
 

 

 
 

 

 

 

 

 

 

Ottawa Presbytery of 

The United Church of Canada 

 

Position Descriptions 

 

 

March 10, 2016 

  



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 1 
 

Table of Contents 
EXECUTIVE ....................................................................................................................................... 3 

Mission ................................................................................................................................................ 3 

Core Model ......................................................................................................................................... 3 

Ministry Teams .................................................................................................................................... 4 

Support / Resources ............................................................................................................................ 4 

Montreal & Ottawa Conference ........................................................................................................... 4 

General Council ................................................................................................................................... 4 

Chair of Presbytery .............................................................................................................................. 5 

Chair Elect of Presbytery ...................................................................................................................... 7 

Past Chair ............................................................................................................................................ 8 

Resource Members.............................................................................................................................. 9 

Treasurer ........................................................................................................................................... 11 

Conference Liaison ............................................................................................................................ 13 

Executive Member-at-Large ............................................................................................................... 14 

Subcommittee - Agenda Planning Ministry Team ........................................................................... 16 

Subcommittee - Office Ministry Team ............................................................................................ 17 

MINISTRY TEAMS .......................................................................................................................... 19 

Archives Ministry Team ..................................................................................................................... 19 

Chaplaincy Ministry Team .................................................................................................................. 21 

Chaplaincy Ministry Team .............................................................................................................. 21 

United Church Co-ordinators of Hospital Spiritual Care Teams ....................................................... 24 

Christian Development Ministry Team ............................................................................................... 27 

Subcommittee - Life Long Learning Ministry Team ......................................................................... 29 

Church Extension Committee ............................................................................................................ 30 

By-Law No.1 – Church Extension Committee .................................................................................. 32 

Church in Society Ministry Team ........................................................................................................ 36 

Diversity Ministry Team ..................................................................................................................... 38 

Education and Students Ministry Team .............................................................................................. 40 

Finance Ministry Team ...................................................................................................................... 43 

Global Partners Ministry Team .......................................................................................................... 45 

Inter-Church Inter-faith Network Ministry Team ................................................................................ 47 

Licensed Lay Worship Leaders (LLWL) Ministry Team ......................................................................... 49 

Living in Right Relations Network Ministry Team ............................................................................... 53 

Ministries in French Ministry Team .................................................................................................... 55 



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 2 
 

Mission Strategy Ministry Team ......................................................................................................... 57 

Mission Support Ministry Team ......................................................................................................... 59 

Nominations Ministry Team ............................................................................................................... 61 

Pastoral Care & Oversight Ministry Team ........................................................................................... 63 

Subcommittee - Organization of Pastoral Charges Ministry Team .................................................. 65 

Pastoral Relations Ministry Team ....................................................................................................... 68 

Pensions and Group Insurance Ministry Team ................................................................................... 72 

Property, Insurance and Manse Ministry Team .................................................................................. 74 

The W.H. (Bill) Scrivens Memorial Fund for Youth Ministry (Scrivens Fund) and The James Elwood 
Baillie Helping Others Fund (Baillie Fund) .......................................................................................... 77 

Scrivens – Trust Fund Agreement ................................................................................................... 78 

The James Elwood Baillie Helping Others Fund .............................................................................. 84 

Staff (Presbytery Personnel) Ministry Team ....................................................................................... 88 

Stewardship Ministry Team ............................................................................................................... 90 

Women’s Network Ministry Team ..................................................................................................... 93 

Youth and Young Adults (YAYA) Ministry Team .................................................................................. 94 

MISSION UNIT – FAITH AND ARTS OTTAWA ................................................................................. 96 

OTTAWA PRESBYTERY APPOINTMENTS ....................................................................................... 99 

Algonquin College Chaplaincy Board .................................................................................................. 99 

The Baillie Fund ................................................................................................................................. 99 

Camp Bitobi ....................................................................................................................................... 99 

Capital Region Interfaith Council (CRIC) ............................................................................................. 99 

Carleton University Chaplaincy Board .............................................................................................. 100 

Christian Council of the Capital Area ................................................................................................ 100 

Heritage Quebec..................................................................................... Error! Bookmark not defined. 

Multifaith Housing Initiative (MHI) .................................................................................................. 100 

Ottawa Hospital (Civic Site) Spiritual Care Team Coordinator ........................................................... 100 

Ottawa Hospital Spiritual Care Advisory Committee ........................................................................ 100 

Ottawa Hospital (General Site) Spiritual Care Team Coordinator ...................................................... 100 

Ottawa Lay School of Theology & Spirituality (OSTS) ........................................................................ 101 

Queensway-Carleton Hospital Spiritual Care Team Coordinator ....................................................... 101 

Riverside Churches of Ottawa Inc. ................................................................................................... 101 

Spiritual Care in Secondary Schools ................................................................................................. 102 

 



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 3 
 

EXECUTIVE  

Mission 
¶ To oversee emergent and ongoing business; 

¶ To animate the ministry and spiritual life of the presbytery; 

¶ To create links between the parts of the presbytery and with pastoral charges and the 
wider Church; 

¶ To discern future directions; and 

¶ To model and facilitate innovation in ministry. 

Core Model 
The Executive consists of 10 voting members and 3 non-voting resource members.  Quorum 
requires at least 1/3 of the voting members present (The Manual 2013 C. 5.6.3).  In this case, 
quorum would be 4. Quorum also requires the presence of at least one layperson other than a 
designated lay minister and one member of the order of ministry or a designated lay minister 
(The Manual 2013 C. 4.1.2).  Quorum also requires the presence of at least 1 Steering Member 
and 2 Members-at-Large. 

5 Steering Members (voting) 

¶ Chair (elected) 

¶ Chair Elect (elected) 

¶ Past Chair (elected) 

¶ Treasurer (elected) 

¶ Conference Liaison (elected) 
 

5 Members-at-Large (voting) 

¶ Elected from and by the presbytery 
 
3 Resource Members (non-voting) 

¶ Secretary (Presbytery Minister) 

¶ Recording Secretary (Administrative Assistant) 

¶ Conference Personnel Minister 

C. Presbytery 4.1.2 Membership 
 
The executive must consist of at least five people, including 
(a) one layperson other than a designated lay minister; and  
(b) one member of the order of ministry or a designated lay minister. 
 
If there are more than five members, at least 1/5 of them must be lay people other than 
designated lay ministers.  

The Manual 2013 
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Ministry Teams 
A Ministry Team is any of the designated ministries, committees and networks of Ottawa Presbytery. 
Each Ministry Team will have open access to the Executive through one designated Member-at-Large.  
That person will serve as the contact and liaison with the Executive; will be in regular contact with the 
Ministry Team leader; and will keep aware of significant matters of this Ministry Team. Ministry Teams 
may request or be invited to attend Executive meetings as needed, and will work with the Executive, 
offering their expertise on various projects/issues as needed. The Member-at-Large will also facilitate 
the Ministry Team’s access to the Executive for annual updates. 

Support / Resources 
From The Manual (2013) and Related Resources:  Appeals; Conference Committees; Dispute 
Resolution; Ethical Standards and Standards of Practice for Ministry Personnel; Formal Hearings; 
Governance Handbook; Guidelines for Minutes and Notes of Meetings; Incorporated Ministries; 
Overview of Local Ministries; Pastoral Charge and Ministry Personnel Reviews; Presbytery 
Committees; Reporting Between Courts; Sacraments Elders; and Statement on Ministry. 

Montreal & Ottawa Conference 
Pursuant to section C.4.5.2 (c) of The Manual 2013 which states that “The presbytery must have 
…standing committees to relate to the standing committees of the Conference”, the Executive 
relates to the Executive of M&O Conference. 

General Council 
Pursuant to section C.4.5.2 (d) of The Manual 2013 which states that “The presbytery must 
have …standing committees to relate to the working units and permanent committees of the 
General Council”, the Executive relates to the Office of the Moderator and the General 
Secretary Working Unit and the Permanent Committee on Governance and Agenda.  

 

   



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 5 
 

Chair of Presbytery 
 

C. Presbytery 4.4 Officers 4.4.1 Chair 
a. Election: The presbytery is responsible for electing a chair annually from among its 
members. 
 
b. Responsibilities: The chair is responsible for 

i. Formally opening meetings; 
ii. Presiding and keeping order at meetings; 
iii. Taking votes and announcing the results; 
iv. 5ƛǊŜŎǘƛƴƎ ǘƘŜ ǇǊŜǎōȅǘŜǊȅΩǎ ōǳǎƛƴŜǎǎ ƎŜƴŜǊŀƭƭȅΤ 
v. Serving as a member of all presbytery committees; and 
vi. Fulfilling other responsibilities as assigned by the presbytery, Conference or General 

Council. 
The Manual 2013 

 

 
Responsibilities 

¶ Chair the monthly meetings of the full presbytery (Sept-May); 

¶ Chair the monthly Executive meetings; 

¶ Be a part of the monthly Agenda Planning meeting; 

¶ Preside at Covenanting Services of the presbytery; 

¶ Be a member of the Conference Executive; 

¶ Represent the presbytery in the Church and community; 

¶ Be present to the ministry teams and their chairs; 

¶ Act as the Officer of the Court in matter of complaints under section J 11. Of The Manual 
“Formal Complaints”; and  

¶ Act as Dean of the Lay School of Theology.  This position is a four-year rotation with 
other denominations (United Church: 2013-14) 

 
Casting Vote or Tie Vote 
It is the practice to use the parliamentary rules accepted in Canada (Bourinot). As noted in 
Bourinot’s Rules of Order (1995), in the case of a tie, the Chair has a second or “casting vote”. 
 
Casting Vote: A single vote (usually the prerogative of the chair) that determines an issue when a vote 
on the motion has resulted in a tie (p.14) 
 
Putting the Question: Χ Lƴ ǘƘŜ ŎŀǎŜ ƻŦ ŀ ǘƛŜ ǾƻǘŜ ǘƘŜ {ǇŜŀƪŜǊ Ƙŀǎ ŀ ŎŀǎǘƛƴƎ ǾƻǘŜΦ  ¢ƘŜ {ǇŜŀƪŜǊΩǎ ǾƻǘŜ ƛǎ 
not an expression of opinion on the merits of the question.  According to tradition, the Speaker 
maintains impartiality by voting only in a way that provides a further opportunity to consider the 
question, and his or her reasons are recorded. (p.27) 
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… Unless the rules state otherwise, the chair has the same voting rights as any other member.  As well, 
when the vote is equal or tied, the chair is usually given a second or casting vote.  If the chair does not 
have this right, then the motion is lost when the votes are tied.(p.55) 

Time Commitment / Meeting Frequency 

¶ Presbytery meeting  5 hours monthly – 2nd Tues of the month 

¶ Executive meeting  4 hours monthly – 4th Thurs of the month 

¶ Agenda Planning  3 hours monthly 

¶ Conference Executive  see information under M&O Conference 

¶ Covenanting Services  varies (5 Sunday evenings or afternoons during term) 

¶ Consultation with staff 1 hour per week 
 

Term of Office 
1 year as Chair (renewable but not normally done); serve on Executive for 3 years, 1 
year as Chair Elect, 1 year as Chair, and 1 year as Past Chair 

 
Accountability 

Member of Executive 
 

Skills 

¶ Good listener; 

¶ Ability to run a meeting; 

¶ Ability to use procedure; 

¶ Interest and understanding of the ethos of the United Church of Canada; and 

¶ Commitment to the role of church courts. 
 

Support / Resources 
Presbytery Minister; Agenda Planning Chair; Past Chair; Chair Elect; and Conference 
Personnel Minister West 

 
Montreal & Ottawa Conference 

Member of M&O Conference Executive; (2 one-day meetings in April and June in 
Montreal; 1 two-day retreat with overnight stay in November in Montreal; 3 three hour 
conference calls in February and September and one other) 
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Chair Elect of Presbytery 
 
Responsibilities 

¶ Attend the monthly Executive meetings; 

¶ Be a part of the monthly Agenda Planning meeting; 

¶ Organize the Covenanting Services of the presbytery; 

¶ Be a member of the Church Extension Committee; and 

¶ Carry out the duties of the Chair if the Chair is unable or unavailable to do so. 
 
Time Commitment / Meeting Frequency 

¶ Executive meeting  4 hours monthly – 4th Thurs of the month 

¶ Agenda Planning  3 hours monthly 

¶ Covenanting Services  varies (5 Sunday evenings or afternoons during term) 

¶ Church Extension Ctte  3-4 meetings per year 
 

Term of Office 
1 year as Chair Elect; serve on Executive for 3 years, 1 year as Chair Elect, 1 year as 
Chair, and 1 year as Past Chair 
 

Accountability 
Member of Executive 

 
Skills 

¶ Good listener; 

¶ Ability to run a meeting; 

¶ Ability to use procedure; 

¶ Interest and understanding of the ethos of the United Church of Canada; and 

¶ Commitment to the role of church courts. 
 

Support / Resources 
Presbytery Minister; Agenda Planning Chair; Past Chair; Chair Elect; and Conference 
Personnel Minister West. 
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Past Chair 
 
Responsibilities 

¶ Attend the monthly Executive meetings; 

¶ Be a member of the Nominations Ministry Team;  

¶ Be available to substitute for the Chair, if needed, and 

¶ Facilitate the meeting of Members-at-Large to select the ministry teams for which they 
will be responsible. 
 

Time Commitment / Meeting Frequency 

¶ Executive meeting  4 hours monthly – 4th Thurs of the month 

¶ Nominations Ministry Team 1 ½ hrs meeting plus 2 hrs follow-up 
 

Term of Office 
1 year as Past Chair; serve on Executive for 3 years, 1 year as Chair Elect, 1 year as Chair, 
and 1 year as Past Chair 

 
Accountability 

Member of Executive 
 
Skills 

¶ Good listener; 

¶ Ability to run a meeting; 

¶ Ability to use procedure; 

¶ Interest and understanding of the ethos of the United Church of Canada; and 

¶ Commitment to the role of church courts. 
 

Support / Resources 
Presbytery Minister; Agenda Planning Chair; Past Chair; Chair Elect; and Conference 
Personnel Minister West. 
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Resource Members 
 

Secretary 

C. Presbytery 4.4 Officers 4.4.2 Secretary 
a. Election: The presbytery is responsible for electing a secretary from among its members. 
 
b. Responsibilities: The secretary is responsible for 

i. Keeping minutes and transmitting them annually to the Conference for review; 
ii. Keeping the roll of presbytery members; 
iii. Providing certified extracts from the minutes when the presbytery or any presbytery 

member asks for them; 
iv. Sending the names of all candidates that the presbytery will recommend for 

commissioning or ordination that year to the executive secretary or speaker of the 
Conference by April 1 each year; 

v. Sending detailed information about the presbytery to the executive secretary or 
speaker of the Conference upon request annually; 

vi. Notifying the appropriate General Council working unit promptly of the death of any 
ministry personnel; 

vii. Receiving and sending correspondence and other documents on behalf of the 
presbytery; 

viii. Performing other secretarial duties assigned by the presbytery; and 
ix. Having possession of all presbytery documents, unless the presbytery directs 

otherwise. 
The Manual 2013 

 

 
In Ottawa Presbytery the Presbytery Minister serves as the Secretary of Presbytery and is 
elected annually to this position. The Presbytery Minister is a non-voting member of the 
Executive. 
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Recording Secretary 

 

The Ottawa Presbytery Administrative Assistant, in consultation with the Presbytery Minister, 
is responsible for recording the proceedings of the Executive Committee and Presbytery 
meetings and for the gathering, maintenance and dissemination of information to the 
members and the pastoral charges of the Ottawa Presbytery. 

Ottawa Presbytery Administrative Assistant Position Description (2013) 
 

Responsibilities 
Secretarial & Administrative Support for Presbytery and Executive Meetings 

¶ Attend and record proceedings of the meetings, both day and evening, of Executive and 
Presbytery; 

¶ Under the oversight of the Presbytery Minister, prepare and distribute minutes to 
appropriate membership in the form of either electronic mailing or regular mailing, for 
those without email access; and 

¶ Prepare and distribute, in a timely manner, the supporting documentation for regular 
and special meetings of the full Presbytery and Executive, and specifically the 
Information Packet #1 (which includes the Notice of Meeting and Coming Events) and 
from time to time the Packet #2 and Packet #3, all which become part of the monthly 
mailing, which is prepared in electronic format and hard copy. Other documents for the 
mailing may also be prepared. 

The Recording Secretary is a non-voting member of the Executive. 
 
 

Conference Personnel Minister 

 
The Conference Personnel Minister serves as a resource to the Executive, offering insight and 
opinion on personnel issues, manual issues, etc. This person provides background information 
on new policies as well as providing information on what is happening in other presbyteries, 
conferences or nationally. 
 

The Conference Personnel Minister is a non-voting member of the Executive. 
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Treasurer 
 

Chapter C Presbytery 4.4.3 Treasurer 
 
The presbytery is responsible for 
όŀύ ŜƭŜŎǘƛƴƎ ŀ ǘǊŜŀǎǳǊŜǊ ǘƻ ǊŜŎŜƛǾŜ ŀƴŘ ŘƛǎōǳǊǎŜ ŀƴȅ ŦǳƴŘǎ ǳƴŘŜǊ ǘƘŜ ǇǊŜǎōȅǘŜǊȅΩǎ ŎƻƴǘǊƻƭ ŀǎ 
directed by the presbytery; 

The Manual 2013 

 

General Description 

¶ Receive and disburse any funds under presbytery’s control; 

¶ Monitor the financial well-being of the presbytery; 

¶ Maintain current accounting practice that accurately represents the assets and liability 
of the presbytery; and 

¶ Serve as an Officer of the Court, including being a member of the Executive. 
 

Responsibilities 

¶ Maintain an accounting of the presbytery’s finances using a recognized accounting 
software package. There is a computer in the presbytery office on which the accounting 
information is kept.  Day to day entries can either be done at home or in the office, but 
regular back up must be kept on the office computer.  This includes monthly 
reconciliation of accounts. 

¶ Provide monthly financial statements to either presbytery or its Executive; 

¶ Administer the payroll for presbytery; 

¶ Be a signing authority for presbytery; 

¶ Issue T4s and T4As to payroll employees; 

¶ Oversee the banking of deposits; 

¶ Attend meetings of the Executive; 

¶ Prepare financial statements and related information for the annual audit and work with 
the auditor to ensure a satisfactory report; 

¶ Prepare and submit the charitable organization taxation forms annually; and 

¶ Act as payroll supervisor for the Youth & Young Adult Ministry Team’s employment 
through Camp Awesome. 
 

Time Commitment / Meeting Frequency 

¶ Approximately 20 hours per month including attendance at meetings of the Executive 
and the Finance Ministry Team, and 

¶ As second presbytery member of the Conference Finance Committee (1-2 conference 
calls and 1 meeting in Montreal). 
 
 



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 12 
 

Term of Office 
No stated term but it is hoped that person would serve for at least 3 years 
 

Accountability 
Member of Executive 
 

Skills 
This is a highly responsible position and the margin of error is significant for the 
presbytery.  It requires knowledge of accounting practice that ensures reliable and 
sound financial information.  Some recognized degree or accreditation would be useful. 
There must be demonstrated ability to be entrusted in an environment where there are 
few checks and balances on the oversight of this position.  The person should have an 
ability to work with and relate to other volunteers. 
  

Support 

¶ Office Administrator directs bills and deposits to the Treasurer; 

¶ Presbytery Minister is available for consultation as necessary; and 

¶ Chair of Finance and the Finance Ministry Team support the budgeting process. 
 

Rewards and Compensation 

¶ Honorarium of $250 on a monthly basis for which a T4 form is issued; 

¶ Opportunity to serve the United Church; and 

¶ Opportunity to have accounting experience within an organization with an annual 
budget of over $400,000. 

 

Montreal & Ottawa Conference 

¶ The Treasurer or alternate serves on the M&O Conference Finance Committee (1-2 
conference calls and 1 meeting in Montreal) 
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Conference Liaison 
 
Responsibilities 

¶ Provide an ongoing connection with the Montreal and Ottawa Conference Executive 
(the Presbytery Chair is also a member of Conference Executive but this position rotates 
annually; this three-year Conference Liaison position was created at the request of M&O 
Conference in order to provide continuity); 

¶ Assist the Presbytery Chair in the preparation of the presbytery report prior to each 
meeting of the Conference Executive; 

¶ Attend meetings of the Conference Executive; and 

¶ Report back to the Executive about Conference matters of interest to Ottawa 
Presbytery. 

