging Compliance
An individual shall be able to address a challenge concerning compliance with the above principles
to the designated individual or individuals accountable for the organization's compliance.

3. DEFINITION — PERSONAL INFORMATION

Personal information includes any factual or subjective information, recorded or not, about an
identifiable individual - that is, it is information which can, directly or indirectly, identify an
individual. Personal information does not include the name, title, business address or business
telephone number of an employee of an organization. Personal information includes information in
any form (e.g., verbal, printed, electronic) including: home address, home phone-number, age,
personal email address, race, national or ethnic origin, colour, religion, sexual orientation, marital
status, mental or physical disability, family members' names, employee files, identification
numbers, evaluations and screenings, disciplinary actions, the existence of a dispute, opinions,
comments, social status, income, credit and bank records, donation information, loan records or
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medical records.
3.1. CLASSIFICATION OF PERSONAL INFORMATION

Personal information collected and stored by the PCF is classified as either General Personal
Information or Restricted Personal Information:

3.1.1 General Personal Information

General personal information is not sensitive and can be shared on a need-to-know basis. This
information is not restricted and many can have access to it. It is collected to assist the PCF in the
accomplishing of its vision, mission and objectives. There is no restricted personal information
included in this category.

3.1.2 Restricted Personal Information

Restricted personal information is very sensitive and if shared or published inappropriately or
harvested electronically for fraudulent activities, such as identity theft, has the potential of
damaging people's lives and/or their well being and could possibly bring about legal action against
the PCF. The information is used for internal decisions, identifies donors, career development,
compensation determination and legal action, and its dissemination is strictly limited.

4. COLLECTION AND STORAGE OF INFORMATION

The PCF has assigned responsibility for the collection, management, retention and disposition of
personal information to the General Committee. PCF By-law No. 2, Appendix A assigns this
responsibility specifically to the Convenor of the General Committee. Restricted personal
information is contained in both paper and electronic records.

The PCF will only collect restricted personal information on individuals with either the individual’s
prior agreement or by issuing a written request that the individual may choose to voluntarily
answer, which would indicate her/his agreement to provide the information. All restricted personal
information on individuals will be collected, collated, used and stored in either the Church office or
in the records maintained by the Treasurer.

The PCF has restricted personal information on individuals in the financial records, which are
collected, controlled, maintained and stored by the Treasurer. The Treasurer also maintains for
each employee, whether full-time, part-time, or contract, restricted personal information, including
personnel, pension, benefits and payroll files.

The PCF has restricted personal information on individuals stored in the Church office. These
records are for: ministry personnel, employees, elected and appointed members of Committees,
volunteers (particularly those volunteers working with children who have undergone the Child
Abuse Registry screening), and members and friends of the congregation. Annual visitation and
pledge databases include restricted personal information required to accommodate the operations of
the PCF and its programs
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All restricted personal information is the property and responsibility of the PCF and all individuals
have controlled access to their personal information.

S. RETENTION OF INFORMATION

At the time of collection, the PCF will determine a retention time for each specific type of restricted
personal information and will record this retention time with the information file, either
electronically or paper copy. The retention time will be selected with due regard for the future legal
action, i.e., financial audits, abuse challenges, etc.

6. DISPOSAL OF INFORMATION

The PCF will destroy paper files of restricted personal information at the end of the pre-designated
retention time by shedding and will destroy electronic files by erasing the information from hard
drives and destroying archive storage media.

7. DISCLOSURE

The PCF will only disclose restricted personal information with the knowledge of the individual
except in the following circumstances (adapted from Personal Information Protection and Electronics
Document Act of Canada (PIPEDA) (for current information the reader is referred to
www.privcom.gc.ca/legislation/02_06 01 01 e.asp)

For the purpose of Principle 3, the PCF may disclose personal information without the knowledge
or consent of the individual, after a decision by the General Committee regarding the need for legal
opinion and, if needed, after that opinion is obtained, only if the disclosure is:

= (a) made to, in the Province of Quebec, an advocate or notary or, in any other province, a
barrister or solicitor who is representing the PCF;

= (b) for the purpose of collecting a debt owed by the individual to the PCF;

= (c) required to comply with a subpoena or warrant issued or an order made by a court, person or
body with jurisdiction to compel the production of information, or to comply with rules of court
relating to the production of records;