 
Time Commitment / Meeting Frequency 

¶ Attend Executive meetings (approximately 10 per year); and 

¶ Participate in Conference Executive meetings (2 one-day meetings in April and June in 
Montreal; 1 two-day retreat with overnight stay in November in Montreal; 3 three hour 
conference calls in February and September and one other) 
 

Term of Office 
3 years 

 
Accountability 

Member of Executive 
 

Skills 

¶ Knowledge and experience of Ottawa Presbytery 

¶ Familiarity with UCC polity and structure 
 

Support / Resources 

¶ Presbytery Minister 

¶ Conference Executive Secretary 
 

Montreal & Ottawa Conference 
Attend M&O Executive meetings (see above)  
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Executive Member-at-Large 
 
Responsibilities: 

¶ To attend monthly and special meetings of the Presbytery Executive; 

¶ To attend monthly presbytery meetings; 

¶ To become familiar with an overview of the issues and concerns of the presbytery as a 
whole; 

¶ To deliberate on any emergent business arising between presbytery meetings and act 
collectively as the Presbytery Executive on matters as required; 

¶ To prayerfully represent the interests and concerns of all presbyters; 
 

¶ To communicate with 5-6 ministry team*  leaders on behalf of the Presbytery Executive 
and be their contact person on the Presbytery Executive; 
(The process for distributing the 25 ministry teams among the 5 members-at-large will 
happen by each member-at-large choosing one team at a time until all teams are 
accounted for; the Past Chair will facilitate the distribution process); 

¶ To maintain a caring and encouraging relationship with those ministry team leaders, 
keeping aware of the significant matters of their ministry teams; 

¶ To assist presbytery ministry team leaders in keeping their teams’ mandates up to date 
with the Nominations Ministry Team and encourage them in fulfilling their teams’ 
purpose/mission; 

¶ To facilitate ministry team leaders’ access to presbytery and Presbytery Executive when 
appropriate (inviting periodic updates from ministry teams and forwarding any ministry 
team request to present information at presbytery or Presbytery Executive); 

¶ To foster collaboration between ministry teams wherever possible; 
 

¶ To serve occasionally on an ad hoc subcommittee or working group of the Presbytery 
Executive (serving on a regular presbytery ministry team or committee is optional, but 
not to directly represent that ministry or subcommittee on Presbytery Executive); 

¶ To consult with the Presbytery Executive on emerging directions within our 
denomination and what impact that has on the shape of the presbytery and on the 
evolving purpose/role of the Executive; and 

¶ To deliberate on how presbytery can best utilize its staff and resource people. 
 
*A Ministry Team is any of the designated ministries and committees of Ottawa 
Presbytery 

 
Term of Office 

¶ Two-year term to a maximum of three terms; 

¶ The terms of service will be staggered: initially three Members-at-Large will be elected 
for two years (renewable twice) and two Members-at-Large will be elected for three 
years (renewable once for two years). 
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Accountability 
Member of Executive 

 

Skills 

¶ Capacity to understand the “big picture” of how the Presbytery is organized and 
functions; 

¶ Ability to collaborate in discerning solutions and to compromise in decision-making; 

¶ Aptitude for building and nurturing relationships among fellow Executive members and 
with Ministry Team leaders; 

¶ Facility in prioritizing needs and addressing emergent matters (knowing what’s 
important); 

¶ Competency in articulating thoughts both in verbal and written communications; and 

¶ Readiness to imagine the future directions of the Presbytery. 
 
 
Support/Resources: 

Presbytery Minister; Chair; Chair Elect; Past Chair; Conference Personnel Minister 
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Subcommittee - Agenda Planning Ministry Team 
 
Responsibilities 

¶ Meet with the Agenda Planning Ministry Team monthly to plan presbytery meetings; 

¶ Call meetings, establish agenda and open meetings with prayer; 

¶ Oversee the planning structure of the meeting; 

¶ Have oversight over the worship components of the regular presbytery meetings; 

¶ Liaise with pastoral charges hosting presbytery regarding local arrangements;  

¶ Arrange for a parliamentarian to assist the Chair at each presbytery meeting; and 

¶ Send thank you notes following the meeting to the pastoral charges and invited meeting 
participants. 
 

Normal membership Size 
3-4 persons - Presbytery Minister, Chair and Chair-Elect  
 

Time Commitment / Meeting Frequency 
Presbytery meeting  5 hrs per month – 2nd Tues. 
Executive meeting  4 hrs per month – 4th Thurs. 
Agenda planning meeting 3 hours per month 
Planning time   3 hours per month 
 

Term of Office 
For chair - 3 years (renewable) 
 

Skills 

¶ Creativity; 

¶ Presence in worship leadership; and 

¶ Understanding of the functioning of presbytery 
 

Support / Resources 
Presbytery Minister; Chair and Chair-Elect; Members of Executive 
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Subcommittee - Office Ministry Team 
 
Responsibilities 

¶ Serves as the Ottawa Presbytery representative on the Joint United Church Regional 
Centre Committee; 

¶ Negotiates the rental agreement for the office space for the United Church Regional 
Centre, including the portion to be paid by presbytery and by M&O Conference; and 

¶ Discusses the use and configuration of space at the United Church Regional Centre. 
 

Time Commitment / Meeting Frequency 
Meets periodically when the rental agreement needs to be re-negotiated or when issues 
arise pertaining to space. 
 

Term of Office 
3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 
 

Skills 

¶ Background in real estate with familiarity of office space, use of office space or real 
property management. 
 

Support / Resources 
Presbytery Minister 
 

Montreal & Ottawa Conference 
Joint United Church Regional Centre Committee 
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Audit Subcommittee  
 

 

Motion: (Paul Dillman / Brian Irvine) that Presbytery appoints a three-person team to 
conduct a review of the 2015 Ottawa Presbytery financial statements in place of hiring an 
auditor to conduct a formal audit.  Carried. 

Minutes of Ottawa Presbytery, December 8, 2015 

 

The Audit Committee is a sub-committee of Executive and reports to Presbytery through the 
Executive. 

Responsibilities - General 

¶ Conduct a financial review of the records of the Ottawa Presbytery of The United Church 
of Canada and submit a statement to that effect to Presbytery. 
 

Membership  
Chair and 2 members; one of the members would have a link to the Presbytery Finance 
Ministry Team but would not be one of the signing officers for presbytery; the other two 
members would be individuals from congregations, not necessarily presbyters, with 
expertise in financial matters  

 
Time Commitment  

This review would be done sometime between late February and the end of March and 
would involve approximately a half day commitment 
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MINISTRY TEAMS 

Archives Ministry Team 
 

Archives Committee 
 
(a) Encouraging the presbytery and pastoral charges to keep full and accurate records;  
 
(b) inspecting and certifying all records of pastoral charges within the presbytery;  
 
(c) gathering and forwarding all non-current records of the presbytery and pastoral charges;  
 
(d) working with the Conference Archives Committee and the General Council Archives and 
History Committee in developing criteria and guidelines for the designation of United Church 
historic sites,  
 
(e) seeking appropriate designation of United Church historic sites within the presbytery; and  
 
(f) organizing historical committees in pastoral charges to prepare accurate histories of the 
pastoral charges. 

The Manual – Related Resources - Presbytery Committees (August 2013) 

 

Responsibilities ς Member 

¶ Attend meetings as called by the Chair; and 

¶ Assist in reviewing pastoral charge records. 
 

Responsibilities ς Chair 

¶ Call meetings; establish agenda; open meeting with prayer; 

¶ Review with ministry team members the expectations of records review; 

¶ Keep the stamp for the ministry team; 

¶ Inform the office of the schedule of pastoral charges being asked for records;  

¶ Assist pastoral charges in providing information about record keeping; and 

¶ Serve on Conference Archives Committee (see below). 
 

Normal Membership Size 
3-4 persons 

 
Time Commitment / Meeting Frequency 

Meets monthly prior to presbytery meetings (1 ½ - 2 hrs) 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
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Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

¶ Some knowledge or willingness to learn record protocol as outlined in The Manual 
(2013) and Related Resources: 

Guidelines for Minutes and Notes of Meetings 
Privacy Issues: Recordkeeping and Archives 
What do the Archives Want? A Basic Guide for Congregations; and 

¶ Interest in historical value of record keeping. 
 
Montreal & Ottawa Conference 

Chair or designate serves on Conference Archives Committee; 2 meetings per year 
(April and October) in Montreal; Conference Archivist for Ontario is also a member of 
the Conference Archives Committee. 
 

General Council 
Pursuant to section C.4.5.2 (d) of The Manual 2013 which states that “The presbytery must 
have …standing committees to relate to the working units and permanent committees of the 
General Council”, this ministry team relates to the Communications Working Unit. 
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Chaplaincy Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(d) standing committees to relate to the working units and permanent committees of the 
General Council 

The Manual (August 2013) 
 
Working Units of the General Council ς /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
The Church in Mission Unit provides support and leadership to The United Church of Canada 
ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ DƻŘΩǎ Ƴƛǎǎƛƻƴ ƻŦ ƧǳǎǘƛŎŜΣ ǇŜŀŎŜ ŀƴŘ ǘǊŀƴǎŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ǿƻǊƭŘΣ ǘƘǊƻǳƎƘ ƛǘǎ 
various minisǘǊƛŜǎ ŀƴŘ ǇŀǊǘƴŜǊǎ ƛƴ ǘƘŜƛǊ ŎƻƴǘŜȄǘǳŀƭ ǊŜǎǇƻƴǎŜ ǘƻ DƻŘΩǎ ƛƴǾƛǘŀǘƛƻƴ ǘƻ 
partnership... Communities in Mission (engagement of congregations and local ministries as 
vital communities of faith)... 

United Church website (July 2013) 
 

This ministry team also relates to the General Council Permanent Committee on Programs 
for Mission and Ministry. 
 

 

Chaplaincy Ministry Team  
 
Responsibilities 

¶ The Chaplaincy Ministry Team is the first level of contact to the Presbytery on 
chaplaincy and institutional spiritual/pastoral care Issues.  It is a forum to communicate 
and discuss relevant chaplaincy and spiritual/pastoral care issues and ideas, share 
success stories and best practices; 
 

¶ The Chaplaincy Ministry Team has many different relationships within the Presbytery.  
Some relationships are oversight or duty-of-care responsibilities, and others are 
supportive and less formal; 
 

¶ The Chaplaincy Ministry Team is available to provide advocacy, support, insight, care 
and ministry for all United Church chaplains, congregational pastoral care teams, and 
community pastoral care volunteers for long- term care facilities, secondary schools, 
campuses, summer camps or any other agency requiring spiritual care services; 
 

¶ The Chaplaincy Ministry Team has a duty-of-care responsibility for chaplains and United 
Church members who have been appointed by the Presbytery to represent them.  This 
will include but is not limited to making sure that the chaplains’ qualifications are in 
order and receiving reports and making recommendations as determined; 
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¶ The Chaplaincy Ministry Team has budgetary and oversight responsibilities for United 
Church Hospital Spiritual Care Coordinators;  
 

¶ When the Chaplaincy Ministry Team provides a grant to an organization, that 
organization will be required to provide an annual report to the ministry team; 
 

¶ Where the United Church, other than the Chaplaincy Ministry Team, has provided a 
grant for Chaplaincy services, i.e. community agencies, universities and secondary 
schools, the Chaplaincy Ministry Team has no oversight for those services. The 
Chaplaincy Ministry Team however will encourage annual feedback on the success of 
these programs.  The oversight responsibilities will remain with the budgetary 
accountable source within the United Church unless other arrangements have been 
made; 
 

¶ The Chaplaincy Ministry Team may recommend approval of a person to an advisory 
committee if such a committee has been established; and  
 

¶ The Chaplaincy Ministry Team will seek to develop a dialogue with Congregational 
Pastoral Care Teams. 

 
Responsibilities ς Recruiting 

¶ The Chaplaincy Ministry Team will recruit hospital Spiritual Care Coordinators and will 
assist in recruiting hospital volunteer visitors and On-Call Clergy; 
 

¶ The Chaplaincy Ministry Team will recruit representatives to serve on appropriate 
organizations such as the Interfaith Network Reaching Out to Isolated Seniors; 
 

¶ Persons recruited will be confirmed in these roles by Presbytery with the 
recommendation of the Chaplaincy Ministry Team and the Presbytery Nominations 
Ministry Team; 
 

¶ All individuals nominated by the Chaplaincy Ministry Team will provide the ministry 
team with an annual report; and 
 

¶ The Chaplaincy Ministry Team does not provide training that would compete with the 
Ottawa Pastoral Care Training Program or any other training organization. 

 
Normal Membership Size 

The Chaplaincy Ministry Team members will be appointed by the Ottawa Presbytery.  
Nominations are open to any Presbyter, either ordered or lay members, and may 
include United Church chaplains, on-call clergy, and lay pastoral care visitors.  United 
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Church members, who are not Presbyters, who have an interest in United Church 
chaplaincy and pastoral care work, may also be appointed. 
 

Time Commitment / Meeting Frequency / Style 

¶ The Chaplaincy Ministry Team normally meets on the second Tuesday of each month 
from 3:30 pm to 5:30 pm prior to the Presbytery meeting; 
 

¶ The Chaplaincy Ministry Team will provide an opportunity at each monthly meeting, for 
speakers from Pastoral Care Teams, Chaplaincy Services, and Community Chaplaincy 
Agencies to share their experiences; 
 

¶ At Chaplaincy Ministry Team meetings, the following procedural rules shall apply except 
for matters that require a financial vote, at which time, the normal rules of the United 
Church Manual will apply:  
 

¶ Any three members shall constitute a quorum for the business of the meeting, providing 
that adequate advance notice of the meeting has been disseminated to all members; 
 

¶ A consensus decision making model will be required for ministry team approval; and 
 

¶ Chaplaincy Ministry Team members missing multiple meetings each year without 
notifying the Ministry Team Chair, will be asked to reconsider with Presbytery their 
involvement on the Chaplaincy Ministry Team.   

 
Term of Office 

For chair – 3 years (renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 
 

Skills 

¶ Members that have had the Basic Pastoral Care Training Program understand better the 
role of Chaplains, Pastoral Care Visitors and  Pastoral Ministry of our clergy; 

¶ Members who have a wide understanding our Presbytery, Community Chaplaincy 
Services, Military Chaplaincy Services and Congregational Pastoral Cares Services will 
have an advantage in understand the work of our Ministry Team; 
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¶ Members who have leadership skills in taking on the various initiatives that the 
Chaplaincy Ministry Team might be engaged in would be an asset; 

¶ Members who able to commit to regular attendance and coming prepared to the 
meetings will be an advantage; and 

¶ Members who can work well in a loose committee structure and show tolerant of the 
diverse abilities of present long term members. 

 
Support / Resources 

The Chaplaincy Ministry Team will keep a current contact list of United Church 
Chaplains, Hospital Spiritual Care Teams, Institutional On-Call Clergy, 
Congregational Pastoral Care Teams and United Church representatives on 
Chaplaincy, Pastoral Care Committees and Organizations.  

 

United Church Co-ordinators of Hospital Spiritual Care Teams 
 
Authority 
On the recommendation of the Chaplaincy Ministry Team of Ottawa Presbytery, and in 
conjunction with the Directors of Spiritual Care of the Hospitals, the Co-ordinators will be 
appointed by, and accountable to the Ottawa Presbytery.   
 
Reporting is done through the Chaplaincy Ministry Team of which the Co-ordinators are 
members.  As members of Spiritual Care Programs at the Hospitals, the Co-ordinators are also 
responsible to the Directors of the Hospitals in so far as adhering to hospital rules and policies. 
 
Responsibilities 
a) Directs the spiritual care program of the United Church Team at the Hospital 
- by developing and maintaining a schedule of volunteer visitors; 
- by writing and distributing a written set of guidelines for visitors; 
- by visiting patients as required, and when team members are unavailable for assigned 

schedule; and  
- by developing a reporting system for visitors, and regularly reviewing reports to identify 

problem areas and ensure visitations are being implemented satisfactorily. 
 
b) Recruits volunteers for the team 
- by developing a list of prospective visitors from local churches, and personal contact; 
- by informing prospective visitors of the required pastoral care training, both the ten-week 

ecumenical course, and in-house training; 
- by maintaining a close relationship with Ministers of local congregations to keep them 

aware of the spiritual care program, benefits to church workers of hospital visitations, and 
the on-going need for new volunteers; and 

- by interviewing prospective visitors, to determine suitability for spiritual care visiting. 
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c) Provides orientation for new members 
- by arranging for new volunteer visitors to attend Hospital Chaplain's spiritual care 

orientation, necessary physical and medical examinations, immunizations, and security 
clearances; 

- by informing visitors of procedures specific to the Hospital, and differences between 
hospital spiritual care and other types of care; 

- by accompanying new visitors around hospital, indicating restricted and permitted areas; 
- by accompanying new visitors while visiting patients, demonstrating various conversational 

styles, indicating listening skills that need to be developed; 
- by instructing visitors on procedures for preparing a "rounds list" of patients; 
- by instructing visitors on reporting requirements; 
- by instructing their team on how to make referrals to Congregational Clergy; and 
- by instructing their team on current requirements for confidentiality.   

 
d) Provides ongoing support to team members 
- by being available, as frequently as possible, for discussion when members complete 

visitations, discussing normal and abnormal activities; 
- by encouraging team members to discuss concerns with Hospital Chaplains; 
- by recommending or demonstrating various solutions or approaches to problems; 
- by arranging periodic team meetings to discuss new areas of interest, problem areas that 

have arisen within team or by other denominational teams; and 
- by recognizing team members' activities through reports to Hospital Chaplain or Spiritual 

Care Co-ordinator’s committee, and to Presbytery Chaplaincy Ministry Team and local 
churches. 

  
e) Encourages and coordinates ongoing training for team members 
- by maintaining awareness of ongoing training opportunities given by hospital, Presbytery, 

and by other organizations; 
- by encouraging members to participate in this training, to develop new knowledge and 

skills, or to upgrade current knowledge; and 
- by arranging for financial assistance when available from Chaplaincy Ministry Team, or 

from local churches and other sources. 
 
f) Ensures that the team adheres to the policies and guidelines of Presbytery and of the Hospital 
- by being knowledgeable and aware of existing and new guidelines of Presbytery and the 

Hospital for volunteer spiritual care visitors; 
- by instructing their teams to only visit United Church members and adherents 
- by instructing teams on how to transfer names that where incorrectly placed on the United 

Church lists and add names that have been missed following consultation with the patient 
and or families 

- by instructing teams on protocols for handling patients requesting a visit who are not part 
of the United Church faith by assessing the situation on a case by case bases or referred the 
patient to the Hospital Chaplain.   
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- by instructing their teams on making referrals to Hospital Chaplains where issues with 
patient are outside the role of a Spiritual Care Visitor. 

- by instructing their team on how to make referrals to Congregational Clergy following a 
request from the patient. Congregational Clergy will not be contacted if the patient has not 
given specific approval for this to happen.  Confidentiality must be maintained at all times.  

- by meeting regularly with Hospital Chaplain and other denominational coordinators to 
discuss the work of the team, identify problem areas, institutional changes that will impact 
team activities; and 

- by completing regular reports on team activities required by Hospital. 
 
 
g) Recruits On-Call Clergy upon request from the Director of Spiritual Care  
- by obtaining a current list from the Chaplaincy Ministry Team and/or Presbytery of all 

clergy;   
- by contacting clergy to determine availability; 
- by referring the candidates’ names to Chaplaincy Ministry Team for approval; and 
- by providing feedback to the Director.  

 
h) Reports to the Chaplaincy Ministry Team of Ottawa Presbytery 
- by attending, as a member, regular meetings of the Chaplaincy Ministry Team; 
- by informing the ministry team on Team activities; and 
- by preparing periodic reports and statistics required by the ministry team. 
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Christian Development Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(d) standing committees to relate to the working units and permanent committees of the 
General Council 

The Manual (August 2013) 
 
Working Units of the General Council ς /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
The Church in Mission Unit provides support and leadership to The United Church of Canada 
ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ DƻŘΩǎ Ƴƛǎǎƛƻƴ ƻŦ ƧǳǎǘƛŎŜΣ ǇŜŀŎŜ ŀƴŘ ǘǊŀƴǎŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ǿƻǊƭŘΣ ǘƘǊƻǳƎƘ ƛǘǎ 
ǾŀǊƛƻǳǎ ƳƛƴƛǎǘǊƛŜǎ ŀƴŘ ǇŀǊǘƴŜǊǎ ƛƴ ǘƘŜƛǊ ŎƻƴǘŜȄǘǳŀƭ ǊŜǎǇƻƴǎŜ ǘƻ DƻŘΩǎ ƛƴǾƛǘŀǘƛƻƴ ǘƻ 
partnership... Formation for Faithful Leadership (providing leadership to the process of 
formation, education and training for the mission and ministry of the church)... 

United Church website (July 2013) 
 
This ministry team also relates to the General Council Permanent Committee on Programs 
for Mission and Ministry. 
 

 
Responsibilities - General 
The Christian Development Ministry Team seeks to enhance spiritual life and nurture; increase 
knowledge of theology, scripture, tradition, and church history; and deepen faith and 
understanding of all persons within the bounds of Ottawa Presbytery by: 

¶ Developing workshops and educational events; 

¶ Partnering with individuals, congregations and groups (e.g., the Presbytery Minister, the 
Madawaska Institute) to support and develop educational programs of high quality; 

¶ Initiating new projects on behalf of the whole presbytery. (e.g., Calendar, Film License) 
that serve to enhance the educational life of congregations and presbytery; 

¶ Actively seeking ways to foster the yearly theme of Ottawa Presbytery and support the 
Presbytery Chair in its development and promotion; 

¶ Being available and willing to assist congregations, groups and presbytery ministry 
teams in program development, design and delivery; 

¶ Receiving and adjudicating applications for Stewart House Funds; 

¶ Conducting Marriage Preparation Workshops on behalf of the presbytery; and 

¶ Researching the variety of educational initiatives being undertaken throughout the 
presbytery and the wider church and sharing them with presbytery members; and 

¶ Preparing a budget for submission to the Finance Ministry Team as part of the 
budgetary process and administering these funds. 

 
Responsibilities ς Chair 

¶ Call meetings, establish agenda, and open meetings with prayer; 
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Normal Membership Size 
6-10 members; the chair must be a presbyter but only half of the members need to be 
presbytery members. 
 

Time Commitment / Meeting Frequency / Style 
First Wednesday of the month except January, July and August; “Open space” meeting 
style whenever possible and a consensus model of decision-making. 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 
 

Skills 
This is a working ministry team.  As each member is responsible for an area of the work, 
this ministry team needs and looks for a diversity of interests, broad knowledge base 
and strong areas of competence in its members.  The ministry team seeks persons who 
have a passion for Christian development and spiritual formation in the broadest sense.  
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Subcommittee - Life Long Learning Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(c) standing committees to relate to the standing committees of the Conference 
The Manual (August 2013) 
 
Montreal & Ottawa Conference has a Continuing Education Committee which promotes 
continuing education for both ordered and lay persons as well as reviews applications and 
approves grant funds for continuing education. 

 
Responsibilities 

¶ Provide information on the funding available for lifelong learning opportunities, 
including availability of applications forms; 

¶ Receive applications from persons in Ottawa Presbytery, ensuring that all signatures and 
other necessary information is provided; and 

¶ Serve as the presbytery representative on the Conference Continuing Education 
Committee. 
 

Time Commitment / Meeting Frequency 
Conference committee meets by conference call in April and in October; review the 
applications in the period prior to these meetings. 
 

Term of Office 
3 years (renewable) 

 
Skills 

¶ Strong belief in lifelong learning; knowledge of UCC policy and structure; good people 
skills; and strong organizational skills 
 

Support / Resources 
 Presbytery Minister; Conference Executive Secretary 
 
Montreal & Ottawa Conference 

One representative from each of the five presbyteries in M&O Conference serves on the 
Conference Continuing Education Committee (conference call twice a year). 

 
General Council 
Pursuant to section C.4.5.2 (d) of The Manual 2013 which states that “The presbytery must 
have ... standing committees to relate to the working units and permanent committees of the 
General Council”, this ministry team relates to the Church in Mission κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
(Formation for Faithful Leadership) Working Unit.  
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 Church Extension Committee  
 
Responsibilities 

Please see the By-Laws for the formal list of duties; this is a general overview of tasks: 

¶ Invest the assets of the committee on behalf of the presbytery;  

¶ Prepare an annual report including financial statements and present them to the 
presbytery; 

¶ Work with congregations seeking funding for building projects; 

¶ Set a re-payment schedule including the interest for all loans and review it annually; 

¶ Create a contract for loans and payment schedule and monitor this over the period of 
the loan; and 

¶ Consider requests for funding as the church re-develops in the next 20 years. 
 

Normal Membership Size 

¶ Up to 16 members named by presbytery; committee is empowered to make 
recommendations to presbytery as to its members;  

¶ The Chair Elect of presbytery shall be an ex-officio member along with the Chairs of 
Mission Support, New Church Development and Redevelopment, and Property 
Committees, or their successor committees; the Chair of the Mission Strategy Ministry 
Team is considered the Chair of New Church Development and Redevelopment; 

¶ At each annual general meeting the members shall elect a Board of not less than seven 
(7) and not more than eleven (11) directors; 
 

Time Commitment / Meeting Frequency 
3-4 meetings per year; more if required by work load; by tradition, the Annual Meeting 
is held in the fall. 
 

Term of Office 
3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive (OPEX) 
Reports to the Executive 

 
Skills 

These skills to be held corporately by the committee, not necessarily by each member: 

¶ Experience with banking practices including loans and interest, and investments, long 
and short term; 

¶ Ability to formulate and review financial statements; 

¶ Experience with real estate proceedings and land and property values in the Ottawa 
area; 

¶ Familiarity with congregations in the Ottawa Presbytery in order to respond to requests 
for funding; 

¶ Ability to prepare and interpret legal contracts; 
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¶ Ability to assess proposals for funding and make objective decisions considering the 
good of the whole presbytery as well as individual congregations; 

¶ Ability to do long range planning in terms of real property and to understand the church 
and its emerging needs as it evolves in the 21st century; 

¶ Familiarity with investing options for the funds held by the committee; and 

¶ Ability to keep complete records of all transactions involving the committee. 
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By-Law No.1 ς Church Extension Committee 
 
Mandate (as given in Minutes of Ottawa Presbytery, approved February 1997) 
 
BY-LAW NO. 1  - CHURCH EXTENSION COMMITTEE 
BE IT ENACTED that this by-law No. 1 of the Church Extension Committee of The Ottawa 
Presbytery of The United Church of Canada (hereinafter referred to as the "Committee") 
replaces by-law No. 1 of September 25, 1962 as amended on May 14, 1985 with the following: 
 
1. HEAD OFFICE. 
 The Head Office of the Committee shall be at the City of Ottawa in the Regional 
Municipality of Ottawa-Carleton at such place therein as the Board of Directors (hereinafter 
called the "Board") may from time to time determine. 
 
2. SEAL. 
 The seal and impression thereof as stamped in the margin hereof shall be the corporate 
seal of the Committee. 
 
3. MEMBERSHIP. 
 The members shall consist of the persons who are appointed at least annually by The 
Ottawa Presbytery to the Committee, not to exceed sixteen (16) in all. The Committee is 
empowered to make recommendations to the Presbytery as to its members. The Chair-elect of 
the Presbytery shall be an ex officio member along with the Chairs of Mission Support, New 
Church Development and Redevelopment, and Property Committees, or their successor 
committees. 
 
4. MEETINGS. 
 General meetings of members must be held at least once per year at head office or 
elsewhere within the boundaries of the Presbytery. The annual general meeting shall be held at 
such date as the Board may from time to time determine. Other general meetings may be 
called at any time by order of the Board or of the President or of any two of the other directors. 
Notice of the place, date and time of a general meeting shall be given to each member by 
prepaid letter mailed at least ten (10) days before the date fixed for the holding of the meeting. 
A quorum for the transaction of business at any general meeting shall consist of at least one-
third plus one (1) of the members. 
 
5. DIRECTORS. 
 A director shall be a member of the Committee at the time of his or her election or 
appointment and throughout his or her appointment and through his or her term of office and 
also a member of the United Church of Canada. At each annual general meeting the members 
shall elect a Board of not less than seven (7) and not more than eleven (11) directors. A list of 
directors shall be provided to the Ottawa Presbytery for review and approval. Directors shall 
hold office until the next annual general meeting or until their respective successors shall have 
been elected or appointed. Those retiring at an annual general meeting shall be eligible for re-
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election. In the event of any vacancy in the Board occurring between annual general meetings, 
the remaining directors may, by appointment, or the members in general meeting may, by 
election, fill the vacancy and the name of the director(s) so appointed or elected shall also be 
provided to the Ottawa Presbytery for review and approval. A meeting of the Board may be 
called by the President or any two of the other directors to be held at any time and place within 
the boundaries of the Presbytery on two (2) days notice in writing to each director, provided 
that it shall not be necessary to give formal notice of any meeting at which all directors are 
present or which is held with the consent of the absent director or directors, and notice of any 
meeting may be waived by any director before or after it is held. 
 
 Except as otherwise provided by the by-laws of the Committee or by law any of the 
powers of the Committee may be exercised by the Board. 
 
6. FEES AND SALARY. 
 No fee shall be paid to any director of the corporation as such, but a director may be 
paid for other services rendered to the corporation and reimbursed for expenses properly 
incurred on behalf of the corporation. Before any salary can be paid or agreed to be paid, the 
approval of the Ottawa Presbytery must be obtained. 
 
7. OFFICERS. 
 The officers of the Committee shall consist of a President, Vice-President, and a 
Secretary-Treasurer, and such other officers as the Board from time to time consider advisable. 
 
 The PRESIDENT shall be elected by the Directors of the Committee and be confirmed by 
the Ottawa Presbytery. Other officers shall be elected by the Directors. The President shall be 
the chief executive officer and shall preside at all meetings of the directors and members of the 
Committee and shall perform all other duties incidental to the office and shall have such other 
powers and duties as may from time to time be assigned by the Board.  
 
 The VICE-PRESIDENT shall be vested with all the powers and shall perform all the duties 
of the President in the absence or disability of the President. 
 
 The SECRETARY-TREASURER shall issue or cause to be issued notice for all meetings of 
the Board or all the members when directed so to do and have charge of the minute book of 
the Committee, the corporate seal and of all books and records. The Secretary-Treasurer shall 
perform such other duties as are incidental to the office or as the Board may from time to time 
properly require. The Secretary-Treasurer shall also have the care and custody of all the funds 
and security of the Committee and shall deposit the same in the name of the Committee in 
such bank or banks or any such depository or depositories as the Board may direct. The 
Secretary-Treasurer shall keep accurate records of all receipts and disbursements and render 
such reports to the Board and members as required from time to time. The Secretary-Treasurer 
shall perform such other duties as are incidental to the office or as the Board may from time to 
time properly require. 
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8. COMMITTEE ORGANIZATION. 
 The Church Extension Committee has the power to appoint Sub-Committees as 
required. The President is a member, ex-officio, of each Sub-Committee.  
 
9. SOLICITATION OF FUNDS. 
 No appeal or solicitation for funds will be undertaken without the prior written consent 
of the Ottawa Presbytery. 
 
10.  INDEBTEDNESS. 
 At no time shall the total indebtedness of the Committee exceed the sum of the lesser 
of $100,000 or 50% of liquid assets. 
 
11.  PROPERTY. 
 Any sale, transfer, leasing for a term of or exceeding five (5) years (including all rights of 
renewal), or mortgaging or acquisition of any real or personal property may not occur without 
the prior written consent of the Ottawa Presbytery and the Montreal & Ottawa Conference. 
Any lease for a term of less than five (5) years (including all rights of renewal) may be made 
without such consent. 
 
12.  INSURANCE. 
 Insurance will be kept in force covering fire, comprehensive liability, and such other 
insurable items in such amounts as the Conference may require. 
  
13.  DISPOSITION OF ASSETS. 
 In the event the Committee ceases to function, or its corporate existence is terminated, 
its assets shall become vested in The United Church of Canada to be held in such trusts as 
Presbytery and Conference may determine.  
 
14.  REPORTS.  
 The Committee shall submit a report and an audited financial statement annually to The 
Ottawa Presbytery and at such other time or times as the Presbytery may request. 
 
15.  EXECUTION OF DOCUMENTS. 
 The signing officers of the Committee for all purposes including deeds, contracts or 
other documents requiring to be signed on behalf of the Committee shall be signed by any two 
of the President, Vice-President and Secretary-Treasurer and the corporate seal of the 
Committee may be affixed to any document so signed.  
 
16.  FINANCIAL YEAR. 
 The fiscal year of the Committee shall end on the 30th day of June. 
 
17.  AUDITOR. 
 An Auditor shall be appointed by the Committee to audit the annual financial statement.  
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18.  AMENDMENT. 
 These by-laws may be amended only by a vote of two-thirds of the members of the 
Committee and after prior written approval by the Ottawa Presbytery, provided that 
Paragraphs 5, 6, 9, 10, 11, 12, 13, 14 and this very paragraph 18 may be amended only with the 
administrative approval of Montreal & Ottawa Conference and the General Council.  
 
19.  IT IS FURTHER AGREED that wherever the singular and masculine are used in this 
Agreement, they shall be construed as if the plural or feminine or the neuter had been used, 
where the context or the party hereto so require, and the rest of the sentence shall be 
construed as if the grammatical and terminological changes thereby rendered necessary had 
been made 
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Church in Society Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(d) standing committees to relate to the working units and permanent committees of the 
General Council 

The Manual (August 2013) 
 
Working Units of the General Council ς /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
The Church in Mission Unit provides support and leadership to The United Church of Canada 
ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ DƻŘΩǎ Ƴƛǎǎƛƻƴ ƻŦ ƧǳǎǘƛŎŜΣ ǇŜŀŎŜ ŀƴŘ ǘǊŀƴǎŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ǿƻǊƭŘΣ ǘƘǊƻǳƎƘ ƛǘǎ 
ǾŀǊƛƻǳǎ ƳƛƴƛǎǘǊƛŜǎ ŀƴŘ ǇŀǊǘƴŜǊǎ ƛƴ ǘƘŜƛǊ ŎƻƴǘŜȄǘǳŀƭ ǊŜǎǇƻƴǎŜ ǘƻ DƻŘΩǎ ƛƴǾƛǘŀǘƛƻƴ ǘƻ 
partnership... Church in Partnership (global, Canadian, and ecumenical partnership 
programs, and mission and justice engagement)... 

United Church website (July 2013) 
 
This ministry team also relates to the General Council Permanent Committee on Programs 
for Mission and Ministry. 
 

 

Responsibilities - General 

¶ Seek greater social justice in our community; 

¶ Focus on poverty in our midst through networking, educational events, and seed money 
grants; 

¶ Find a balance among explicit advocacy activities, building awareness through 
education, and capacity building; and 
 

Responsibilities ς Chair 

¶ Call meetings, prepare agenda and open meeting with prayer; and 

¶ Prepare a budget for submission to the Finance Ministry Team as part of the budgetary 
process and administer these funds. 
 

Normal Membership Size 
Flexible 
 

Time Commitment / Meeting Frequency 
6-8 meetings a year plus specific events 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
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Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

¶ Passion for social justice 

¶ Knowledge and experience of social policy  
 

Support / Resources 
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Diversity Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(d) standing committees to relate to the working units and permanent committees of the 
General Council 

The Manual (August 2013) 
 
Working Units of the General Council ς /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
The Church in Mission Unit provides support and leadership to The United Church of Canada 
ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ DƻŘΩǎ Ƴƛǎǎƛƻƴ ƻŦ Ƨǳstice, peace and transformation in the world, through its 
ǾŀǊƛƻǳǎ ƳƛƴƛǎǘǊƛŜǎ ŀƴŘ ǇŀǊǘƴŜǊǎ ƛƴ ǘƘŜƛǊ ŎƻƴǘŜȄǘǳŀƭ ǊŜǎǇƻƴǎŜ ǘƻ DƻŘΩǎ ƛƴǾƛǘŀǘƛƻƴ ǘƻ 
partnership... Church in Partnership (global, Canadian, and ecumenical partnership 
programs, and mission and justice engagement)... 

United Church website (July 2013) 
 
This ministry team also relates to the General Council Permanent Committee on Programs 
for Mission and Ministry. 
 

 
Responsibilities - General 

¶ Provide ongoing opportunities for theological reflection, education and action within 
the court regarding the meaning of inclusive welcome that embraces an ever wider 
array of people and groups; 

¶ Provide support to groups or categories of people who are unjustly excluded from the 
work of Ottawa Presbytery. (The ministry team’s role is not to appropriate the voice of 
any other group, but to provide support to others as they seek to overcome prejudice, 
bias or other unjust elements that may exist in the work of the court.) 

¶ Encourage the pastoral charges within Ottawa Presbytery and presbyters to engage in 
justice issues related to gay, lesbian, bisexual, transgender and two-spirited people; 

¶ Provide assistance as requested by pastoral charges and other ministries within and 
beyond the bounds of Ottawa Presbytery that choose to explore becoming Affirming 
Ministries;  

¶ Maintain the presbytery’s membership in Affirm United, including encouraging that 
Ottawa Presbytery sends representation to Affirm United's annual meeting; and 

¶ Administer funds assigned by the Presbytery to allow ongoing membership and 
participation in Affirm United, and to provide support for the Affirming Ministry work in 
Ottawa Presbytery and beyond 

 
Responsibilities ς Chair 

¶ Call meetings, prepare agenda and open meeting with prayer; and 

¶ Prepare a budget for submission to the Finance Ministry Team. 
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Normal Membership Size 

3-5 members 
 

Time Commitment / Meeting Frequency 
5-6 times per year 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 

 
Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 
¶ Ability to speak about sexual orientation and gender differences with comfort; 

¶ Ability to give voice to issues of justice, equality and fairness; and 

¶ Ability to work collaboratively on an action plan for Ottawa Presbytery. 

 
Support / Resources 

Affirm United 
  



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 40 
 

Education and Students Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.3 Fulfilling Named Committee Responsibilities 
In these bylaws and other approved policies and procedures, responsibilities have been 
assigned to the following presbytery committees: 

(a) Education and Students Committee; 
(b) Pastoral Oversight Committee; and 
(c) Pastoral Relations Committee. 

The presbytery must have committees in place to fulfill those responsibilities or provide for 
their work to be done in some other way.  The committees may have the names above or 
different names. 

The Manual (August 2013) 

Education and Students Committee 
(a) Assisting members of the order of ministry and governing bodies of local ministry units to 
seek out people to become candidates for the order of ministry;  
 
(b) supporting the discernment process in pastoral charges;  
 
(c) investigating whether an inquirer is suitable for ministry;  
 
(d) making a recommendation to the presbytery on whether to receive an inquirer as a 
candidate for the order of ministry;  
 
(e) supervising and nurturing candidates throughout the candidacy period;  
 
(f) making a recommendation to the presbytery on whether to continue each candidate;  
 
(g) determining whether the internship requirements have been met satisfactorily for each 
candidate;  
 
(h) making a recommendation to the presbytery on whether to recommend to the Conference 
that a candidate be commissioned or ordained; and  
 

(i) investigating the suitability of people and making recommendations to the 
presbytery for the following:  
(i) admission or readmission to the order of ministry;  
(ii) appointment as designated lay ministers;  
(iii) recognition as designated lay ministers;  
(iv) licensing as licensed lay worship leaders;  
(v) other presbytery appointments; and  
(vi) removing names from the Discontinued Lay Ministry Appointment List. 

The Manual – Related Resources - Presbytery Committees (August 2013) 
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Note: The practice in Ottawa Presbytery is that the Presbytery Licensed Lay Worship Leaders 
Ministry Team makes recommends regarding the licensing of persons as Licensed Lay Worship 
Leaders. In addition, the Education & Students Ministry Team does not make recommendations 
regarding the suitability of persons for other presbytery appointments. 
 
Responsibilities ς Member 

¶ Attend monthly ministry team meetings; 

¶ Serve as a presbytery representative on Discernment Committees; and  

¶ Be available to be part of the interview teams meeting with students / candidates. 
 
Responsibilities ς Chair 
Note: this is a large commitment, likely minimally about 4-8 hours per week 

¶ Call and chair meetings of the ministry team; open the meeting with prayer; 

¶ Interface with congregations seeking to establish Discernment Committees; 

¶ Oversee the files on Inquirers and Candidates; 

¶ Oversee the completion of appropriate forms and their appropriate routing; 

¶ Relate to the Conference Interview Board; 

¶ Relate to Inquirers and Candidates and keep in communication with them; 

¶ Prepare an annual budget; 

¶ Administer the Student’s Fund of Ottawa Presbytery (with the Treasurer); 

¶ Serve on Conference Education & Students Committee (see below); and 

¶ Serve as a resource person to the Conference Interview Board (see below). 
 
Normal Membership Size 
 

¶ Minimum of four members 

¶ Must consist of an equal number of lay people and members of the order of ministry, 
where possible. 

¶ Presbytery elects a convenor and a secretary 
The Manual – Related Resources - Presbytery Committees (August 2013) 

 
10 persons (balance of ordered ministry and lay; gender) 

 
Time Commitment / Meeting Frequency 

¶ Monthly meeting prior to regular presbytery meetings (2 ½ hrs); 

¶ Meeting with discernment committees in congregations – evening meetings about once 
a month for each discernment committee; many committee members serve on more 
than one discernment committee;  

¶ Interview time with students – as scheduled; and 

¶ Be responsible for one area of the ministry team’s work. 
 
Term of Office 

For chair – 3 years (generally non-renewable); for members – 3 years (renewable) 
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Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 
 

Skills ς General 

¶ Knowledge of the ethos of The United Church of Canada; 

¶ Ability to relate to people; 

¶ Willingness to name issues and concerns; 

¶ Understanding of ministry within the UCC; and  

¶ Ability to keep confidential information. 
 

Skills ς Chair 
In addition to the above 

¶ Insight into the strengths and weaknesses of individuals; 

¶ Organized and administratively able to process forms and file appropriately; and 

¶ Good knowledge of the candidature process. 
 

Support / Resources 

¶ Conference Personnel Minister West is the primary Conference support; and the 
Presbytery Minister; 

¶ From The Manual 2013 and Related Resources: Admission to the Order of Ministry; 
Discontinued Lay Ministry Appointment List ς Process for Removing A Name entering 
Ministry; Police Records Checks; and Supervised Ministry Education 

 
Montreal & Ottawa Conference 

The chair or designate is a member of Conference Education & Students Committee 
(meets in Montreal in January and in the fal ); the chair is also resource person to the 
Conference Interview Board (CIB) which meets twice a year for 1½-2 days; this ministry 
team also relates to the Conference Internship & Educational Supervision Committee 
(CIES). Members for the CIES are recruited by the Conference Nominations Committee. 
 

General Council 
Pursuant to Pursuant to section C.4.5.2 (d) of The Manual 2013 which states that “The 
presbytery must have …standing committees to relate to the working units and permanent 
committees of the General Council”, this ministry team relates to the Ministry and 
Employment Working Unit and the Permanent Committee on Ministry and Employment 
Policies.   
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Finance Ministry Team 
 

Finance Committee 
a) Preparing a budget for the presbytery annually that includes the operating expenses 

of the presbytery, the Conference assessment of the presbytery, and the amounts for 
ministries for which the presbytery provides funding; 

b) Recommending a basis of assessment of the pastoral charges to meet the needs of the 
budget; 

c) Sending assessments to the pastoral charges and collecting their contributions; 
d) Making payments as required under the budget approved by the presbytery, or as 

directed by the presbytery; 
e) Keeping accounts and submitting an audited statement of receipts and expenditures 

to the presbytery annually; and 
f) Providing interim financial statements as required by the presbytery. 

The Manual – Related Resources - Presbytery Committees (August 2013) 
 

 

Responsibilities - General 
In addition to the responsibilities listed above: 

¶ Review annual financial statements of United Church incorporated bodies within the 
presbytery.  This review is done on behalf of Montreal and Ottawa Conference.  The 
results of this review are to be reported to Ottawa Presbytery and to Montreal and 
Ottawa Conference; and 

¶ Offer assistance and support to pastoral charge treasurers, as necessary. 