= (c.1) made to a government institution or part of a government institution that has made a
request for the information, identified its lawful authority to obtain the information and
indicated that:

= (i) it suspects that the information relates to national security, the defence of Canada or
the conduct of international affairs,

= (i) the disclosure is requested for the purpose of enforcing any law of Canada, a
province or a foreign jurisdiction, carrying out an investigation relating to the
enforcement of any such law or gathering intelligence for the purpose of enforcing any
such law, or

= (iii) the disclosure is requested for the purpose of administering any law of Canada or a
province;
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= (d) made on the initiative of the PCF to an investigative body, a government institution or a part
of a government institution and the PCF
= (i) has reasonable grounds to believe that the information relates to a breach of an
agreement or a contravention of the laws of Canada, a province or a foreign jurisdiction
that has been, is being or is about to be committed, or
= (i) suspects that the information relates to national security, the defence of Canada or
the conduct of international affairs;

= (e) made to a person who needs the information because of an emergency that threatens the life,
health or security of an individual and, if the individual whom the information is about is alive,
the organization informs that individual in writing without delay of the disclosure;

= (f) for statistical, or scholarly study or research, purposes that cannot be achieved without
disclosing the information, it is impracticable to obtain consent and the organization informs the
Commissioner of the disclosure before the information is disclosed;

= (g) made to an institution whose functions include the conservation of records of historic or
archival importance, and the disclosure is made for the purpose of such conservation;

= (h) made after the earlier of

= (i) one hundred years after the record containing the information was created, and
= (i) twenty years after the death of the individual whom the information is about;

= (h.1) of information that is publicly available and is specified by the regulations;

= (h.2) made by an investigative body and the disclosure is reasonable for purposes related to
investigating a breach of an agreement or a contravention of the laws of Canada or a province;
or

= (i) required by law.
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Appendix ‘Y’

SCREENING OF PERSONNEL

The Pinawa Christian Fellowship (PCF) has a policy of screening all employees and individuals
who volunteer on behalf of the PCF through the Child Abuse Registry. The coordinators
responsible to the PCF General Committee will ensure that all individuals are successfully screened
prior to them taking up their responsibilities.

Child Abuse Reqistry

The PCF is registered with the Manitoba Child Abuse Registry and the Convener of the PCF
General Committee has access to the registry upon written application from an individual to have
that individual screened. For each individual that offers to work as a volunteer with the children and
youth of the PCF, the following steps will be taken before the individual undertakes the volunteer activity.

1. The individual will complete an application for screening.

2. The PCF will submit the application to the Child Abuse Registry.

3. The PCF will review the results of the screening when they are received from the Child
Abuse Registry.

4. If the results of the screening are acceptable, the individual will be authorized to undertake
the tasks for which they had volunteered.

The PCF will store the results of the screening in a file in the PCF Church office and will retain the
results until the individual ceases to be a volunteer for children or youth activities or the
individual’s screening is redone to update the results.

Individuals volunteering with children or youth will be re-screened through the Child Abuse
Registry at a minimum of once every 5 years.
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Appendix ‘Z’
CONGREGATIONAL CARE / CALLING MINISTRY
The Congregational Care group is primarily for the care of the congregation, not the wider
community.
The emphasis of the group is social and Spiritual, with the social coming first.

The main task of the group is to make regular contact (at least quarterly) with every member and
friend of the congregation, referring any further needs to the minister and other groups for follow

up.

The group will be Kind and Gentle, Supportive and Confidential.

The coordinator of the Congregational Care group is appointed by the General Committee. The
coordinator keeps the lists of callers and refers any concerns between meetings to the minister and
General Committee.

The Congregational Care group reports to the General Committee through the minister.

The coordinator and members of the group will ensure that all personal information is managed in
accordance with the PCF Privacy Policy (Appendix ‘X’).
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Appendix ‘AA’

PLANNED GIVING PROGRAM

1. INTRODUCTION

Members and Friends of the Pinawa Christian Fellowship (PCF) may choose to provide the PCF
with financial donations beyond their normal annual giving (e.g., memorial contributions, larger
designated purchase donations, etc.). The PCF will use these gifts to further our Mission and
Vision recognizing any limits placed by the donor regarding the use of the gift. The PCF will only
accept gifts that are consistent with our Mission Statement and Vision. The Mission [PCF Mission
Statement Revision 0, 1997 April] and Vision of the PCF are posted on the PCF website
(www.granite.mb.ca/~pcf).