Responsibilities ς Chair 

¶ Call the meetings, prepare an agenda and open meetings with prayer;  

¶ Be an ex-officio member of the Mission Support Ministry Team (meets 4 times a year); 
and 

¶ Be a member of the Conference Finance Committee (see below). 
 

Normal Membership Size 
Chair, Treasurer and 4-6 members 

 
Time Commitment / Meeting Frequency 

Meetings held prior to supper at some presbytery meetings (1 ½ hrs) 
 
Term of Office 

For chair – 3 years (renewable); for members – 3 years (renewable) 
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Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

¶ Ability to read financial statements; 

¶ Ability to question financial assumptions; 

¶ Interest in the budgeting process; and 

¶ Willingness to work on assessment process 
 

Support / Resources 
From The Manual 2013 and Related Resources: 

Financial Handbook for Congregations 2010 
 

Montreal & Ottawa Conference 
Chair is a member of the Conference Finance Committee (1-2 conference calls and 1 
meeting in Montreal). 

 
General Council 
Pursuant to section C.4.5.2 (d) of The Manual 2013 which states that “The presbytery must 
have... standing committees to relate to the working units and permanent committees of the 
General Council”, this ministry team relates to the Finance Working Unit and the Permanent 
Committee on Finance. 
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Global Partners Ministry Team 
 

World Outreach Committee 
  
όŀύ {ǘƛƳǳƭŀǘƛƴƎ ŎƻƴŎŜǊƴΣ ŀǿŀǊŜƴŜǎǎΣ ŀƴŘ ƛƴǾƻƭǾŜƳŜƴǘ ƛƴ ǘƘŜ ŎƘǳǊŎƘΩǎ Ƴƛǎǎƛƻƴ ƛƴ ƛǘǎ Ǝƭƻōŀƭ 
dimensions;  
 
(b) informing the presbytery about the policies and programs of the appropriate General 
Council working unit; and  
 
(c) informing the presbytery about worldwide mission projects with partner churches, and 
opportunities for people to work in these mission projects. 

The Manual – Related Resource - Presbytery Committees (August 2013) 
 

 

Responsibilities 
Global Partners (Ottawa Presbytery) emphasizes working with others in partnership to 
participate in God’s mission in the world.  Global Partners carried out this work in presbytery 
and its congregations by: 

¶ Promoting General Council initiatives (e.g. United for Peace campaign); 

¶ Encouraging the use of General Council resources in congregations (e.g. Empire study); 
and 

¶ Arranging visits of overseas personnel. 
Global Partners acts as a bridge between the different levels of the church by: 

¶ Bringing concerns about issues to Conference and General Council in Proposals and 
Resolutions; 

¶ Actively participating in the Conference Justice, Global and Ecumenical Relations 
Network; and 

¶ Providing educational opportunities and awareness of world-wide issues to its members 
through regularly scheduled meetings, and by offering educational support to 
congregations on issues related to justice, global and ecumenical concerns. 
 

Normal Membership Size 
This ministry team is composed of a core group of 6 members with many persons who 
regularly participate in the monthly meetings and who consider themselves to be team 
members. 
 

Time Commitment / Meeting Frequency 
Monthly meetings over lunch (Oct.-May) 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
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Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

Interest in social justice 
 

Montreal & Ottawa Conference 
There is a parallel Conference Justice, Global and Ecumenical Relations Network in 
which some members participate. 

 
General Council 
This ministry team relates to the Church in Mission κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ (Church in 
Partnership) Working Unit and the Permanent Committee on Programs for Mission and 
Ministry.  
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Inter-Church Inter-faith Network Ministry Team 
 

Committee on Inter-Church and Inter-Faith Relations  
 
(a) Raising awareness in the presbytery about ecumenical affairs, including sharing 
information about the work of the World Council of Churches and the Canadian Council of 
Churches;  
 
(b) assisting ministry personnel and pastoral charges in ecumenical outreach, especially with 
parishes of the Roman Catholic Church, evangelical groups, and the leaders and members of 
the Jewish community;  
 
(c) promoting the use of ecumenical materials in the presbytery and the pastoral charges;  
 
(d) supporting the formation of local councils of churches and inter-faith organizations and 
other local inter-church activities;  
 
(e) initiating ecumenical consultations, workshops, and the use of the communications media 
for ecumenical outreach; and  
 
(f) encouraging other inter-church activities. 

The Manual – Related Resources - Presbytery Committees (August 2013) 
 

Position Description for Presbytery Minister 
B.            Communication 
                The Presbytery Minister will be the official Presbytery Information Officer in 
consultation with the Presbytery Communications Committee and the Chair of Ottawa 
Presbytery. This role will include the following responsibilities: Χ 
 
3. Communicate and connect with the ecumenical and multi-faith groups of the Ottawa 
area.             
 

 

General 

¶ This network brings together persons who are interested in and doing work in the area 
of Inter-Church Inter-faith relations.  From time to time, this network may be called 
upon by the Executive or other presbytery committees to assist in specific work.  It is an 
alliance of people who share a common concern and engagement. 

 
Responsibilities 

¶ Be aware of the inter-faith and ecumenical groups meeting within the presbytery; 
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¶ Where appropriate, to suggest appointments to various inter-faith and ecumenical 
groups of those persons who will represent the presbytery; 

¶ Prepare a budget that includes the payment of membership fees to the inter-faith and 
ecumenical bodies where presbytery membership is desirable; and  

¶ Keep before the presbytery the importance of inter-faith and ecumenical dialogue. 
 

Normal Membership Size 
3-4 members, including the Presbytery Minister 
 

Time Commitment / Meeting Frequency 
At call of Chair 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 
 
Support / Resources 
 
Montreal & Ottawa Conference 
There is a Conference Justice, Global and Ecumenical Relations Network.  
 
General Council 
This ministry team relates to the /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ ό/ƘǳǊŎƘ ƛƴ 
Partnership) Working Unit and the Permanent Committee on Programs for Mission and 
Ministry. 
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Licensed Lay Worship Leaders (LLWL) Ministry Team 
 

Chapter B ς Local Ministry Unit 
7.4.5 Recommending Members to Presbytery 

¢ƘŜ ƎƻǾŜǊƴƛƴƎ ōƻŘȅ ǊŜŎƻƳƳŜƴŘǎ ǎǳƛǘŀōƭŜ ƳŜƳōŜǊǎ ŦƻǊ ǘƘŜ ǇǊŜǎōȅǘŜǊȅΩǎ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ŀǎ 
a) Licensed lay worship leaders; Χ 

 
Chapter I ς Pastoral Relations 

1.8.4 Licensed Lay Worship Leaders 
The ǇǊŜǎōȅǘŜǊȅ Ƴŀȅ ƭƛŎŜƴǎŜ ŀ ǇŜǊǎƻƴ ŀǎ ŀ άƭƛŎŜƴǎŜŘ ƭŀȅ ǿƻǊǎƘƛǇ ƭŜŀŘŜǊΦέ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ 
requirements apply: 
(a) the person must be a member of a congregation in that presbytery; and 
(b) the licence must be for a specified term, which may be renewed. 
 
A licensed lay worship leader serves under the direction of the presbytery. 
 
If a licensed lay worship leader becomes a member of a congregation in another presbytery, 
the person must be recognized by that other presbytery in order to continue serving as a 
licensed lay worship leader. 

The Manual (August 2013) 

 

Program of Study for Licensed Lay Worship Leaders (LLWL) 
(Based on The Manual 2013 and Licensed Lay worship Leaders Guidelines for Preparation, UCC) 
 
Purpose: This course is to prepare lay people for occasional worship leadership and preaching 
within the bounds of presbytery in the absence of a regular designated minister. 
 
Candidates: Candidates must be a member “in good standing” of a congregation within the 
presbytery. 
 
Program:  The program leading to licensing as a Licensed Lay Worship Leader shall be 
approximately two years and shall cover topics related to worship leadership including study of 
theology, church history, Hebrew Scriptures and New Testament, designing of worship services, 
preaching and pastoral boundaries. 
 
Oversight: The presbytery through the LLWL Ministry Team shall have oversight of study 
programs for Licensed Lay Worship Leaders. 
(a) it shall be the responsibility of the LLWC Ministry Team to assess the readiness of an 
applicant for licensing as a Licensed Lay Worship Leader; 
(b) The LLWL Ministry Team shall make enquiry as to the ability, character, and doctrine of a 
person recommended by a Session or Church Board or Church Council to be licensed as a 
Licensed Lay Worship Leader;  
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(c) Midterm and final interviews shall be conducted and include the student’s self assessment; 
and 
(d) Written examinations of the course of study shall be conducted. 
 
Licensed Lay Worship Leaders 
 
(a) The person licensed as a Licensed Lay Worship Leader shall function under the direction of 
presbytery; 
 
(b) Licensing is to occur at a public service to be held under the direction of the Chair of 
presbytery; 
 
(c) Transferability: A Licensed Lay Worship leader transferring membership in The United 
Church of Canada from one pastoral charge to another pastoral charge in the same presbytery 
shall continue to be recognized as a Licensed Lay worship leader.  A Licensed Lay Worship 
Leader transferring membership to a pastoral charge in another presbytery shall not function as 
a Licensed Lay Worship Leader until recognized as a Licensed Lay Worship Leader by that 
presbytery. 
 
(d) Renewal of License: The license of a Licensed Lay Worship Leader shall be renewed each 
year at the discretion of the presbytery within the jurisdiction of which such Licensed Lay 
Worship Leader is a member in good standing of a congregation.  
 
 
Responsibilities ς General 

¶ Ensure that a course of study is offered at regular intervals within the presbytery; 

¶ Recruit appropriate course leaders; 

¶ Produce information about the course and the availability of Licensed Lay Worship 
Leaders within the presbytery; 

¶ Promote continuing education opportunities during the year; 

¶ Make recommendations to the presbytery each year about the re-licensing of Lay 
Worship Leaders; and 

¶ Conduct a review / evaluation of the course of study, from time to time. 
 

Responsibilities ς Chair 
In addition to those listed above: 

¶ Call meetings, prepare an agenda and open the meeting with prayer; 

¶ Help the ministry team review the course of study; 

¶ Ensure the ministry team is in contact with Lay Worship Leader’s home Session, Council 
or equivalent as part of the re-licensing process; and  

¶ Provide direction to the work of the ministry team. 
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Normal Membership Size 
The new Guidelines adopted by both M&O Conference (November 2015) and Ottawa 
Presbytery (February 2016) state:  Each Presbytery Licensed Lay Worship Leader 
Committee shall consist of five (5) members: two (2) active Ministry Personnel [OM, DM, 
DLM]; two (2) lay people [not a LLWL]; and one (1) Licensed Lay Worship Leader.  
Quorum for this committee will consist of three members, one of whom must be Ministry 
Personnel. 
 

Time Commitment / Meeting Frequency 
At the call of the Chair about 3 times a year 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills ς General 

¶ Knowledge of the role of Licensed Lay Worship Leaders; 

¶ Some basic theological understanding of The United Church of Canada; 

¶ Some knowledge of adult learning styles; and 

¶ Ability to give constructive feedback. 
 

Skills ς Chair 

¶ Interest in lay education within the church; 

¶ Supportive of Licensed Lay Worship Leaders; 

¶ Ability to organize an educational process; and 

¶ Willingness to recruit leaders for the course. 
 

Support / Resources 

¶ The Manual 2013 and Related Resources – Licensed Lay Worship Leaders; 

¶ A course of study has been prepared by the presbytery; 

¶ Presbytery Minister; and 

¶ Current Lay Worship Leaders 
 

General Council 



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 52 
 

Pursuant to section C.4.5.2 (d) of The Manual 2013 which states that “The presbytery must 
have ... standing committees to relate to the working units and permanent committees of the 
General Council”, this ministry team relates to the /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
(Formation for Faithful leadership) Working Unit.  
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Living in Right Relations Network Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(c) standing committees to relate to the standing committees of the Conference: 
(d) standing committees to relate to the working units and permanent committees of the 
General Council 

The Manual (August 2013) 
 

The Montreal & Ottawa Conference Native Concerns Committee promotes understanding 
and a healthy relationship between First Nations both within and beyond the United Church. 
 
Working Units of the General Council ς Aboriginal Ministries Circle 
The Aboriginal Ministries Circle works in partnership across The United Church of Canada 
toward a vision of spiritual healing, stewardship, and economic well-being that creates 
capacity for strong and vibrant ministry leadership in Aboriginal communities and the whole 
church. 
Working Units of the General Council ς /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
The Church in Mission Unit provides support and leadership to The United Church of Canada 
ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ DƻŘΩǎ Ƴƛǎǎƛƻƴ ƻŦ ƧǳǎǘƛŎŜΣ ǇŜŀŎŜ ŀƴŘ ǘǊŀƴǎŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ǿƻǊƭŘΣ ǘƘǊƻǳƎƘ ƛǘǎ 
ǾŀǊƛƻǳǎ ƳƛƴƛǎǘǊƛŜǎ ŀƴŘ ǇŀǊǘƴŜǊǎ ƛƴ ǘƘŜƛǊ ŎƻƴǘŜȄǘǳŀƭ ǊŜǎǇƻƴǎŜ ǘƻ DƻŘΩǎ ƛƴǾƛǘŀǘƛƻƴ ƻŦ ǇŀǊǘƴŜǊǎƘƛǇΦ  
 

United Church website (July 2013) 
 
This ministry also relates to the General Council Permanent Committee on Programs for 
Mission and Ministry. 
 

 
Responsibilities 

This network brings together persons who are interested in and doing work in the area 
of right relations.  From time to time, this network may be called upon by the Executive 
or other presbytery ministry teams to assist in specific work.  It is an alliance of people 
who share a common concern and engagement. 

 
Normal Membership Size 

Flexible; presbyters and non-presbyters choose to participate in this network  
 

Time Commitment / Meeting Frequency 
At call of the Chair 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
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Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Montreal & Ottawa Conference 

There is a parallel Conference Native Concerns (NCC) Committee in which some 
members participate. There is no limit on the number of members from each 
presbytery, but Conference requests representatives from each presbytery. 

 

  



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 55 
 

Ministries in French Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(c) standing committees to relate to the standing committees of the Conference; 
(d) standing committees to relate to the working units and permanent committees of the 
General Council 

The Manual (August 2013) 
 
The Montreal & Ottawa Conference Table de concertation régionale des ministères en 
français works towards an integrated vision of developing French and/or bilingual ministries 
within the Conference. 
 
Working Units of the General Council ς /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
The Church in Mission Unit provides support and leadership to The United Church of Canada 
ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ DƻŘΩǎ Ƴƛǎǎƛƻƴ ƻŦ ƧǳǎǘƛŎŜΣ ǇŜŀŎŜ ŀƴŘ ǘǊŀƴǎŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ǿƻǊƭŘΣ ǘƘǊƻǳƎƘ ƛǘǎ 
various minisǘǊƛŜǎ ŀƴŘ ǇŀǊǘƴŜǊǎ ƛƴ ǘƘŜƛǊ ŎƻƴǘŜȄǘǳŀƭ ǊŜǎǇƻƴǎŜ ǘƻ DƻŘΩǎ ƛƴǾƛǘŀǘƛƻƴ ǘƻ 
partnership... Discipleship and Witness Ministries όƭƛǾƛƴƎ ƻǳǘ DƻŘΩǎ Ƴƛǎǎƛƻƴ ŀƴŘ ƧǳǎǘƛŎŜ ƛƴ ŀƴ 
intercultural world)... 

United Church website (July 2013) 

 
Responsibilities 

¶ Give increased visibility of the French language in Ottawa with links to internal 
structures such as United Ministries in French, Conference, Consistoire Laurentien and 
Intercultural Ministries;  

¶ Support French Ministries through research, networking and resources; and  

¶ Help present a Francophone face of the United Church to the broader public.  

 

Normal Membership Size 
flexible 

 
Time Commitment / Meeting Frequency 

Meets monthly prior to presbytery meetings; hosts “Parlons en français” table at 
supper; arranges periodic social events 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 

 
Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
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of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 
 

Skills 
Bilingual language skills 

 
Support / Resources 

General Council staff – Responsable des ministères en français Kristine Greenaway  
Conference staff – Executive Secretary 
 

Montreal & Ottawa Conference 
There is a parallel Conference Committee – Table de concertation régionale des 
ministères en français - in which some members participate. Conference requests 
representatives from each presbytery. 
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Mission Strategy Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(d) standing committees to relate to the working units and permanent committees of the 
General Council 

The Manual (August 2013) 
Working Units of the General Council ς /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aission 
The Church in Mission Unit provides support and leadership to The United Church of Canada 
ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ DƻŘΩǎ Ƴƛǎǎƛƻƴ ƻŦ ƧǳǎǘƛŎŜΣ ǇŜŀŎŜ ŀƴŘ ǘǊŀƴǎŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ǿƻǊƭŘΣ ǘƘǊƻǳƎƘ ƛǘǎ 
various ministries and partners in their contextual response to DƻŘΩǎ ƛƴǾƛǘŀǘƛƻƴ ǘƻ 
partnership... Communities in Mission (engagement of congregations and local ministries as 
vital communities of faith)...EDGE: A Network for Ministry Development (missional renewal 
and fresh expressions of church). 

United Church website (July 2013) 
 

Mandate for the Mission Strategy Working Group 
1. Strategic Plans: To encourage and resource the development and implementation of broad 
strategic plans and priorities for mission and ministry (a) in The Ottawa Presbytery as a 
whole, and (b) within groups of Pastoral Charges and United Church supported Ministries who 
share similar ministry and mission situations. 
 
2. Resource Inventory: To develop an inventory of resources, organizations, networks, 
congregations and individuals which can be used by The Presbytery, groups of Pastoral 
Charges, Ministries, individual Pastoral Charges and Order of Ministry Personnel, to assist in 
the exploration, development and implementation of new ministry and mission initiatives. 
 
3. Opportunities and Challenges: Through The Presbytery, to pro-actively encourage and 
inspire Pastoral Charges, Ministries and The Presbytery as a whole, to take seriously the 
opportunities and challenges for ministry and mission facing the church at this time, and into 
the future. (This would include, but not be limited to, issues of vitality, viability, 
amalgamation, worship experience, stewardship, closure, outreach to new constituencies, 
and spiritual growth and well-being for individuals and communities.) 
 
4. Changing Context: To assist The Presbytery in pro-actively planning for changing ministry 
contexts and in developing guidelines for the use of assets that may become available at 
times of amalgamation or church closure. 
 
5. Innovative Initiatives: To consider, in consultation with appropriate bodies within The 
Presbytery, proposals regarding new and innovative mission and ministry initiatives, and to 
assist in securing resources for these new initiatives, making recommendations to The 
Presbytery for approval, implementation and oversight. 
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6. New Ministries Network: That the committee establish a formal relationship with the 
General Council New Ministries Network; and 
 
7. Reporting: That the Working Group report regularly to the Executive and The Presbytery, 
and after two years, present a review of the mandate to determine any next steps. 

Excerpt from September 2011 Presbytery Minutes 
 

 
Responsibilities 

¶ See terms of reference 

¶ Chair serves on the Church Extension Committee (3-4 meetings per year) 
 
Normal Membership Size 

6-8 persons; recruits its own members 
 

Time Commitment / Meeting Frequency 
Monthly (Sept-May) Wednesday mornings at 9:45 am 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 

 
Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

¶ Be well organized (be able to prepare for, chair, and follow up on meetings); 

¶ Be a good communicator (be able to make presentations to Presbytery and the 
Executive, and to communicate with those who are seeking support from the Mission 
Strategy Ministry Team); 

¶ Have a strong interest in exploring and supporting new avenues for ministry within the 
church; and 

¶ Have a degree of knowledge regarding the resources available within the Presbytery and 
wider church to support those who are exploring new opportunities for ministry. 

 
Support / Resources 

Presbytery Minister  
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Mission Support Ministry Team 
 

Chapter J - Oversight, Conflict Resolution and Discipline 
1. Presbytery Oversight of Local Ministries 

 
1.3 Financial Assistance 
The presbytery 

a) annually visits each pastoral charge and presbytery-accountable ministry requesting financial 
support, and receives a budget and financial statement from each of them; 

b) applies to the Conference for mission support grants for these pastoral charges and 
presbytery-accountable ministries; 

c) makes recommendations to the Conference on applications from pastoral charges for 
assistance from the Property Fund; and 

d) makes recommendations to the appropriate General Council working unit on applications 
from pastoral charges for assistance from the Capital Assistance Fund. 

 
1.4 Ministry Personnel Remuneration 
The presbytery works with the pastoral charge to ensure that the pastoral charge pays its ministry 
personnel at least the minimum salary and travel allowance required by the General Council. If the 
presbytery cannot arrange for the pastoral charge to pay at least the minimum salary and travel 
allowance, it applies for a mission support grant for the pastoral charge. 
 
Chapter I ς Pastoral Relations 
1.2.5  Settlement Criteria 

e. Mission Support Grant: If a pastoral charge will need a larger mission support grant to fund 
the settlement than it is already receiving, the Conference Settlement Committee may not 
settle a member of the order of ministry to the pastoral charge unless the Conference gives 
approval. 

The Manual (August 2013) 

 

Responsibilities ς General 

¶ Attend meetings of the ministry team; 

¶ Assist in assessing applications for funding; 

¶ Assess funding priorities for the presbytery; 

¶ Assist in keeping in touch with the ministries and pastoral charges who are granted 
funding (one member of the ministry team is assigned to keep in touch with each 
mission partner, attending the annual meeting of the mission partner and keeping in 
contact at other times; may also provide support in completing the application form) 

¶ Visit mission partners on a rotational basis;  

¶ When unable to meet full financial requests from mission partners, keep presbytery 
aware of other ways to support them (e.g. volunteer help, Christmas donations etc) and 

¶ Prepare an annual report to presbytery. 
 

Responsibilities ς Chair 
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In addition to items mentioned above: 

¶ Call meetings, prepare agenda and open meeting with prayer; 

¶ Be the point of contact with applicants for Mission Support funding; 

¶ Serve as a member of the Church Extension Committee (4 meetings per year); and 

¶ Serve as a member of the Conference Mission Support Committee (see below) 
 

Normal Membership Size 
4-6 persons 
 

Time Commitment / Meeting Frequency 
4 meetings/year;  tend to be mid-morning during the week at the Regional Office 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader; will keep aware of 
significant matters of this ministry team; and will facilitate the ministry team’s access to 
Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large contact. 

 
Skills 

¶ ability to read a financial statement; 

¶ interest in the mission of the church; 

¶ willing to set priorities; and  

¶ ability to assess applications. 
 
Support / Resources 

Conference Mission Support Committee Secretary, Conference Executive Secretary 
 

Montreal & Ottawa Conference 
Two members (chair and other member) serve on Conference Mission Support 
Committee; 3 conference calls (Jan. May & Sept) plus two-day meeting with overnight 
stay in Montreal in November. 

 
General Council 
Pursuant to section C.4.5.2 (d) of The Manual 2013 which states that “The presbytery must 
have ... permanent committees to relate to the working units and permanent committees of 
the General Council”, this working unit relates to the Church in Mission κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
Working Unit and the Permanent Committee on Programs for Mission and Ministry.  
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Nominations Ministry Team 
 
Chapter C Presbytery ς Committees of Presbytery 
4.5.3 Mandatory Standing Committees 
The presbytery must have 
(a) a standing Nominations Committee 

The Manual (August 2013) 

 
Mandate - To identify, recruit and provide support for individuals in order to carry out the work 
of the presbytery as part of the ministry of Christ in our region. 
 
Responsibilities - General 

¶ Assess human resource needs of the presbytery, by developing suitable job descriptions 
in conjunction with ministry team chairs and executive members at large, and by 
identifying the skills and background required for each job; 

¶ Help individuals identify their gifts and skills; match skills with needs; 

¶ Recruit appropriate individuals; 

¶ Recommend appointments to the presbytery; 

¶ Provide appropriate orientation for new presbyters by assuring that training is provided 
and assuring that resources required are available; 

¶ Monitor and evaluate appointments by supporting appointees, working jointly with 
members, assisting ministry teams with problem solving and holding ministry teams 
accountable to presbytery; and  

¶ Provide for the recognition of the efforts of volunteers. 
 
Responsibilities ς Chair 

¶ Call meetings, prepare agendas and open meetings with prayer; 

¶ Advise ministry team chairs whenever a new member is added to a ministry team; and 

¶ Be a member of the Conference Nominations Committee (see below). 
 

Normal Membership Size 
4-6 members, including the immediate Past Chair of presbytery 
 

Time Commitment / Meeting Frequency 
Generally monthly before the regular presbytery meeting (1 ½ hours) plus follow-up to 
approach people (2 hrs); recruitment is a year round activity 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 

 
Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
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Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills - Committee Member  

¶ Persons with human resource skills including pastoral care, skills assessment and 
development, and problem-solving skills; 

¶ Knowledge of presbytery structure, mandate and work; 

¶ Administrative skills; and 

¶ Initiative in reaching out / relating to others. 
 

Skills - Committee Chair  
In addition to reflecting the same skills as other ministry team members: 

¶ Clear vision of the potential of placing individuals in appropriate work; 

¶ Flexibility; 

¶ Ability to discern priorities among requests to the ministry team; and 

¶ Ability to support other Nominations Ministry Team members in their work; 
 

Additional Guidelines 
Policy regarding Nominations from February-March 1998 Review of Nominations 

¶ Committees as far as possible should reflect a mix of lay and ministry personnel, male 
and female members; 

¶ Full members of Pastoral Relations Committee, Pastoral Care and Oversight Committee 
and Education and Students Committee will be members of Ottawa Presbytery ς this 
however was amended in February 2007 so that this requirement was no longer in place 
for pastoral relations; 

¶ As far as possible, membership of committees should reflect the spectrum of pastoral 
charges within the presbytery and should not be a grouping from any one pastoral 
charge; and 

¶ The normal term of office for chairs will be 3 years.  It is not the normal practice that 
chairs of Pastoral Relations Committee, Pastoral Care and Oversight Committee or 
Education and Students would renew. 
 

Support / Resources 
From The Manual 2013 and Related Resources:  

Conference Committees, Presbytery Committees 
 

Montreal & Ottawa Conference 
The Chair or designate is a member of the Conference Nominations Committee (3-4 
meetings per year by conference call). 
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Pastoral Care & Oversight Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.3 Fulfilling Named Committee Responsibilities 
In these bylaws and other approved policies and procedures, responsibilities have been 
assigned to the following presbytery committees: 

(a) Education and Students Committee; 
(b) Pastoral Oversight Committee; and 
(c) Pastoral Relations Committee. 

The presbytery must have committees in place to fulfill those responsibilities or provide for 
their work to be done in some other way.  The committees may have the names above or 
different names. 

The Manual (August 2013) 
 

Pastoral Oversight Committee 
 
(a) Reviewing the annual report and related information from each local ministry unit 
annually and taking any appropriate action in response;  
 
(b) supporting the sharing of property between congregations;  
 
(c) conducting the triennial visit to pastoral charges and other local ministry units;  
 
(d) reviewing the reports from the triennial visits and taking any appropriate action in 
response; and  
 
(e) ensuring that all pastoral charges complete and return the annual pastoral charge 
statistical and information forms as required. 

The Manual – Related Resources - Presbytery Committees (August 2013) 

 

Responsibilities 
In addition to the duties described above: 

¶ Prepare reports on visits to pastoral charges (an extensive report for the presbytery file 
plus a summary report for the Executive); and 

¶ Prepare a budget (travel) for submission to the Finance Ministry Team as part of the 
budgetary process and administer these funds. 

 
Normal Membership Size 

10 – 12 members 
 
Time Commitment / Meeting Frequency 

Meet monthly before presbytery meetings (1 ½ hrs) 
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Meet with ministry personnel, congregations and governing body of one-third of 
pastoral charges each year (2-3 hrs per visit plus report writing); there are 60 pastoral 
charges in Ottawa Presbytery. 

 
Term of Office 

For chair – 3 years (generally not renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

¶ Good listening skills; 

¶ Ability to discern the health of the pastoral charge; 

¶ Ability to prepare written reports;  

¶ Familiarity with UCC polity and structures; and 

¶ Some knowledge of conflict resolution is helpful 
 
Support / Resources 
From The Manual 2013 and Related Resources: 

Pastoral Charge and Ministry Personnel Reviews; Pastoral Oversight Visits; Police 
Records Checks 

 
Additional Guidelines 

¶ The Ministry Team will co-ordinate its work with the Pastoral Relations Ministry Team so 
that the Pastoral Relations Ministry Team can fulfill its mandate with respect to the 
pastoral relationship between the pastoral charge and members of the Order of 
Ministry; 
 

¶ If the Pastoral Care & Oversight Ministry Team has reason to fear that a pastoral charge 
is in an unsatisfactory state, the chair will immediately consult the chair of the Pastoral 
Relations Ministry Team and together will determine what course of action will be 
followed and who will take lead responsibility; and 
 

¶ The Ministry Team will be responsible for advising other presbytery ministry teams of 
general needs of pastoral charges so that they can plan appropriate responses; for 
example, Christian Development workshops or Workshop for Ministry and Personnel 
Committees. 
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Subcommittee - Organization of Pastoral Charges Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.3 Mandatory Standing Committees 
The presbytery must have 
(d) standing committees to relate to the working units and permanent committees of the 
General Council 

The Manual (August 2013) 
 
Working Units of the General Council ς /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ aƛǎǎƛƻƴ 
The Church in Mission Unit provides support and leadership to The United Church of Canada 
ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ DƻŘΩǎ Ƴƛǎǎƛƻƴ ƻŦ Ƨǳǎǘƛce, peace and transformation in the world, through its 
ǾŀǊƛƻǳǎ ƳƛƴƛǎǘǊƛŜǎ ŀƴŘ ǇŀǊǘƴŜǊǎ ƛƴ ǘƘŜƛǊ ŎƻƴǘŜȄǘǳŀƭ ǊŜǎǇƻƴǎŜ ǘƻ DƻŘΩǎ ƛƴǾƛǘŀǘƛƻƴ ǘƻ 
partnership... Church in Partnership (global, Canadian, and ecumenical partnership 
programs, and mission and justice engagement)...EDGE: A Network for Ministry 
Development (missional renewal and fresh expressions of church).  

United Church website (July 2013) 
 
This ministry team also relates to the General Council Permanent Committee on Programs 
for Mission and Ministry and the Permanent Committee Governance and Agenda  

United Church website (July 2013) 
 

Chapter B. Local Ministry Unit 
7.1 Responsibilities of the Congregation or Pastoral Charge 
 
A congregation or pastoral charge is responsible for having a governing body.  It must 
(a) decide on a governance model for the congregation or pastoral charge; and 
(b) elect the members of the governing body. 
The governing body is accountable to the congregation or pastoral charge. 
 
7.2 Requirements for the Governing Body 
The governing body may be any structure that 
(a) fulfills all of the responsibilities of a governing body in these bylaws; 
(b) fulfills the membership and other requirements for a governing body in these bylaws; 
(c) is approved by the congregation or pastoral charge; and 
(d) is approved by the presbytery. 
 

The congregation or pastoral charge works with the presbytery to set up the structure 
of its governing body.  The following three structures are common: 
(a) the Session/Stewards/Official Board model; 
(b) a unified board model, called the Church Board; and 
(c) a council structure, called the Church Council. 
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A congregation or pastoral charge that has one of these structures may continue with 
it.  The presbytery approval is not required. 
 
It may also make changes to its structure or decide on a new structure as long as the 
new structure meets the requirements of section B.7.2 above, including presbytery 
approval. 
 
Some congregations and pastoral charges include elders in their governance structure.  
Elders are people elected by the congregational or pastoral charge for their wisdom, 
caring spiritual discernment, and other gifts of the Spirit.  They must be members of 
the congregation or pastoral charge unless the presbytery makes an exception.  Elders 
may act as the governing body of the congregation or pastoral charge.  They may also 
exercise leadership in other ways, with the approval of the congregation or pastoral 
charge and the presbytery. 

The Manual (August 2013) 

 
Responsibilities ς General 

¶ Assure that every congregation or pastoral charge has a current document regarding its 
governance; 

¶ Assure that any conditions placed by the presbytery on a change in structure at the time 
of its approval are met; 

¶ Consult with any congregation or pastoral charge contemplating a change in governance 
to discern the objectives of a change and to provide thorough information about the 
alternatives available; 

¶ Review any proposed document to assure that it meets all requirements of The Manual; 

¶ Recommend to presbytery the approval of constitutions or amendments with or 
without conditions; 

¶ Maintain a list of the form of governance of each congregation or pastoral charge, and 
to periodically update that information using resources such as: 

Contact with the congregation; 
Examination of the Annual report; 
Inquiry to the Archives Ministry Team after its examination of the records; and 
Inquiry to the Pastoral Care and Oversight Ministry Team after its scheduled 
triennial visit. 

 
Responsibilities ς Chair 

¶ Chair meeting, prepare  an agenda and open the meeting with prayer; 

¶ Be the point of contact with congregations or pastoral charges asking questions about 
governance; and 

¶ Bring to the ministry team draft constitutions for reading and approval. 
 
Normal Membership Size 

3-4 persons 
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Time Commitment / Meeting Frequency 

As called by the Chair, normally before the regular monthly presbytery meeting 
Review of draft constitutions   1 hour per month 
Consultation with congregations 1 hour per month 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

¶ Ability to understand the organizational models of The United Church of Canada; 

¶ Ability to communicate clearly with congregations and pastoral charges regarding 
governance; and 

¶ Ability to assist congregations and pastoral charges to write clear and precise 
documents assuring that the structure model chosen meets both the requirements of 
the congregation or pastoral charge and The Manual. 
 

Support / Resources 

¶ Models of Board Governance (August 2010) 

¶ Presbytery Minister 
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Pastoral Relations Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.3 Fulfilling Named Committee Responsibilities 
In these bylaws and other approved policies and procedures, responsibilities have been 
assigned to the following presbytery committees: 

(a) Education and Students Committee; 
(b) Pastoral Oversight Committee; and 
(c) Pastoral Relations Committee. 

The presbytery must have committees in place to fulfill those responsibilities or provide for 
their work to be done in some other way.  The committees may have the names above or 
different names. 

The Manual (August 2013) 
 

Pastoral Relations Committee 
 
(a) Maintaining a close relationship between the presbytery and the pastoral charge through 
ǘƘŜ ǇŀǎǘƻǊŀƭ ŎƘŀǊƎŜΩǎ aƛƴƛǎǘǊȅ ŀƴŘ tŜǊǎƻƴƴŜƭ /ƻƳƳƛǘǘŜŜΤ  
 
(b) providing confidential consultation and advice regarding the pastoral relationship;  
 
(c) supporting the needs assessment process for the pastoral charge;  
 
(d) supporting the search process for ministry personnel for the pastoral charge;  
 
(e) making appropriate recommendations to the presbytery when the beginning or ending of 
a pastoral relationship has been initiated; and  
 
(f) determining the suitability of applicants seeking designation as interim ministers, 
supporting the process for beginning an interim ministry in a pastoral charge, and evaluating 
a period of interim ministry after it ends. 

The Manual – Related Resource - Presbytery Committees (August 2013) 

 

Responsibilities ς General 

¶ Work with congregations/pastoral charges through pastoral relations transitions as the 
representative of the presbytery – these include Joint Needs Assessment (JNAC), Joint 
Search (JSC), Transition Committees for Interim Ministry, and support to Ministry and 
Personnel (M&P) Committees; 

¶ Provide informed direction and information to pastoral charge M& P, JNAC, JSC or 
transition committees about their responsibilities, tasks and United Church policy and 
procedures; 

¶ Attend monthly meetings of the Pastoral Relations Ministry Team;  
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¶ Keep informed about changes in policy, procedures and forms regarding pastoral 
relations; and to take the initiative to consult with the Co-Chairs of the Pastoral 
Relations Ministry Team and/or Conference Personnel Minister when there are 
questions about how to proceed; 

¶ Categorize new positions established by pastoral charges within the presbytery 
(designated lay minister, congregational designated ministry or lay employee); 

¶ Review of housing allowances (until the new single salary/housing process comes into 
place); and 

¶ Conduct exit interviews for all departing Order of Ministry personnel. 
 
Responsibilities ς Co-Chairs 

¶ Chair monthly meetings; 

¶ Attend Conference Settlement Committee, together with one other member; and 

¶ Prepare a budget for submission to the Finance Ministry Team as part of the budgetary 
process and administer these funds. 

 
Responsibilities ς Secretary 

¶ Prepare minutes of each meeting; and 

¶ Provide copies of the motions passed at meeting to the Presbytery Minister within 3 
days so that motions can be put to the presbytery at its meeting. 
 

Responsibilities ς Documents Coordinator 

¶ Meet with Presbytery Minister at the end of the week prior to the committee’s meeting 
to review paperwork to ensure that are forms are completed satisfactorily including 
necessary signatures. 

 
Normal Membership Size 
 

¶ Minimum of four members; 

¶ Must consist of at least two lay people and at least two members of the order of 
ministry; 

¶ aǳǎǘ ƛƴŎƭǳŘŜ ǘƘŜ ǇǊŜǎōȅǘŜǊȅΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜǎ ƻƴ ǘƘŜ /ƻƴŦŜǊŜƴŎŜ {ŜǘǘƭŜƳŜƴǘ 
Committee; and 

¶ Presbytery appoints one of its representatives on the Conference Settlement 
Committee as the convenor of the Pastoral Relations Committee. 
 

The Manual – Related Resource - Presbytery Committees (August 2013) 

 
Co-chairs, Secretary, Documents Coordinator; 10-12 members, mix of lay and ministry 
personnel, majority of members are to be members of presbytery 
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Time Commitment / Meeting Frequency 
Monthly ministry team meeting the week prior to the presbytery meeting (currently, 11 
am – 2 pm on Wednesday); in addition: 
For members – work with congregations (2 hrs per week minimum plus consultation 
and research (.5 hrs per week); meetings with congregations usually take place in the 
evenings, often weekly 
For Co-Chairs – 10-12 hrs per week responding to inquiries and following up on various 
pastoral relations matters. 

 
Term of Office 

For chair – 3 years (generally not renewable); for members – 3 years (renewable) 
 
Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills ς General 

¶ Ability to read and interpret policy and procedures; 

¶ Ability to relate to people; 

¶ Understanding of the ethos of The United Church of Canada; 

¶ Ability to be a non-anxious presence in contexts of uncertainty and/or conflict; 

¶ Willingness to learn pastoral relations and personnel practice within the context of the 
church;  

¶ Pastoral sensitivity; 

¶ Strong sense of confidentiality; and 

¶ Willingness and ability to commit a significant amount of time. 
 

Skills ς Co-Chairs 
In addition to the skills mentioned above 

¶ Ability to hold confidentiality; 

¶ Ability to attend to administrative tasks, efficiently and pastorally, 

¶ Pastoral sensitivity; and 

¶ Experience in work of the Pastoral Relations Ministry Team is an asset. 
 
Support / Resources 

¶ The Conference Personnel Minister is the primary resource to the Pastoral Relations 
Ministry Team in terms of policy clarification and interface with personnel and any 
arising issues.  
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¶ The Presbytery Minister is the administrative support for this committee, coordinating 
the routing of related forms and ensuring that motions put to the presbytery or its 
Executive are in proper order; and 
 

¶ From The Manual 2013 and Related Resources: 
Admission to the Order of Ministry 
Benefits for Active Members: Summary of Coverage 
Congregational Designated Ministers 
Designated Lay Ministers 
Interim Ministry 
Minimum Salary and Allowances for Ministry Personnel, 2013 
Ministry and Personnel Committees 
Pastoral Charge and Ministry Personnel Reviews 
Pastoral relations: Engaging and Supporting 
Police Records Checks 
Sacraments Elders 
Statement on Ministry 

 
Additional Guidelines 

¶ The Pastoral Care & Oversight Ministry Team will co-ordinate its work with the Pastoral 
Relations Ministry Team so that the Pastoral Relations Ministry Team can fulfill its 
mandate with respect to the pastoral relationship between the pastoral charge and 
members of the Order of Ministry; 
 

¶ If the Pastoral Care & Oversight Ministry Team has reason to fear that a pastoral charge 
is in an unsatisfactory state, the chair will immediately consult the chair of the Pastoral 
Relations Ministry Team and together will determine what course of action will be 
followed and who will take lead responsibility. 

 
Montreal &Ottawa Conference 

Two representatives serve on the Conference Settlement Committee (usually chair or co-chair 
plus one other person, ordered and lay for balance) - This committee usually meets twice a year. 
The Pastoral Relations Ministry Team also relates to the Conference Interim Ministry 
Committee. Members for this committee are recruited by the Conference Nominations 
Committee.  
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Pensions and Group Insurance Ministry Team 
 

Pension and Group Insurance Committee  
 
(a) Informing the presbytery and pastoral charges on matters of current interest concerning 
the pension and group insurance plans;  
 
(b) taking an active interest in the welfare of plan members and pensioners living in the 
presbytery, including visiting pensioners living in the presbytery annually and assisting plan 
members with disability and retirement benefit applications;  
 
(c) making recommendations for compassionate assistance to the appropriate General 
Council working unit; and  
 
(d) reporting to the presbytery on compliance by plan members, pastoral charges, and other 
employers with the plans. 

The Manual – Related Resource - Presbytery Committees (August 2013) 

 

Responsibilities ς General 

¶ Visit a list of pensioners as agreed to by the ministry team (there are over 100 people 
receiving a United Church pension within the bounds of Ottawa Presbytery); 

¶ Keep informed about changes to the Pension and Group Insurance Plan; 

¶ Be willing upon request of the Convener of Pensions to act as a consultant to pensioners 
working through transitions (grief, illness); 

¶ Explore ways the ministry team can build and maintain a relationship with those on UCC 
Pension; 

¶ Plan opportunities for personnel to learn more about the Pension and Group Insurance 
Plan; and 

¶ Plan opportunities for personnel to address retirement issues and concerns. 
 

Responsibilities ς Chair 

¶ Call meetings, prepare agenda and open meetings with prayer; 

¶ Help the ministry team create a contact list by which support to those receiving UCC 
Pensions will be provided; and 

¶ Work with Presbytery Minister and Conference Personnel Minister to plan opportunities 
for those receiving pensions to network. 
 