This By-law Appendix defines the basis for accepting, receiving, managing and allocating funds
received as planned gifts.

2. CONGREGATIONAL ACTIVITIES SUPPORTED BY ANNUAL GIVING

The PCF achieves its Mission by:

e supporting a full-time minister from one of the recognizing denominations to serve the
needs of the congregation and the wider community in which we live;

e conducting regular worship services in the F.W. Gilbert School gymnasium and at other
locations to serve the needs of the congregation and the wider community in which we live;

e pursuing an active missions program that supports missions identified by the recognizing
denominations and other missions identified by the PCF membership and PCF General
Committee; and

e operating an active education program for people of all ages, including Church school (pre-
school through high school), bible study, TGIF youth program, etc.

The PCF plans to fund these continuing initiatives through the giving of the congregation in the
form of: annual giving (pledged or otherwise) in the form of direct deduction, envelope and open
collection; spontaneous giving to meet a particular short-term need (e.g., destitute family, disaster
relief, etc.) and special projects giving to meet a longer term identified need (e.g., additional support
for the TGIF, Church school, etc.).

3. DONATIONS PROVIDED AS SPECIAL OR PLANNED GIFTS

3.1 USE OF SPECIAL OR PLANNED GIFTS

The PCF may also achieve its mission through specific initiatives to:
e improve the facilities and equipment that support PCF worship and educational activities;

e support the training of ministry, teachers and councilors to expand the resources of the PCF
and the wider community in which we live; and
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e extend the ministry of the PCF through specific “big ticket” initiatives and initiative that
require guaranteed funding for up to several years.

The PCF does not plan to fund these initiatives from normal donations. The PCF is prepared to
fund some of the longer-term programs and donor-specified initiatives through donations provided
to the PCF Special Gifts Fund. When appropriate, this fund holds donations to the PCF that donors
designate as “in memory of” donations, general-use donations, and directed-purpose donations.

The Special Gifts Fund donations are received, managed and disbursed in one of the following
categories.

3.1.1 “Memorial Donations Category” is a temporary fund to hold donations that will be
allocated to support special initiatives either authorized by the General Committee or
specified by the donor. This category of the Special Gifts Fund will only be replenished by
new donations. Any interest earned on memorial donations will accrue to the operating
revenue account of the PCF.

3.1.2 “General-use Donations Category” is a permanent fund to hold General-use Donations in
perpetuity. The capital is retained and only the income is used for the current special
initiatives of the PCF. The income can be used in a wide range of ways as the needs of the
congregation change. Gifts of any size can be placed in this category of the Special Gifts
Fund.

3.1.3 *“Directed-use Donations and Named Endowments” is a permanent fund to hold
Directed-use Donations and Named Endowments in perpetuity. The capital is retained and
only the income is used as specified by the donor.

Directed-use Donations are donations that are provided to funding in whole or in part
specific ongoing special initiatives of the PCF. As each donation can have a different
specified use, the accounts of the special gifts Fund will record and manage donations for
each initiative separately. Gifts of any size can be given into this category of the fund, and
donors can make further contributions for the same or a different initiative at any time.

Named Endowments are established only for a donation that equals or exceeds a preset
minimum amount of $10,000 and for specified initiative where the interest on the
endowment would be sufficient to fund the program/project. The capital is identified by the
name of the donor and disbursements recognize the donor on an on-going basis.

All funds in the Special Gifts Fund may be invested together, but must be tracked and reported
separately. The financial status of the fund is part of the financial records of the PCF and is
included in the financial reports prepared by the Treasurer annually.

3.2 CRITERIAFOR ACCEPTING DONATIONS TO THE PCF SPECIAL GIFTS FUND

The PCF General Committee will establish and provide to the adherents and friends the criteria that
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are used to screen donations made to the PCF Special Gifts Fund. Donations that do not satisfy
these criteria will be declined and returned to the donor with an explanation. These criteria are
Attachment 1 to this By-law Appendix.

4, PCE SPECIAL GIFTS FUND MANAGEMENT

The PCF Special Gifts Fund is managed by a Special Gifts Fund Team, the PCF Treasurer and the
PCF General Committee, with the following responsibilities.