Normal Membership Size 
4-6 persons 
 

Time Commitment / Meeting Frequency 
At the call of the chair 
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Term of Office 

For chair – 3 years (renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

¶ Familiarity with UCC Pension & Group Insurance Plan 
 

Support / Resources 
Presbytery Minister, Conference Personnel Minister 
Various UCC documents 

 
General Council 
Pursuant to section C.4.5.2 (d) of The Manual 2013 which states that “The presbytery must 
have ... standing committees to relate to the working units and permanent committees of the 
General Council”, this ministry team relates to the Ministry and Employment Working Unit and 
the Permanent Committee on Ministry and Employment Policies and Services.  
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Property, Insurance and Manse Ministry Team 
 

Property Committee  
 
(a) investigating and making a recommendation to the presbytery about any proposal from a 
congregation to purchase or to lease property, or to erect, enlarge, or rebuild a building;  
 
(b) encouraging congregations that are considering a building project to use the services of 
the appropriate General Council working unit;  
 
(c) reporting to the presbytery about any church property in the presbytery that seems to be 
neglected or is not in use; and  
 
(d) assisting congregations in placing adequate insurance on their property. 
 
Manse Committee  
 
(a) keeping a record of the type of construction, state of repair, size, and age of all manses in 
the presbytery;  
 
(b) keeping a record of the furnishings and equipment owned by the pastoral charge in all 
manses;  
 
(c) reporting to the presbytery annually on the condition of each manse and the furnishings 
and equipment owned by the pastoral charge with appropriate recommendations;  
 
(d) communicating any presbytery recommendations about the manse to the governing body 
of the pastoral charge;  
 
(e) inspecting manses after improvements have been completed, and reporting to the 
presbytery;  
 
(f) encouraging pastoral charges to form and maintain a Manse Committee if they own a 
manse; and  
 
(g) visiting the manse where a change in pastoral relations is about to take place and 
reporting to the pastoral charge and Joint Search Committee with appropriate 
recommendations. 

The Manual – Related Resources - Presbytery Committees (August 2013) 
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Responsibilities ς Member 

¶ Attend meetings as called; 

¶ Meet with congregations / pastoral charges to assist in addressing property matters; 
and 

¶ Do manse inspections (note: there are few manses in the presbytery). 
 

Responsibilities ς Chair 
In addition to responsibilities listed above: 

¶ Call meetings and prepare agenda; and 

¶ Be point of contact for pastoral charges in dealing with property matters; and 

¶ Serve on the Church Extension Committee (3-4 meetings per year). 
 

Normal Membership Size 
3-5 members 
 

Time Commitment / Meeting Frequency 
Meetings as called by chair   1 hr per month 
Consultant to pastoral charges 2 hrs per month 
Phone consultation   1 hr per month 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 
 

Skills 

¶ Some area of knowledge related to either real estate or building issues; 

¶ Willingness to familiarize themselves with the practice and polity of the United Church 
with respect to property matters; 

¶ Ability to work with pastoral charges to accomplish desired property outcomes; and 

¶ Contacts in real estate and/or construction and/or planning. 
 

 
Support / Resources 

¶ Presbytery Minister; 
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¶ Presbytery Property Handbook; and 

¶ From The Manual 2013 and Related Resources: 
Congregational Board of Trustees Handbook (2004 edition with concordance) 
Model Trust Deed 

 
Montreal & Ottawa Conference 
Pursuant to section C.4.5.2 (c) of The Manual 2013 which states that “the presbytery must have 
... standing committees to relate to the standing committees of the Conference”, this ministry 
team relates to the Conference Finance Committee. 

General Council 
Pursuant to section C.4.5.2 (d) of The Manual 2013 which states that “the presbytery must have 
... standing committees to relate to the working units and the permanent committees of 
General Council”, this ministry team relates to the Finance Working Unit and the Permanent 
Committee on Finance. 
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The W.H. (Bill) Scrivens Memorial Fund for Youth Ministry (Scrivens Fund) and 
The James Elwood Baillie Helping Others Fund (Baillie Fund) 
 
Responsibilities ς Trustees 

¶ As outlined in The Scrivens Trust Agreement and The Baillie Fund Guidelines; 

¶ Attend meetings; 

¶ Be aware of opportunities for promoting the Funds; 

¶ Keep informed of Youth Ministry directions within the presbytery;  

¶ Be an advocate of the Funds and Youth Ministry; and 

¶ Coordinate the two Funds. 
 

Responsibilities ς Chair 
Note: chair is elected by Trustees from among themselves 

¶ Call meetings and prepare agenda; 

¶ Chair Annual Meeting that reports to the full presbytery; and 

¶ Coordinate with Treasurer of presbytery the release of funds to support the youth 
ministry staff position; and 

¶ Prepare a yearly report for M&O Conference on The Baillie Fund. 
 

Normal Membership Size 
Not fewer than seven (7) in number and shall include: 

¶ A member appointed by the Scrivens family; 

¶ A representative appointed by the Youth & Young Adult Ministry Team; 

¶ A representative appointed by presbytery; 

¶ Four (4) members-at-large (recommended by Nominations Ministry Team for terms not 
exceeding three (3) years); 

¶ Two Baillie Fund Directors appointed by M&O Conference; and 

¶ One Baillie Fund Director appointed by the Ottawa Presbytery. 
 

Term of Office 
3 years for Members-at-large 
 

Time Commitment / Meeting Frequency 
As called by the chair plus Annual Meeting during April presbytery meeting; about 2-4 
times per year, including January to review financial position, set budget etc. The board 
meets jointly with the board of The Baillie Fund. 
 

Accountability 
Reports to Ottawa Presbytery 
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Scrivens ς Trust Fund Agreement 
 

THE W.H. " BILL " SCRIVENS MEMORIAL FUND FOR YOUTH MINISTRY 
THIS INDENTURE made this twenty-second day of October, 1993 

With revisions approved April 10, 2001 
BETWEEN: The Ottawa Presbytery of the United Church of Canada hereinafter called the 

"PRESBYTERY" OF THE FIRST PART 
 
WHEREAS The Youth Ministry Task Group of Presbytery has conducted investigations and 
determined that there is a necessity for the establishment of a trust fund for the purpose of 
receiving funds to carry on the objects and undertakings set forth in Schedule "A" annexed 
hereto and such other objects as may be from time to time substituted therefor. 
 
AND WHEREAS the Trustees and others appointed from time to time have agreed to act as 
Trustees of the Fund pursuant to and subject to the terms and conditions of this agreement 
 
AND WHEREAS it is deemed necessary and expedient to set forth the terms and conditions of 
the trust and the powers and duties of the Trustees. 
 
NOW THEREFORE THIS INDENTURE WITNESSETH: 
 
1. ¢ƘŜ ƴŀƳŜ ŀƴŘ ǎǘȅƭŜ ƻŦ ǘƘŜ ǘǊǳǎǘ ǎƘŀƭƭ ōŜ ά¢ƘŜ ²ΦIΦ ά.ƛƭƭέ {ŎǊƛǾŜƴǎ aŜƳƻǊƛŀƭ CǳƴŘ ŦƻǊ 
¸ƻǳǘƘ aƛƴƛǎǘǊȅέϥ όƘŜǊŜƛƴŀŦǘŜǊ ŎŀƭƭŜŘ ǘƘŜ άCǳƴŘέύ and commonly called the Scrivens Fund. 
 
2. ¢ƘŜ ƻōƧŜŎǘǎ ƻŦ ǘƘŜ CǳƴŘ ǎƘŀƭƭ ōŜ ǘƘƻǎŜ ƻōƧŜŎǘǎ ǎŜǘ ŦƻǊǘƘ ƛƴ {ŎƘŜŘǳƭŜ ά!έ ŀƴƴŜȄŜd hereto, 
as amended from time to time pursuant to the provisions therefore in this agreement. 
 
3. The affairs of the Trust shall be managed by the Trustees, who may exercise all such 
powers and do all such acts and things as may be done by them as Trustees under the terms 
hereof. 
 
4.1 The Trustees shall be not fewer than seven (7) in number, and shall include a member 
appointed by the Scrivens family, a representative appointed by the Youth Unit of the Christian 
Development Committee of Presbytery or its equivalent, a representative appointed by 
Presbytery and four (4) members-at large. 
 
4.2 The members-at-large shall be recommended by the Nominating Committee of 
Presbytery from nominations submitted to it by individuals or organizations directly, or through 
the Trustees of the Fund.  The members-at-large shall be appointed for terms of office not 
exceeding three years and they shall be appointed in such a manner that one shall retire and be 
replaced each year.  A member-at-large may be eligible for a second consecutive term of up to 
three years but a minimum period of two years will then be required before that member will 
become eligible for re-appointment In the event of a vacancy occurring, Presbytery shall appoint 
a replacement to complete the balance of the three year term of the Trustee concerned. The 
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terms of members-at-large may be extended beyond that set out, to accommodate the filling 
of executive positions. 
 
4.3 Four (4) Trustees shall constitute a quorum of Trustees for the purpose of deciding any 
question properly before a meeting of Trustees and all questions shall be decided by a majority 
of Trustees voting on any question.  The Chairman shall be entitled to vote on all questions.  In 
the event of a tie vote on any question, the question shall be deemed to have been defeated. 
 
4.4 The office of Trustee shall be deemed to be vacant: 
 (a) upon the death of a Trustee; 
 (b) if a Trustee resigns the office of Trustee; 
 (c) if a Trustee is found to be a mentally incompetent person or becomes of unsound 
mind; 
 (d) if a Trustee becomes bankrupt, or ends payment or compounds with his/her 
creditors or makes an authorized assignment or is declared insolvent; or 
 (e) if, at a meeting of Trustees, for which due notice of the proposed resolution has 
been given, a resolution for his/her removal from office passed by a majority of the Trustees 
voting. 
 
5.1 The Trustees shall appoint, for a term of two years, a Chairperson and, for a term of one 
year, a Vice-Chairperson from among themselves. 
 
5.3 In the absence of the Chairperson, the Vice-Chairperson shall carry out the duties of the 
Chairperson. 
 
6.1 The Trustees shall appoint a Secretary and a Treasurer of the Fund, to hold office until 
his/her successor is appointed.  The Secretary and Treasurer may be, but need not be, Trustees. 
 
6.2.1 The Secretary shall be responsible for the preparation and custody of Minutes, Records 
and Reports of the Fund; shall submit to the Trustees and to Presbytery a written Report of the 
activities of the Fund and shall provide to the Trustees such further material and information as 
may be from time to time be required.  Copies of such material shall also be provided to 
Presbytery. 
 
6.2.2 The Treasurer shall have the care and custody of, and be responsible for, all funds and 
securities incorporated into the Fund and shall be responsible for all books of account and such 
other records as may be required from time to time.  The Treasurer shall perform such other 
duties incidental to the office of Treasurer or which the Trustees may direct. 
 
6.3 The Secretary and Treasurer shall attend meetings of the Trustees in a non-voting, 
advisory capacity if not a Trustee.  In the absence of either the Secretary or Treasurer, or in the 
event of his/her inability or refusal to act, the Trustees shall designate one of their number to 
replace the Secretary or Treasurer until such time as he/she returns or a successor is appointed. 
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7.1 The Trustees shall meet at the call of the Chairperson or the Secretary or at the call of 
not less than two (2) other Trustees and in no event shall a greater period of time than six (6) 
months elapse between meetings of the Trustees. 
 
7.2 The Executive Committee of the Trustees, comprising the Chairperson, the Vice 
Chairperson and the Secretary and Treasurer, shall be responsible for the general administrative 
matters between meetings of the Trustees. The actions of this committee shall be reported for 
ratification to the Trustees at their next meeting. 
 
7.3 Responsibility for approving or rejecting requests for support funds rests with the 
Trustees as a whole and may not be delegated to the Executive Committee or any other group 
or individual. 
 
7.4 All Trustees shall receive written notice of each meeting, together with the proposed 
agenda, not less than seven (7) clear days prior to the date set for the meeting. 
 
8.1 The Trustees shall be empowered to: 
 (a) receive monies from persons, partnerships, foundations, corporations, 
associations, government agencies, departments and commissions and to give receipts therefor, 
 (b) apply to Revenue Canada to register the Fund as a charity under the provisions of 
the Income Tax Act so that donations to the Fund will qualify for tax deductible receipts; 
 (b) hold all or any part of the monies received uninvested; 
 (c) invest and reinvest such sums as may not immediately be required for the 
purposes of the Fund in such securities and other investments as the Trustees shall see fit, 
provided that such investments shall be made in those securities and other investments as may 
be permitted from time to time under the Trustee Act or other similar legislation. in effect in any 
province of Canada and to transfer, convert, redeem or exchange any such securities or 
investments; 
 (d) register any securities or investments in the name of the Fund or in the name of a 
nominee in a fiduciary capacity; 
 (e) borrow money in such amounts and upon such terms as the Trustees shall deem 
advisable for the purposes set forth in Schedule 'A" and to pledge any securities of the Fund for 
payment of any such loan; 
 (f) use any monies received by the Fund and any income therefrom in such manner 
as the Trustees shall see fit and as expressed by a Resolution of the Trustees of the Fund, 
including payment of honoraria, salaries, remuneration, fees, rents and other expenses of the 
Trustees pursuant to the purposes of the Fund as set forth in Schedule 'A' hereto; 
 (g) employ and compensate such professional assistance as from time to time may 
be required. 
 
8.2 The Trustees shall receive, and consider all recommendations submitted to them by 
Presbytery.  Approval Of any such recommendation shall be at the discretion of the Trustees and 
subject to the proposal being in accordance with the purposes of the Fund as set forth in 
Schedule 'A" annexed hereto. 



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 81 
 

 
9. The Trustees shall not be entitled to any remuneration for acting in their capacity as 
Trustees of the Fund. 
 
10.1 The Trustees shall open bank accounts or accounts with a trust company of like nature 
and in such banks or other institutions as they shall deem fit. 
 
10.2 The Chairperson, Vice-Chairperson, Treasurer and one other Trustee shall be authorized 
to act as signing officers for the Trustees.  The Trustees shall have authority to appoint such 
other signing officers for any purposes from time to time as they shall see fit. 
 
10.3 The Chairperson shall be one of the signing officers of the Fund for the purpose of 
executing contracts and other documents and instruments in writing required to be executed on 
behalf of the Trustees. 
 
10.4 Two signing officers shall be required for cheques. 
 
11.1 The fiscal year end of the Trust shall be December 31 annually. 
 
11.2 The Trustees may choose to engage a public accountant to perform an audit of the 
books of account and the annual financial statements of the Fund and report to the Trustees. 
The Trustees may instead choose to appoint, as independent reviewer, an individual who 
understands the role of an independent review of the financial records and is familiar with 
bookkeeping. Such an individual should be independent of the record keeping functions of the 
Fund. A copy of ǘƘŜ !ǳŘƛǘƻǊΩǎ wŜǇƻǊǘ ƻǊ ƛƴŘŜǇŜƴŘŜƴǘ ǊŜǾƛŜǿŜǊΩǎ ǊŜǇƻǊǘΣ ǿƛǘƘ ǘƘŜ ŀƴƴǳŀƭ 
financial statements, shall be provided to Presbytery. 
 
11.3 All books of account, records and all other documents and correspondence relative to 
the affairs of the Fund in the custody of the Trustees or any officer or servant thereof shall be 
open to inspection by any of the Trustees on request and by a duly authorized representative of 
Presbytery on request. 
 
12. Trustees and officers of the Fund, or any person who, in the course of his/her duty has 
undertaken any liability on behalf of the Fund, and their heirs, executors, administrators and 
assigns shall from time to time and at all times, be indemnified and saved harmless out of the 
Fund from and against: 
 (a) all costs, charges and expenses whatsoever which such Trustee, officer or other 
person sustains or incurs in or about any action, suit or proceeding, which is brought, 
commenced or prosecuted against him/her for or in respect of any act, deed, matter or thing 
whatsoever made, done or permitted by him/her in or about the execution of the dudes of 
his/her office or appointment, and 
 (b) all other costs, charges and expenses which he/she sustains or incurs in or about 
or in relation to the affairs of the Fund, except such costs, charges or expenses as are occasioned 
by his/her own wilful default or neglect. 



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 82 
 

 
13.1 In conjunction with the April meeting of Presbytery each year, the members of 
Presbytery shall reconvene as the Annual General Meeting of the Trust Fund.  The purpose of 
the Annual General Meeting is to: 
 (a) receive the annual report of the activities of the Fund and the annual, audited 
financial statements of the Fund and such other reports as may be presented by the Trustees; 
 (b) ratify the acts of the Trustees since the previous Annual General Meeting; 
 (c) appoint such new members-at-large to the Board of Trustees as may be required 
and confirm the reappointment of members-at-large eligible and willing to stand for 
reappointment; 
 (d) oversee generally the activities of the Fund and provide advice and direction if 
requested to do so by a resolution of the Trustees; 
 (e) Make such amendments to the Trust Fund Agreement as may be required from 
time to time, subject to the provisions of Section 13.2. 
 
13.2 This Agreement may be amended by a two-thirds majority of members voting at the 
Annual General Meeting of the Fund.  The text of any proposed amendment must be provided to 
all members of Presbytery and to all the Trustees at least 30 days prior to the Annual General 
Meeting at which it is to be presented. 
 
14. The Fund shall continue until such time as the Trustees by Resolution resolve that it 
should cease and be terminated.  In the event of a Resolution as aforesaid the Fund and any 
part thereof shall be utilized to complete any then current commitments in respect thereof, 
paying all debts and other liabilities of the Trustees in respect of the Fund and the balance 
thereof shall be distributed among such charitable and other organizations with similar objects 
as the Trustees, subject to the approval of the Annual General Meeting, may agree upon.  In 
default of agreement the balance thereof shall revert to Presbytery, to be used in youth ministry 
as Presbytery deems fit. 
 
15. This agreement shall enure to the benefit of and be binding upon the parties hereto, 
their heirs, executors, administrators, successors and assigns. 
 
16.  This agreement and every part thereof shall be interpreted and construed in accordance 
with the Laws of the Province of Ontario. 
 
IN WITNESS WHEREOF the Presbytery has hereunto affixed its seal duly attested by the hands of 
its proper signing officers in that behalf and the Trustees have hereunto set their hands and 
seals. 
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{/I95¦[9 Ϧ!έ 
 
To provide financial assistance and support for youth ministry in the Ottawa Presbytery of the 
United Church of Canada and its member Churches and in particular, but without restricting the 
generality of the foregoing: 
 
 (a) To aid in the financial support of a Youth Worker to be employed by and 
administered through the Ottawa Presbytery of the United Church of Canada. 
 
 (b) To assist and support young, people in attending events which will nurture their 
spiritual growth and broaden their experience and understanding of Christian' ministry and the 
work of the Church. 
 
 (c) To assist and support the development of Christian leadership skills in young 
people and youth leaders. 
 
 (d) To assist and support projects undertaken by the Youth Unit of the Ottawa 
Presbytery of the United Church of Canada, or its equivalent. 
 
 (e) To assist in providing resources to further and enhance youth ministry and 
address problems experienced by young people. 
 
 (f) To solicit, receive, manage and disburse funds -to be used to further the purposes 
set forth above. 
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The James Elwood Baillie Helping Others Fund 
 
Preamble 
 
The Montreal and Ottawa Conference of The United Church of Canada received a bequest from the 
estate of James Elwood Baillie in May of 2009.   
 
In accordance with the terms of the bequest, the Montreal and Ottawa Conference establishes the 
“James Elwood Baillie Helping Others Fund” (here after called The Baillie Fund) with the terms as 
described below, and in defining these terms understands that it has honoured both the spirit and the 
direction outlined within the bequest. 
 
Purpose of The Baillie Fund 
 
The purpose of The Baillie Fund is to help those between the ages of 13 - 35 who participate in the life 
of the United Church of Canada and live in the Ontario bounds of the Ottawa Presbytery by being: 

¶ a benevolent fund to provide assistance to the named demographic. 

¶ a grant fund for learning experiences for the named demographic for experiences that equip 
participation in the church and community, including camping programs. 

¶ a program fund to assist the Ottawa Presbytery of The United Church of Canada by providing 
programming for the named demographic by supporting projects, programs, and staff that 
would address the needs of vulnerable-at risk-youth as well as nurturing the spirituality and 
faith of the named demographic. 

 
Appointment of Directors for The Baillie Fund 
 

¶ Montreal and Ottawa Conference appoints as directors. 
a) the Trustees of “The W.H. Bill Scrivens Memorial Fund for Youth Ministry” (here 

after called “The Scrivens Fund”).  In naming these Trustees as Directors, there is an 
expressed goal that the Baillie Fund and the Scrivens Fund work as one unit to 
support the ministry of Youth and Young Adults in the Ottawa Presbytery. 

b) Through its nominations process, the Montreal & Ottawa Conference name two 
directors. 

c) Through its nominations process, the Ottawa Presbytery name one director, 
preferably an individual within the named demographic who is actively engaged in 
Youth and Young Adult Ministry of Ottawa Presbytery. 

¶ The Directors shall elect a chair from its numbers. 

¶ The Directors shall designate signing officers as and if required. 
 
Accountability of Directors 
 

¶ The Directors of The Baillie Fund shall be accountable to the Montreal and Ottawa Conference 
and shall report in written form annually to the Conference, including a full financial report 
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which follows the fiscal year of January 1st to December 31st. 
 

¶ Montreal and Ottawa Conference shall from time to time review the terms of the Baillie Fund 
and the responsibilities of the Directors and bring recommendations to the Conference 
regarding revisions. 
 

¶ The Directors are mandated to hold, at least once every two years, a gathering with Ottawa 
Presbytery (inviting other interested “stakeholders”) to discuss the priority areas of ministry to 
the named demographic that The Baillie Fund exists to support and serve. 

 
Investment of The Baillie Fund 
 

¶ The Fund is an asset of the Montreal and Ottawa Conference. 
 

¶ The Directors of The Baillie Fund are given authority to make determinations regarding the 
investment of the funds. 

 
Distribution of the Baillie Fund 
 

¶ The Directors of The Baillie Fund are given authority to make determinations regarding 
distribution of the available funds. 
 