41  SPECIAL GIFTS FUND TEAM

The Special Gifts Fund Team, comprising up to 4 members, is responsible for the promotion of the
donation of Special Gifts and for the disbursement of the Special Gifts Fund. Membership on the
Special Gifts Fund Team shall be determined by the PCF General Committee and confirmed by the
congregation. This shall include the appointment of a chairperson of the team. Longevity of
leadership will be considered an asset.

The specific responsibilities of the Special Gifts Fund Team are the following.

a) Promoting the Special Gifts Fund by providing denominational resources and other
printed resources for the congregation and the broader community to learn about Planned
Giving and special initiatives that could be funded.

b) Being a resource for adherents and friends of the PCF who inquire about making a
Special or Planned Gift.

C) Reviewing any donor restrictions and directions on proposed donations in accordance
with Attachment 1 of this By-law Appendix and advising the General Committee on
acceptance or refusal of donations.

d)  Working with the Gift Planners of the recognizing denominations and keeping them
informed about any finalized Planned Gifts or donors who wish to meet with them to
discuss or arrange a Planned Gift.

e) Writing “thank you” letters to those who make a memorial, planned or special gift. With
donor agreement, recognize the donors of all special gifts and planned gifts during
worship and in newsletters.

f) Managing the monies in the Special Gifts Fund in accordance with this By-law
Appendix, and in accordance with other policies and procedures established by the
congregation.

9) Regularly updating the congregation about the various initiatives funded from the Special
Gifts Fund.

h) Receiving, screening and recommending to the General Committee requests for funding
for special initiatives, and disbursing those funds authorized by the General Committee.

1) Reporting to the PCF General Committee in November, February, May and August, and
providing a written report and presentation at the Annual Congregational Financial and
Budget Meeting.
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) Keeping a permanent record, in consultation with the Treasurer, of receipt, management
and disbursement of funds in the PCF Special Gifts Fund and issue appropriate income
tax receipts.

k) Periodically reviewing these guidelines and recommending changes to the General
Committee.

All communication between individuals and members of the team is to be held in the strictest
confidence (see Privacy Policy, PCF By-law No. 2 Appendix X).

Members of the Special Gifts Fund Team must be careful to avoid all conflicts of interest. The
interests of the individual adherent or Friend of the PCF must be the guiding concern.

42  PCF TREASURER

The PCF Treasurer is responsible for:

a) holding and investing these special gifts funds, in consultation with the special gifts fund
team, according to the policies and procedural guidelines approved by the PCF General
Committee and congregation;

b)  ensuring that each donor stipulates that the church hold the gift for a minimum period of
10 years, following the rules of Section 149.1(e)(l) of the Income Tax Act;

C) safekeeping and maintenance of all required financial records of the Special Gifts Fund;
and

d)  creating, in consultation with the special gifts fund team, an investment policy and
presenting it to the General Committee for acceptance.

43 PCF GENERAL COMMITTEE

The PCF General Committee has overall responsibility for the Special Gifts Funds and specific
responsibilities for:

a) proposing membership of the special gifts fund team to the congregation for approval;

b) proposing special gifts fund investment and operation policies and procedural guidelines
to the congregation for approval [Note that the investment policy shall recognize the
bounds placed on the categories of funds listed earlier in this By-law Appendix]; and

C) including the investment policy as Attachment 2 of this By-law Appendix when it is
approved by the congregation.

S. ADDITIONAL RESOURCES

Help in this work can be found in:
a) the Congregational Board of Trustees Handbook; and in the book, Mission and Giving
(both available from Presbytery Resource Centres or from United Church Resource
Distribution (1-800-288-7365 or fax 1-888-858-8358).
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b) Guidelines for the Investment of Personal Property of United Church Congregations, a
copy of which is available from United Church Gift Planners.
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PCF By-law No. 2 Appendix AA
Attachment 1

CRITERIA FOR ACCEPTING DONATIONS TO THE PCF SPECIAL GIFTS FUND

The Special Gifts Fund Team will carefully consider the nature, extent and impact of restrictions
attached to gifts. The restrictions may be due to the type of gift (life insurance policy, real estate,
etc.) or may be due to the use that the donor has specified for the gift.

With respect to the restrictions due to the type of gift, the Special Gifts Fund Team and the PCF
Treasurer may seek professional help, if necessary, in determining whether to accept the gift.