¶ Investment income and the capital are both available for distribution.  However, the normal 
practice of the Directors would be to establish an annual budget from income earned and 
growth realized through investments with an intention of maintaining the initial capital for the 
long-term benefit of the named demographic. 
 

¶ Capital may be expended for exceptional projects or as loans at the decision of the Directors.  In 
no instance shall the Baillie Fund be expended below $250,000. 
 

¶ Any unexpended investment income or growth in any given year shall be added to the capital. 
 
Process for the Distribution of The Baillie Fund 
 

¶ The Directors shall be responsible to clearly delineate and communicate the processes for 
accessing the Baillie Fund within the following parameters: 

 
a) Since the terms of the bequest regarding benevolent help specifically prohibit the 

establishment of an application process by those receiving funds (those aged 13-35 
who are in need of assistance), the process of distribution must follow a process 
where the Directors receive recommendation for funding from congregations, 
ministry personnel, outreach ministries or presbytery committees on behalf of 
individuals. 
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b) Since the terms of the bequest also allow for grants as well as programming 

applications to the Baillie Fund, an application process would be developed and 
available from the Chair of the Directors identical to the application process utilized 
by the Scrivens Fund. 

 
c) One time loans or grants for projects would be considered on a proposal basis. 

 

¶ Distribution of grants will occur through the accounting system of the Montreal & Ottawa 
Conference upon motion of the Directors and subsequent transfer of monies from investments.   

 
Allocation of The Baillie Fund 
 

¶ The intent would be for The Baillie Fund to work in cooperation with The Scrivens Fund so that 
there is the maximum stewardship of both funds to benefit the named demographic of the 
Baillie Fund as well as the purposes of The Scrivens Fund.   

 

¶ Subject to the annual confirmation of the Directors the normal allocation of the annual budget 
established by the Directors would be: 

a) 20 % be allocated for benevolence 
b) 40 % be allocated for grants for learning experiences 
c) 40 % be allocated for program 

 
 

AMENDED NOTATION 

Appended Notation: (Please note that the numbers utilized below are projections based on an 
assumption of a 5% return on investments and an assumption that the remaining amount to be 
received in the bequest is $250,000.  These assumptions, while entirely reasonable, would still need 
to be realized) 
 
Currently, the normal allocation of the annual budget for The Scriven Fund is  

a) Two thirds to support Youth and Young Adult Ministry Position of the Ottawa 
Presbytery. 

b) One third is available for program and individual grants. 
 
Through working cooperatively with the Baillie Fund, the trustees of the Scrivens Fund would adjust the 
normal allocation of their annual budget to the following 

a) 80% to support the Youth and Young Adult Ministry Position of the Ottawa 
Presbytery 

b) 10% be allocated for grants to individuals for learning 
c) 10% be allocated for programs 
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Since the capital of the two funds is similar (around $500,000 each), an expectation for a normal 
budget could be $50,000 ($25,000 from Scrivens and $25,000 from Baillie) with a distribution as 
follows: 

a) 50% support to the Youth and Young Adult Ministry Positions ($25,000 with  
($20,000 from Scrivens and $5,000 from Baillie which is half of the program fund 
allocation)) 

b) 25% for grants to individuals ($12,500 with $2,500 from Scrivens and $10,000 
from Baillie) 

c) 15% for programming support ($7,500 with $2,500 from Scrivens and $5,000 
from Baillie which is half of the program fund allocation)) 

d) 10% for benevolence ($5,000 with $0 from Scrivens and $5,000 from Baillie) 
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Staff (Presbytery Personnel) Ministry Team 
 

Preamble – In 2004 the reconfiguration of Presbytery committees separated the functions of 
the Office and Staff Committee.  With the creation of the United Church Regional Centre, a 
Joint Management Committee composed of representatives from M&O Conference and the 
Ottawa Presbytery was established to oversee matters related to the functioning of the office.  
 
Mandate ς The Staff Ministry Team in its responsibility parallels the function of the Ministry 
and Personnel Committee in a pastoral charge. 
 
Responsibilities ς Ministry Team 

¶ Consultative role: the ministry team will work with the presbytery and its Executive to 
ensure that the job descriptions reflect the current reality of the work of the staff and 
ensure proper working conditions.  It will provide care and support for the staff 
including determining dates for vacation, and encouraging the use of continuing 
education opportunities; 

¶ Supervisory role: the ministry team will oversee the work of the staff to assure that 
there are clear expectations and goals for each position and that there is an annual 
performance review.  The reviews will be done in collaboration with presbytery ministry 
teams for whom a staff person works directly.  Recommendations for remuneration 
should be made to the Presbytery Finance Ministry Team in a timely manner related to 
the Budget Planning Process; 

¶ Staff relations role: the ministry team will help staff to maintain healthy relationships 
among themselves and with those whom they work in the presbytery.  The ministry 
team will maintain awareness of the effectiveness of staff and will provide feedback to 
staff from the presbytery or its ministry teams, and vice versa; and 

¶ Conflict resolution role: the ministry team will establish a process for hearing both or all 
parties to a conflict fairly.  If serious conflict develops, the ministry team will seek the 
assistance of the Conference Personnel Minister in identifying resources to address the 
situation. 

 
Responsibilities ς Chair 
In addition to the responsibilities listed above: 

¶ Call meetings and open with prayer; 

¶ Check-in with staff about possible agenda items; 

¶ Prepare annual personnel budget; 

¶ Inform staff of their annual remuneration package; and 

¶ Receive concerns/information from staff members and/or members of presbytery. 
 

Records 
The ministry team shall maintain a confidential personnel file for each member of the 
presbytery staff. The file should include: 
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¶ The original job description and any updates of the description; 

¶ Appointment forms (if applicable), contracts, and a police records check within the past 
3 years; 

¶ Records of remuneration, plans for continuing education, and sabbatical leaves; 

¶ Copies of annual reviews and any reports or recommendations made to the presbytery; 
and 

¶ Concerns or conflicts should be documented, where appropriate, along with plans for 
resolving such circumstances. 

Each staff person shall have access to their own personnel file, upon request. 
 
Normal Membership Size ς 5 to 7 members; in so far as possible there should be a balance 
between lay and ministry personnel, male and female members.  
 
Time Commitment / Meeting Frequency – at least quarterly or more often if needed 
 
Term of Office 

For chair – 3 years (renewable); for members – 3 years (renewable) 
 
Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

¶ Knowledge of United Church policies and practices 

¶ Good inter-personal and communication skills 

¶ Experience within the presbytery; and 

¶ Human resources or personnel training or experience 
 
Support / Resources 
From The Manual 2013 and Related Resources: 

Human Resources Policy Manual (relates to General Council staff) 
Police Records Checks 
 

Montreal & Ottawa Conference 
There is a corresponding Conference Staff Committee which supports employee 
relationships at the Conference level.  Members for this committee are recruited by the 
Conference Nominations Committee.  
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Stewardship Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(b) a standing Stewardship Committee; 

The Manual (August 2013) 
 

Stewardship Committee 
 
(a) Advising the presbytery on why funds are needed and how they will be used;  
 
(b) ensuring that pastoral charges are aware of all aspects of the mission of the United Church 
and encouraging them to participate in it;  
 
(c) ensuring that pastoral charges have arranged for local stewardship work to be done;  
 
(d) encouraging pastoral charges to organize periodic visits for stewardship purposes;  
 
(e) reporting regularly to the presbytery on the funds given by the pastoral charges to the 
Mission and Service Fund;  
 
(f) analyzing annually the proportions spent locally and regionally as compared with the 
amount forwarded to the Mission and Service Fund; and  
 
(g) encouraging other presbytery committees to encourage the use of appropriate study 
materials. 
 

¶ bǳƳōŜǊ ƻŦ ƳŜƳōŜǊǎ ƛǎ ŀǘ ǇǊŜǎōȅǘŜǊȅΩǎ ŘƛǎŎǊŜǘƛƻƴΤ 

¶ Must include three representatives elected by the presbyterial United Church Women; 

¶ Must include one representative of the presbytery Mission in Canada Committee or 
equivalent; and 

¶ Must include additional people who are not required to be members of the presbytery; 

¶ Presbytery elects a convenor at the last regular presbytery meeting in each calendar 
year; and 

¶ Convenor is also a member of the presbytery executive, presbytery Committee on 
Congregational Life and Work or equivalent, and presbytery Finance Committee. 

 
The Manual – Related Resource - Presbytery Committees (August 2013) 
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Normal Membership Size 
6-8 persons 
 

Time Commitment / Meeting Frequency 
At call of the chair 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 

 
Responsibilities (from Guidelines adopted by M&O Conference) 

The role of the Presbytery Stewardship Committee is in their talking to promote the 
ŦŀƛǘƘŦǳƭ ǳǎŜ ƻŦ ŀƭƭ ƻŦ ǘƘŜ с ¢Ωǎ ƻŦ {ǘŜǿŀǊŘǎƘƛǇ ǿƛǘƘ ǿƘƛŎƘ ƻǳǊ lives are blessed: Talent, 
Time, Treasure, Terrain, Tissue and Tell 
 
With support of the Conference Stewardship Committee build up a communication 
network between the M&O Conference Stewardship Committee, Ottawa Presbytery and 
Ottawa Pastoral Charges by: 

1. Appoint a contact person between the Ottawa Presbytery Stewardship 
Committee and the Montreal and Ottawa Conference Stewardship Committee; 

2. When needed report at Presbytery meetings about Stewardship and Mission and 
Service Events, and new resources from either General Council or the Conference 
Stewardship Committee; 

3. Compile a list of Stewardship contacts in the Pastoral Charges in the Presbytery, 
keeping it up to date; 

4. Using the Stewardship Contact list to forward information coming from Montreal 
& Ottawa Conference and General Council pertaining to Stewardship and Mission 
and Service; 

5. Pass on to the Conference Stewardship Committee any requests for Stewardship 
or Mission and Service workshops or events that people either in Ottawa 
Presbytery or Pastoral Charge Stewardship would like to see happen; and 

6. Be aware of, and be part of promoting Mission & Service.  Make Mission and 
Service a part of Stewardship thinking. 

 
Process for Communicating with Ottawa Presbytery Executive  

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 
 

Skills 
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Support / Resources 

¶ Contract staff with M&O Conference related to Stewardship resourcing; and 

¶ From The Manual 2013 and Related Resources: 
Unified Plan of Finance: Mission and Service Fund 

 
Montreal & Ottawa Conference 

Chair or designate to serve on the M&O Conference Stewardship Committee. This 
Committee has the following responsibilities: 
(a) giving leadership in plans to raise the Mission and Service Fund; 
(b) promoting knowledge of the work of the United Church and its General Council 
Office; 
(c) ensuring the presbyteries review the proportions of money spent locally and 
regionally as compared with the amount forwarded to the Mission and Service Fund;  
(d) ensuring that Christian stewardship ism promoted in the presbyteries and pastoral 
charges; 
(e) promoting the use of study materials available through the relevant General Council 
working units; and 
(f) keeping the Conference informed of the plans and policies of the relevant General 
Council working units.  

(The Manual – Related Resource – Conference Committees (August 2013) 
 
General Council 
 This ministry team relates to the Philanthropy Working Unit.  
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²ƻƳŜƴΩǎ Network Ministry Team 
 

C. Presbytery 1. Membership 1.2 Lay Members 
The lay members of the presbytery are full members of the United Church who are ... 
(h) one representative from the presbyterial United Church Women or a successor 
organization; 

The Manual 2013 

 
Background 

The Executive of the Ottawa UCW Presbyterial meets five times a year to plan 
Fellowship Days and the Annual Meeting.  These meetings are held at various churches 
throughout the Presbytery.  The Fellowship Days usually have a morning and afternoon 
program with a speaker plus a worship time and two hymn sings.  At these meetings, 
the UCW supports financially various projects such as Sisters in Spirit, Morogoro and 
M&S. The President’s term of office has been for a two-year period, but in 2013 the 
UCW asked the current president to serve for an extra year with different members of 
the Executive helping to organize the Fellowship Days and attend Presbytery Executive 
meetings. 

 
Accountability 

This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Montreal and Ottawa Conference 

The M&O Conference UCW meets twice a year and several members of the Ottawa 
UCW Presbyterial serve on the Conference UCW Executive. 
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Youth and Young Adults (YAYA) Ministry Team 
 

Chapter C Presbytery ς Committees of Presbytery 
4.5.2 Mandatory Standing Committees 
The presbytery must have 
(d) standing committees to relate to the working units and permanent committees of the 
General Council 

The Manual (August 2013) 
 
Working Units of the General Council ς /ƘǳǊŎƘ ƛƴ aƛǎǎƛƻƴ κ [Ω;ƎƭƛǎŜ Ŝƴ Mission 
The Church in Mission Unit provides support and leadership to The United Church of Canada 
ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ DƻŘΩǎ Ƴƛǎǎƛƻƴ ƻŦ ƧǳǎǘƛŎŜΣ ǇŜŀŎŜ ŀƴŘ ǘǊŀƴǎŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ǿƻǊƭŘΣ ǘƘǊƻǳƎƘ ƛǘǎ 
various ministries and partners in their contextual response to DƻŘΩǎ ƛƴǾƛǘŀǘƛƻƴ ǘƻ 
partnership... Communities in Mission (engagement of congregations and local ministries as 
vital communities of faith)... 

United Church website (July 2013) 

 
Mandate 

To promote, develop and evaluate Youth and Young Adult Ministry in Ottawa Presbytery 
 

Responsibilities - General 

¶ Prepare a budget for submission to the Finance Ministry Team as part of the budgetary 
process and administer these funds. 

¶ Ensure that funding is secured, including grants related to Camp Awesome; 

¶ Ensure that expenditures remain within budget; 

¶ Identify priorities for presbytery youth and young adult ministries; 

¶ Oversee then program direction of the Presbytery Youth Minister; 

¶ Ensure there is adequate support to and supervision of the Camp Awesome operation; 
and 

¶ Maintain ongoing communication with the Presbytery Staff Ministry Team regarding 
support of and annual review process for the Presbytery Youth Minister. 
 

Additional Guidelines 

¶ Presbytery will name the chair or co-chairs of the ministry team; 

¶ Ministry Team will ensure there is a treasurer who has responsibility for the operational 
budget of the ministry team and who works with the Presbytery Treasurer to ensure 
that the Camp Awesome payroll is in order; 

¶ A member of the ministry team serves as a Trustee of the Scriven’s Fund; and 

¶ Two members (one youth and one adult) serve on Conference Youth and Young Adult 
Committee 
 

Responsibilities ς Chair 

¶ Call meetings, determine agenda and open meeting with prayer; 
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¶ Prepare annual budget submission to the Presbytery Treasurer; 

¶ Nurture a working relationship with Presbytery Youth Minister; and promote to pastoral 
charges youth and young adult ministries resources that presbytery provides. 
 

Normal Membership Size 
8-10 persons, members need not be presbyters, including: 

¶ Treasurer; 

¶ 2 youth; and 

¶ Presbytery Youth Minister (ex-officio, nonvoting) 
 

Time Commitment / Meeting Frequency 
Monthly meetings (Sept-May) plus work in autumn/winter for Worshiplude and in 
spring/summer for Camp Awesome 
 

Term of Office 
For chair – 3 years (renewable); for members – 3 years (renewable) 
 

Process for Communicating with Ottawa Presbytery Executive  
This ministry team will have open access to the Executive through one designated 
Executive Member-at-large.  That person will serve as the contact and liaison with the 
Executive; will be in regular contact with the ministry team leader and will keep aware 
of significant matters of this ministry team; and will facilitate the ministry team’s access 
to Executive for annual updates and when the ministry team requests to present 
information to Executive.  The overall spirit of this communication seeks to build a 
meaningful relationship between this team and the Executive Member-at-Large. 

 
Skills 

¶ Interest in and experience of youth and young adult ministry 
 
Support / Resources 

¶ Presbytery Youth Minister 

¶ Conference Youth Worker 
 
Montreal & Ottawa Conference 

¶ Two members (one youth and one adult) serve on Conference YAYA Committee 
(conference calls every 6-8 weeks). The Presbytery Youth Minister serves as a 
corresponding member. 
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MISSION UNIT ς FAITH AND ARTS OTTAWA 
 

B. Local Ministry Unit 
2.2 Missions 
2.2.1 Specific Requirements 

The governance requirements for congregations and pastoral charges do not 
automatically apply to missions. 
There are no specific governance requirements for a mission in these by-laws, with one 
exception: a mission elects representatives to the presbytery on the same basis as a 
congregation. 

2.2.2 Responsibility for Governance 
The presbytery is responsible for ensuring that the mission has a governance structure 
in place that the presbytery has approved. 

2.2.3 Setting Up the Governance Structure 
The mission works with the presbytery to set up a governance structure.  The 
membership, responsibilities, organization, and meeting requirements for the mission 
must be clear.  The mission may follow the governance requirements for 
congregations and pastoral charges or customize them for its own needs and 
circumstances. 

2.2.4 Accountability 
A mission is accountable to the presbytery. 

The Manual 2013 

 
Faith and Arts Ottawa was established in February 2012 as a mission of Ottawa Presbytery.  
 
Here is an excerpt from the Minutes of the February 14, 2012 meeting of Ottawa Presbytery: 
 
Motion:  (Gratton/Keddy) that Ottawa Presbytery establish Faith and Arts Ottawa as a “mission” 
of Ottawa Presbytery.  A “mission” as defined by The Manual 2010 being “one or more groups 
of people that are part of the United Church and that meet for public worship, but not fully 
constituted as a Pastoral Charge or Congregation by the Presbytery”. 

As a mission of Ottawa Presbytery “Faith and Arts Ottawa” is: 

¶ Accountable to the presbytery, and is a presbytery accountable ministry; 

¶ Subject to the oversight of Ottawa Presbytery; 

¶ Governed by a Mission Board consisting of not fewer than five members named 
by the presbytery; 

¶ Entitled to a representative on presbytery (Manual 2010 6.2.6); 

¶ Able to have an appointment of ministry personnel in keeping with Manual 2010 
041.1 and 062; and 

¶ Will operate under the financial oversight of the Presbytery Treasurer and report 
its financial statements through the presbytery annually. 

 



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 97 
 

 
Board of Faith and Arts Ottawa 
At that same meeting on February 14, 2012 Ottawa Presbytery established the board: 
 
Motion: (Hermanson/Jensen) that Ottawa Presbytery name a Mission Board to provide a 
structure of accountability for Faith and Arts Ottawa during its formation stage. The terms of 
reference for the Board are: 
 
Preamble 
Faith and Arts Ottawa όC!hύ ƛǎ ŀ ƴŜǿ ¦ƴƛǘŜŘ /ƘǳǊŎƘ ƳƛƴƛǎǘǊȅ ŀƴŘ ƛǎ ŀ ΨƳƛǎǎƛƻƴΩ ƻŦ hǘǘŀǿŀ 
Presbytery. Faith and Arts Ottawa is accountable to Ottawa Presbytery through the Faith and 
Arts Ottawa Mission Board. FAO is not self-governing, but intends to be. The Mission Board 
exercises oversight of the ministry until FAO is able to become self-governing. 
 
a. Responsibilities 
The Mission Board exercises its oversight of the Mission in the following ways: 

a. It sets and amends policies (including position descriptions) for the Mission, as 
needed, in consultation with the staff. 
 
b. It holds FAO staff to account, ensuring that they conduct themselves according to the 
highest professional and ethical standards, follow all United Church and Faith and Arts 
Ottawa policies, and fulfill the terms and conditions of their employment contracts. 
 
c. It conducts performance reviews with FAO staff and helps them fulfill the 
expectations of their position descriptions. 
 
d. It receives an accountability report from the Minister of FAO at every meeting, 
ensuring that the Minister is fulfilling his/her responsibility to manage the affairs of the 
Mission. 
 
e. It ensures that appropriate steps are taken to exercise a Duty of Care in all FAO 
programs and activities, in order to safeguard the staff, volunteers, and participants of 
the Mission. 
 
f. It holds the Treasurer of FAO to account for its finances, ensuring honesty and 
transparency in all financial matters, that all United Church financial guidelines are 
followed, that all CRA regulations are met, and that appropriate accounting procedures 
are in place. 
 
g. The finances of Faith and Arts Ottawa are part of the finances of Ottawa Presbytery 
and the Mission’s accounts are sub-accounts of Ottawa Presbytery’s financial 
statements. 
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h. The Mission Board will determine the budget of the Mission with input from the staff, 
and will hold the Minister accountable for the management of the budget. 
 

Accountability: 
i. The Mission Board reports to Ottawa Presbytery on behalf of the Mission and acts as a 
liaison between FAO and the Presbytery. 
 
j. The Mission Board will review the Mission to determine its viability prior to any 
recommendation to reappoint the Minister or seek additional funding from the New 
Ministries Formation Fund. Specifically: i) The Board shall conduct a review of the 
Mission at the end of its first three months (May, 2012) and report the results to the 
Presbytery Executive in June, 2012. ii) The Board shall conduct a review of the Mission at 
the end of its eighth month (October, 2012) and report the results to the Presbytery in 
November, 2012. 
 

Membership: 
k. The members of the Board are elected by Ottawa Presbytery for terms of three years; 
l. The Presbytery Minister is an ex-officio member of the Board; 
m. The Minister of Faith and Arts Ottawa is a non-voting member of the Board; 
n. The Board will have the power to add new members to a maximum of 9 members in 
total. 
 

Meetings: 
The Mission Board will meet at least quarterly, and as often as necessary in order to fulfil its 
responsibilities. 
 

Officers: The Board will elect from among its members: 
 

¶ A Chairperson who will be responsible for calling meetings, setting agendas and 
reporting to Presbytery; 

¶ A Vice-Chairperson who will fulfill the duties of the Chairperson in his or her 
absence; 

¶ A  Secretary who will keep accurate Minutes of all meetings and distribute them 
in a timely fashion; 

¶ A Treasurer who will keep accurate and complete financial statements. 
 

 
 
 

 

  



Ottawa Presbytery Position Descriptions 

 

March 10, 2016 Page 99 
 

OTTAWA PRESBYTERY APPOINTMENTS 

Algonquin College Chaplaincy Board 
 

Ottawa Presbytery appoints one United Church representative to the Board. Meetings are once 
a month on a Thursday for two hours from 12 to 2.  There are no meetings during the summer. 

 

The Baillie Fund 
 

The James Elwood Baillie Helping Others Fund which provides financial assistance to youth and 
young adults in the Ottawa Presbytery is administered by Montreal & Ottawa Conference. The 
Board of Directors works cooperatively with the Scrivens Fund Board of Directors in supporting 
youth ministry.  Ottawa Presbytery appoints one young person to serve on the Board of 
Directors. The board meets jointly with the board of the Scrivens Fund.  There are about 2-4 
meetings per year, including January to review the financial position, set the budget etc. 

 

Camp Bitobi 
 

Camp Bitobi is a camp at Gracefield, Quebec jointly owned and operated by the United, 
Presbyterian and Baptist Churches together with Misquah, a camp for developmentally-
challenged persons. Ottawa Presbytery appoints two members to the Board of Directors and to 
serve as Trustees. The Board meets monthly and there is an Annual General Meeting in March. 

 

Capital Region Interfaith Council (CRIC) 
 
The Mission of CRIC is to enhance awareness of the existence in Canada of the many faiths 
which are based on the supremacy of the Creator, and to encourage within these faiths and 
others the development of a living and dynamic expression of our pluralistic spiritual 
community. Its objectives are: 

1. To provide a forum for a dialogue among the faith communities to enhance mutual 
understanding. 

2. To foster action on common interests and concerns. 
3. To develop respect for and understanding of religious practices of all faiths. 
4. To act as a referral resource for matters related to religious issues. 
5. To support and develop interfaith activities, including work for peace, justice, and care 

for the planet Earth. 
The Presbytery Minister serves as the Ottawa Presbytery representative. 
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Carleton University Chaplaincy Board 
 

Ottawa Presbytery appoints one United Church representative to the Board. Meetings are 
normally held every second month but this year (2013-14), the board expects to meet at least 
monthly. 
 

Christian Council of the Capital Area 
 

This Council is a Christian cooperative body founded in 1971 to bring about greater 
understanding between faith traditions and more participation in ecumenical ventures in 
Canada's National Capital Region. The Presbytery Minister serves as the Ottawa Presbytery 
representative on the Board of Directors. 

 

Multifaith Housing Initiative (MHI) 
 

MHI provides safe, well maintained, affordable housing and supports for individuals and 
families who are either homeless or at risk of homelessness. Ottawa Presbytery appoints one 
United Church representative to the Board of Directors. 

 

Ottawa Hospital (Civic Site) Spiritual Care Team Coordinator 
 
For responsibilities, please see the Chaplaincy Committee Ministry Team section. The 
Chaplaincy Committee recommends a name to the presbytery. 

 

Ottawa Hospital Spiritual Care Advisory Committee 
 

Ottawa Presbytery appoints the United Church representative on the Spiritual Care Services 
Advisory Committee which offers advice to the Spiritual Care Services which oversees the work 
of staff chaplains, spiritual care volunteers and community clergy. The committee meets 
quarterly. The presbytery appointee makes an annual report to the Chaplaincy Committee. 

 

Ottawa Hospital (General Site) Spiritual Care Team Coordinator 
 

For responsibilities, please see the Chaplaincy Committee Ministry Team section. The 
Chaplaincy Committee recommends a name to the presbytery. 
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Ottawa Lay School of Theology & Spirituality (OSTS) 
 
Established in 1964, the objectives of OLTS are: 

1. to develop theologically and spiritually alert laity who are informed about what the 
Christian Church has believed and taught throughout the ages and is teaching at the 
present; 
2. to work out carefully the meaning of faith and spirituality in our lives and for our 
times.; and 
3. to aid and encourage dialogue with members of different faiths. 
 

The current sponsoring organizations are The Ottawa Presbytery of the United Church of 
Canada, the Ottawa Diocese of the Anglican Church, The Ottawa Presbytery of the Presbyterian 
Church, and the Ottawa Archdiocese of the Roman Catholic Church. Ottawa Presbytery 
appoints one representative to the Board of Directors.  In addition, the Chair of Ottawa 
Presbytery serves as the Dean on a rotational basis. 
 
The board meets at least twice a year, in December at the end of the 10-week Fall Term and in 
March-April at the end of the Winter Term.  Occasionally, there is a third meeting. The Board 
has three standing committees: Curriculum, Finance and Promotion.  In addition, there is an 
Annual General Meeting a week or two after the spring board meeting. 

 

Queensway-Carleton Hospital Spiritual Care Team Coordinator 
 

For responsibilities, please see the Chaplaincy Committee Ministry Team section. The 
Chaplaincy Committee recommends a name to the presbytery. 

 

Riverside Churches of Ottawa Inc. 
 
The lands and buildings located at 3191 Riverside Drive, Ottawa were jointly developed by the 
United Church of Canada and the Anglican Church of Canada to serve the ministries of the two 
churches out of one jointly owned and operated location. Riverside Churches of Ottawa Inc. 
was developed to be the legal entity to hold and operate the property. Riverside Churches of 
Ottawa Inc. is administered by a Board of Directors commonly referred to as the Joint Holding 
Corporation. The Board is composed of four representatives named by each Congregation 
(Riverside United Church and Church of the Resurrection), the Clergy, a representative named 
by Ottawa Presbytery, a representative named by Ottawa Diocese, and a Treasurer and a 
Secretary who are appointed by the Board. The Board meets at least annually and at the call of 
the Chair. 
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Spiritual Care in Secondary Schools 
 

The Spiritual Care in Secondary Schools program, in collaboration with the Ottawa Carleton 
District School Board (OCDSB), has been providing volunteer spiritual care since 1983. The 
program is inclusive of the various OCDSB recognized faith groups in the community. It does not 
promote in any manner a particular religious belief system but is entirely focused on the care of 
the students and staff. The program receives no financial support from the OCDSB. It is 
supported by contributions from the faith groups actively involved in the program. Program is 
overseen by a Steering Committee made up of representatives of the faith groups actively 
involved in the Spiritual Care Program and recognized by the Board.   
 
Ottawa Presbytery appoints a United Church representative to the Steering Committee. This 
committee meets monthly from September to June.  Meetings are almost always on a weekday 
afternoon and last about two hours.  There are also two gatherings of the Workers every year, 
one in the fall and one in the spring.  These take place from 9:00 am to 1:00 pm on a weekday 
morning. 
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CAMP BITOBI INCORPORATED  (Revised December 2004) 

 

ARTICLE I  

 

Name  

The Camp shall be known as Camp Bitobi. 

 

 

ARTICLE II  

Purpose  

Camp Bitobi shall provide a residential site for outdoor 

education, recreation and spiritual renewal for children, youth, 

adults and persons with special needs.  Camp Bitobi shall be 

operated as a non-profit camp; i.e. user fees should cover 

operating costs. 

 

ARTICLE III  

Administration   

1. Camp Bitobi shall be administered under the direction of 

a Board of Directors (the ñBoardò). 

 

2. The Trustees and the Board shall constitute the 

Corporation. 

 

3. All documents and deeds of title in the name of Camp 

Bitobi shall be held in trust, kept in a safety deposit box 

and dealt with as directed by the Trustees. 

 

ARTICLE IV  

Amendments  

Any Board member must submit to members of the Board any 

contemplated changes to the Constitution in writing or 

electronic means at least thirty (30) days prior to the Annual 

General meeting. 

 

ARTICLE V  

Making, Appealing and Amending By-Laws 

 

 1. The Board may from time to time, with the consent of 

the Trustees, recommend changes to by-laws and 

regulations not contrary to the law or any provision of 

the letters patent, and from time to time recommend 

amendments, variations or repeals of the same 

respecting: 
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(a) the election or appointment of Board Members 

and Officers; 

 

(b) the control, management and conduct of the 

affairs of the Corporation. 

 

2. These by-laws may be changed or amended at any 

Annual General Meeting or Special Meeting upon 

thirty (30) days notice in writing or by electronic means 

of such intention.  

 

BY-LAWS 

Trustees 

1. Qualification.  The Trustees of the Corporation shall be one representative designated 
by each of the following: 

 (a) the Ottawa Presbtery of the United Church of Canada; 

(b) the Ottawa Presbytery of the Presbyterian Church of Canada; 

(c) the Baptist Convention of Ontario and Quebec. 

2. Responsibilities.  The Trustees shall represent the ownership of the Corporation. 

3. Inclusion as part of Board of Directors.  Each of the Trustees shall also be a member of 
the Board and may or may not hold one or more of the offices of the Board. 

4. Remuneration.  Trustees shall serve as such without remuneration and no Trustee shall 
directly or indirectly receive any profit from the office of Trustee.  A Trustee may be paid or 
reimbursed for reasonable expenses incurred or to be incurred in the performance of the duties 
of the office.  Nothing in these By-laws shall preclude any Trustee from serving the Corporation 
as an officer or in any other capacity and receiving compensation therefore. 

Members of the Corporation 

5. Qualification.  Membership in the Corporation shall include: 

(a) the Trustees; 
(b) a representative of each of the User Groups as defined in Section 35. 

Meetings of Members of the Corporation 

6. Annual General Meeting.  The Corporation shall hold an annual general meeting of its 
Members no later than three months after the end of each financial year of the Corporation, at 
a time and place determined by the Chairperson, or by resolution of the Board of Directors.  At 
each annual general meeting, the members shall, in addition to any other business that may be 
transacted: 
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(a) receive the report of the Board of Directors of the affairs of the Corporation for the 
previous year; 

(b) receive the financial statements relating to the preceding financial year, and every 
fourth year, receive the auditor’s report; 

(c) elect or appoint Directors, in accordance with these By-laws, and every fourth year, 
appoint auditors for that calendar year. 
 

7. Other Meetings.  Other meetings of the Members may be held at any time or place by 
order of the Chairperson, or by resolution of the Board of Directors.  The Members may 
transact any business either special or general at any meeting of the Members.  

8. Notice of Meetings.  Thirty (30) days notice in writing or by electronic means shall be 
given to each Member of any annual general meeting of the Members.  Ten (10) days notice in 
writing or by electronic means shall be given to each Member of any other meetings.  All 
notices shall contain a detailed agenda of the business to be transacted. 

9. Waiver of Notice.  Meetings of the Corporation may be held without previous notice if 
all the Members be present or if all Members personally sign a written waiver of notice of the 
time, place and purpose of such meetings.  No error or omission in giving notice of any annual 
or other meeting or any adjourned meeting of the Members of the Corporation shall invalidate 
such meeting or make void any proceedings taken at such meeting. 

10. Chairperson.  In the absence of the Chairperson, the Members present at any meeting 
of Members shall choose another individual present at such meeting to act as Chairperson of 
the meeting. 

11. Voting.  Every question submitted to any meeting of Members shall be decided by a 
majority of votes given on a show of hands unless any Member entitled to vote at such meeting 
requests another method.  The Chairperson shall have a casting or deciding vote.  Each Member 
shall be entitled to one vote if present at a meeting in person or by proxy. 

12. Quorum.  A quorum for the transaction of business at any meeting of Members shall 
consist of not less than a majority of the Members, present in person or represented by proxy. 

Board of Directors 

13. Board of Directors.  The business of the Corporation shall be managed by a board of a 
minimum of four Directors (the Board). 

14. Appointment and Election of Directors.  The Trustees shall be Directors.  Each User 
Group (as defined in Section 35) is entitled to appoint one Director.  Other persons interested in 
furthering the work of Camp Bitobi may be elected as Directors.  Any additional Directors shall 
be elected by the Members of the Corporation at each annual general meeting of Members, or 
at any other meeting of the Members called for such purpose.  Each Director must be the age 
of majority with the power under law to contract, and not otherwise disqualified from holding 
the office of director. 
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15. Term of Office.  Directors other than trustees shall hold office from the date of their 
appointment or election until the next annual general meeting of members.  Eligibility for 
directorship shall run from annual general meeting to annual general meeting. 

16. Vacancies.  The office of Director shall be automatically vacated if: 

(a) a Director resigns by delivering a written resignation to the Secretary of the 
Corporation, and in the case of the Trustees to the Secretary of their respective 
institutions; 

 
(b) at a meeting of the Members a resolution is passed by three-quarters of the 

Members present at such meeting that a Director be removed from office, 
except for the Directors who hold that position by virtue of being a Trustee; 

 
(c) on death; 
 
(d) in the case of a Trustee, if the Secretary of their respective institution advises the 

Secretary of the Corporation that their designation as Trustee has been revoked. 
 
If a vacancy occurs for any reason contemplated in this paragraph, the vacancy shall be 
filled until the next annual general meeting of Members: 
 

(a) in the case of a Trustee by another individual appointed by the respective 
institution by delivering notice in writing of such appointment to the Secretary of 
the Corporation; and 

(b) in the case of any other Director, by an individual appointed by the Board of 
Directors. 

 

17. Remuneration.  Directors shall serve as such without remuneration and no Director shall 
directly or indirectly receive any profit from the office of Director.  A Director may be paid or 
reimbursed for reasonable expenses incurred or to be incurred in the performance of the duties 
of the office.  Nothing in these By-laws shall preclude any Director from serving the Corporation 
as an officer or in any other capacity and receiving compensation therefore. 

18. Powers of Directors.  The Directors may, when they deem it expedient, and with the 
consent of two of the three trustees: 

 (a) borrow money upon the credit of the Corporation; 
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(b) issue debentures or other securities of the Corporation, and pledge or sell such 
debentures or securities for such sums and at such prices as may be deemed 
expedient; and 

(c) mortgage, hypothecate, or grant a lien or security interest in or to any of the 
property of the Corporation. 

Meetings of the Board of Directors 

19. Time and Place.  Meetings of the Board shall be held at a location determined by the 
Chairperson or by resolution of the Board.  Meetings of the Board may be called by resolution 
of the Board, by the Chairperson or if no Chairperson has been appointed, by any two Directors.  
If, for any reason, a meeting of the Board for which notice has been given is cancelled, or if a 
quorum is not present at such meeting, a new meeting shall be convened by the Chairperson 
within 30 days of the date of the originally scheduled meeting. 

20. Notice.  Ten (10) days notice in writing or by electronic means of each meeting shall be 
given to each Director.  Meetings of the Board may be held without previous notice if all 
members be present in person or if all personally sign a written waiver of notice of the time, 
place and purpose of such meetings.  No error or omission in giving notice of any meeting or 
any adjourned meeting of the Board shall invalidate such meeting or make void any 
proceedings taken at such meeting. 

21. Written Resolutions.  A resolution in writing signed by all of the Directors entitled to 
vote on such resolution is as valid as if passed at a meeting of the Board duly called to consider 
such resolution.  Any such written resolution shall be kept in the Corporation's minute book. 

22. Chairperson.  The Chairperson of the Corporation shall preside at all meetings of the 
Board .  In the absence of the Chairperson, the Directors present at any meeting of the Board 
shall choose one of their number to act as Chairperson of the meeting. 

23. Voting.  Every question arising at any meeting of the Board shall be decided by a 
majority of votes given on a show of hands unless any Director requests another method.  The 
Chairperson shall have a casting or deciding vote. 

24. Quorum.  A quorum for the transaction of business at any meeting of the Board shall 
consist of not less than a majority of the directors then in office. 

Officers of the Corporation 

25. Appointment.  The Officers of the Corporation shall be Chairperson, Secretary and 
Treasurer, and any other such Officers as the Board may determine.  The same person may hold 
no more than two offices.  Officers of the Corporation shall be appointed annually, or as often 
as may be required and shall, subject to earlier resignation or removal, hold office for a term of 
three years, or until their successor is appointed. 
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26. Remuneration and Removal.  The Directors may fix the remuneration (if any) to be paid 
to Officers of the Corporation.  All Officers shall be subject to removal at any time, with or 
without cause, by resolution of the Board of Directors and any office that is to be occupied by 
an individual appointed from among the Directors shall automatically be vacated if the 
individual ceases to be a Director. 

27. Chairperson.  The Chairperson of the Corporation shall be appointed from among the 
Directors and shall: 

(a) be the chief executive of the Corporation; 

(b) see that all orders and resolutions of the Board of Directors are carried into 
effect; and 

(c) perform all duties incidental to the office of Chairperson and such other duties 
as may, from time to time, be designated by the Board; and 

(d)  only cast a vote in the event of a tie. 

28. Secretary. The Secretary of the Corporation shall be appointed from among the 
Directors and shall: 

(a) record, distribute and maintain the minutes of the meetings of the Corporation; 

(b) see that all notices of meetings of the Corporation are duly given or waived by all 
persons entitled to attend such meetings; 

(c) see that all books, reports, certificates, and all other documents and records of 
the Corporation required by law are properly kept and filed; and 

(d) perform all duties incidental to the office of Secretary and such other duties as 
may, from time to time, be designated by the Board. 

29. Treasurer.  The Treasurer of the Corporation shall: 

(a) have charge and custody of and be responsible for all funds, securities, books, 
vouchers and papers of the Corporation, except such as are under the control of 
the Secretary, and deposit all such funds and securities in the name of the 
Corporation in such bank, or trust company or other depositories as may be 
designated by the Board; 

(b) submit at each meeting of the Board a statement showing receipts and 
disbursements and such information relative to the financial position of the 
Corporation as the Board may from time to time determine; 

(c) render a detailed report of the conditions of the finances of the Corporation at 
the annual general meeting of the members of the Corporation, and render such 
other reports as the Board may require from time to time; 
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(d) receive and give receipts for moneys due and payable to the Corporation from 
any source; 

(e) oversee and submit, on behalf of the Corporation, a tax return each year; 

(f) submit, for consideration by the Board, a proposed annual budget at the end of 
each calendar year; and 

(g) perform all duties incidental to the office of Treasurer and such other duties as 
may, from time to time, be designated by the Board; and 

(h)  surrender all financial statements to the auditor. 

30. Other Officers.  The Board may, from time to time, appoint such other Officers as it shall 
deem necessary who shall have such authority and perform such duties as may be determined 
by the Board. 

Committees 

31. Committees.  The Board may appoint committees whose members will hold their offices 
at the will of the Board.  The Directors shall determine the duties of such committees.  Each 
committee must be chaired by a Director and may include persons who are not Directors. 

Execution of Documents 

32. Contracts, by-laws, documents or any instruments in writing requiring the signature of 
the Corporation shall be signed by the any two Officers or Directors, as designated by the 
Board.  The Board shall have power, from time to time, to appoint Directors or Officers 
(including any individual Director or Officer) on behalf of the Corporation to sign specific 
contracts, documents or instruments in writing.  The seal of the Corporation may be affixed to 
any such contracts, documents or instruments in writing by any of the Directors or officers 
authorized to sign such contracts, documents or instruments in writing. 

33. Safe Keeping of Documents:  The Board will hold a safety deposit box at a banking 
institution for the safe storage of legal and other documents.  The Chairperson and Secretary 
are designated as sole persons having access to the safety deposit box. 

Financial Year 

34. Unless otherwise determined by the Board, the financial year of the Corporation shall 
end on December 31. 

Rules and Regulations 

35. The Board may establish such rules and regulations not inconsistent with these By-laws 
relating to the management and operation of the Corporation, as it deems expedient. 
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User Group 

36. Definition:  A User Group is any entity or collection of people who has reserved, paid for, 
and used the Camp Bitobi Facility for at least the two years previous to the current fiscal year. 

37. Rights:  Each User Group has the following rights: 

(a) to reserve space in a block of time similar to that reserved, paid for, and used in 
the year previous to the current fiscal year; 

(b) to appoint a person to act as a Director. 
 

38. Loss of Rights:  If any User Group does not reserve, pay for, and use space at Camp 
Bitobi in the current fiscal year, it shall cease to be a User Group at the end of that fiscal year. 

Dissolution of the Corporation 

39. Special Recognition:  In recognition of the contribution over the years to Camp Bitobi of 
the User Group called Misquah Recreational Group for Persons with Developmental Disabilities 
(Camp Misquah), provided it is a User Group at the time of dissolution of the Corporation, 
Camp Misquah shall be entitled to a share of the disposition of the assets of the Corporation. 

40. In the event that the Board dissolves the Corporation, all assets from the net proceeds 
of sale and cash reserves shall be distributed in the following manner:  the three original 
participating denominations shall have equal shares; Camp Misquah shall be entitled to one per 
cent per year for its usage of Camp Bitobi up to a maximum of 19 per cent.  This provision exists 
only as long as Camp Misquah is a User Group; once it ceases to be a User Group its 
accumulated entitlement is released.  It is hereby confirmed that as of the date these By-laws 
are made, Camp Misquah has been a User Group since 1991 and its share percentage 
accumulation commenced in that year. 
 

41. Definition:  A majority vote is defined as more than fifty percent of votes cast. 

These By-laws may be changed or amended at any Annual General or Special Meeting of the 

Board upon thirty (30) days notice in writing of such intention. 

 

Revised this ________ day of __________, 2002 

ENACTED this 31st day of May, 1978 

 

   

Chair  Secretary 
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