With respect to the use the donor has specified for the gift, the Special Gift Fund Team and the PCF
Treasurer shall consider the use within the context of the PCF Mission Statement, the content of
Section 3 of this by-law, and considering the positive benefits accruing from:

= providing scholarships or grants to PCF members or others in the community for the purpose of
attending theological college; for church-related camping or leadership courses/conferences; or
such other training which enables members and adherents of this congregation to grow in
Christian faith and service to God’s people.

= supporting outreach projects in the local and world community with such as Food Banks,
Hospital Chaplaincy and visitation programs, and seniors outreach and support projects.

= supporting training programs, such as student minister internships, with the PCF to spread the
experiences of our multi-denominational worship.

The Special Gifts Team would have to carefully consider the suitability of gifts specifically directed
at supporting individuals or animals, or initiatives that would require significant time and energy of
the PCF congregation. These are limited resources within the PCF and must be managed carefully.

In reviewing the use of proposed gifts, the Special Gifts Fund Team will consider also the time and
energy needed to satisfy the constraints put on the gift.

With respect to all gifts offered to the PCF, the Special Gifts Fund Team might recommend against
accepting a gift if, for example, it is in a form that the PCF would have difficulty managing or
specified for a cause or organization that the PCF does not support, or if the terms and conditions
around the gift impose unreasonable demands.

If the Special Gifts Fund Team decides that a gift should not be accepted, such recommendation
must be made within 30 days (July and August excepted) to the General Committee. The General
Committee must decide within 30 days (July and August excepted) whether to accept the gift.
Given the 30-day requirement for accepting gifts, the General Committee may authorize its
Executive Committee to make this decision.
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PCF By-law No. 2 Appendix AA
Attachment 2

PCF SPECIAL GIFTS FUND INVESTMENT POLICY

The primary objective of the special gifts fund investments is to maximize safety of principal and
certainty of income related to the spending requirements. Subject to these constraints, the portfolio
will be managed with a secondary objective of maximizing the overall return.

The special gifts fund shall be invested with or through Pinawa-based businesses, if available, or
other area businesses, whenever practical, to support the Pinawa and local area economy. The
Special Gifts Team and the PCF Treasurer shall not intentionally invest in instruments of companies
whose products or services have negative or doubtful social value.

The special gifts fund shall consist entirely of non-equity investments. Investments will be made
with the intention of holding the security to maturity, so the term of the investments shall be
consistent with the PCF’s commitments to use the funds. This investment policy strictly prohibits
the PCF Treasurer from engaging in any activity that would be considered speculative or that would
jeopardize the ability of the special gifts fund to meet its cash flow obligations.

Investments may be made in the following types of instruments.

= Federal, provincial and municipal bonds, as well as corporate bonds, both short and long term,
with a minimum credit rating of “A”.

= Canadian Chartered Bank and Credit Union short- and long-term bonds and Guaranteed
Investment Certificates (GICs), which are insured by the Canada Deposit Insurance Corporation
(CDIC) and/or Credit Union Deposit Guarantee Corporation.

= Short-term Money Market instruments issued by Canadian companies with a credit rating of
R 1.

This policy shall be reviewed by the PCF General Committee once every three years as part of the
By-law review and at any other time deemed appropriate by the PCF Treasurer or General
Committee.
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Appendix ‘AB’

SPIRITUAL CARE VOLUNTEERS POLICY

Spiritual Care Volunteers visit people in the Hospitals and Nursing Homes administered by the
North Eastman Health Association (NEHA) on behalf of the Pinawa Christian Fellowship. Our
ministry is in cooperation with the NEHA.

All Spiritual Care Volunteers are approved by the General Committee on recommendation of the
Pastoral Relations Committee.

Spiritual Care Volunteers visiting the Pinawa Hospital will be members of the Pinawa Hospital
Pastoral Care Team and will cooperate with the team, undergo the required orientation, and abide
by the regulations of the NEHA. Likewise, Spiritual Care Volunteers visiting the Long Term Care
Facilities will register with those facilities.

Members of the congregation are always encouraged to visit friends in the hospital or in nursing
homes, but the only people commissioned to offer Spiritual Care on behalf of the congregation are
Spiritual Care Volunteers recognized by the General Committee and enrolled with the various
Pastoral Care groups associated with the health institutions.
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