Appendix

A-1

Sample Pre-Visit Letter

To the Minister(s) and Official Board/Council of ____________________United Church

Re: Visitation by members of Kamloops-Okanagan Presbytery to your Pastoral Charge.

This will confirm  arrangements for our visit to your Pastoral Charge. The time will be the afternoon and evening of                       ,20___.   We will meet at the church                               beginning at       a.m./p.m. We would appreciate it if one of the meetings could be over supper and that a brief time may be shared with the minister(s) and one or two members of the Ministry and Personnel Committee at the end of the visit.

The United Church Manual requires that visits to congregations be made every three years. We would like to emphasize that the primary purpose of this visit is for support, encouragement and counsel [The Manual Section 332] .

Our team will consist of _____________________________________________, ___________________________,  ________________________________,   and me.

Time Guidelines for Individual/Group Meetings

Minister(s)






l hour

Minister(s) and spouse(s)




30 min. to 1 hour

Other paid or key volunteer staff 



20-30 min. each

Secretary

Organist/Choir director

Caretaker

Others

Ministry and Personnel Committee

Official Board/Council and/or its chairperson

Other committees and/or their chairperson

Congregation






Two hours

We believe it is important to involve the whole congregation in the self-evaluation/ celebration process so, in preparation for our visit, we suggest the following:

1. Announce the visit, including the purpose, in your  bulletin prior to the date. Some discussion around the manual for Presbytery Visitation Teams will give the congregation  an understanding of the purpose and the process of the visit.

2. Schedule visits with the people listed and have the necessary congregational records available:  Baptisms, Marriages, Funerals, Membership Roll, Minutes of Session, Board or Council.

We look forward to spending this time together as the congregation celebrates and reflects upon its life and work. The written report of the Visitation Committee will be sent to you shortly after the visit with copies forwarded to Presbytery as noted in the Visitation Manual.

Yours, ____________________________  Team Leader

Sample Bulletin Insert

The following is a sample bulletin insert that can be adapted and sent to the pastoral charge.  It is designed to fit on half of an 8 1/2 by 11 sheet.

Presbytery Visit Coming

On_____________________ we will receive a visit by members of Kamloops-Okanagan Presbytery. Every pastoral charge receives such a visit every three years.

This is an important time in the life and work of our congregation. We will be hosting our visitors with a pot luck supper at ________ PM followed by a time for all of us to meet with them at _________ PM. Please plan to attend both the supper and the evening meeting if you can.

The purpose of the visit is:

a)
to affirm and celebrate the good things which have been happening in our  pastoral charge.

b)
to provide an opportunity for us to do some self-evaluation.

c)
to explore how lay people and paid ministers share the ministry of the church

d)
to help identify difficulties or potential problems and to make suggestions

e)
to enhance awareness of the larger church beyond the pastoral charge

f)
to review our pastoral charge records.

Pre-Visitation Data Sheet

Pastoral Charge __________________________________________

Date  ______________________________

In order to begin the process and to save time at the actual visit, the pastoral charge is requested to answer the following questions and return this form to the leader of the visiting team.  Please answer or comment in the space under the question.    

1. Does the congregation provide a    ( manse    or    ( a housing allowance?    

2. If a manse, what provision is made for upkeep, repairs and required furnishings?

What responsibility does the minister’s family assume for the care of the manse?

What are the long range plans for the manse? 

3. If a housing allowance, what is the amount?    $_______ per month

When was the housing allowance last reviewed to ensure it is in accordance with that required by The Manual  (i.e. fair market value for the local area including appliances, drapes and rugs) ?    

4. How are the salary and allowances paid to your minister(s) determined?  

Do you have a policy on salary (e.g. a percentage above required minimum), and if so, what is that policy?

What amount of allowance does your minister receive for books and continuing education?   (Note that the United Church will soon require $1200, while KO Presbytery recommends at least $1400 per annum for combined allowance.)

5. Has a Police Record Check, Level Two, been obtained by each Ministry Personnel in the Pastoral Charge and shown to someone on the Ministry and Personnel Committee?   Is there a record of that in the Personnel File  (form MPE 460)?  Note that the new policy requires a new records check every six years as well as prior to any new call or appointment.

6. Does the pastoral charge provide secretarial help for the minister(s) and church?

If so, is it   _______ volunteer?    ______ honorarium basis?   ______  paid?

If paid, how does it compare with wages paid in the community?    

7. Are there office expenses for which the minister is not reimbursed?   (e.g. telephone, postage supplies, secretarial help, internet connection)    

8. Are salaries, grants, honoraria paid to other staff?   (Note that honoraria totaling over $500 for the year must be reported to the Canada Revenue Agency [CRA] at year-end on a T4A   supplementary form.  For more information see CRA website, www.cra-arc.gc.ca)

How do they compare with wages in the community?   

Are all employees working at least 14 hours per week on a permanent basis enrolled in the United Church Pension Plan and Group Insurance Plan as required?    

9. Has the treasurer a fixed date to issue salary cheques?   

 Are they delivered on time?

10. By what means does the pastoral charge handle financial matters?  (check as many as apply)       

(  Committee of Stewards

(  Finance Committee

(  Envelopes

(  Annual Pledges

(  Every Household Visitation Program

(  Consecration Sunday / Celebrate Stewardship Program

(  Other


Are the financial needs of the pastoral charge adequately met?    

11. Are all the names and addresses of the all the trustees of the pastoral charge known?  


( Yes     ( No

Are they all active, resident members or adherents of the congregation?


( Yes     ( No

Are a majority of the trustees full members?


( Yes     ( No

12. Is the location of the Duplicate Certificate of Title  (i.e. the “deed”) for the church property known?    

13. What education about and support for the Mission and Service Fund is provided in your congregation?

Are M&S contributions forwarded monthly to the national treasurer?   

14. What is the amount of insurance carried on the buildings, possessions and property of the pastoral charge?     $ _______________

How does this compare with the replacement value?

What is the amount of Public Liability Insurance carried by the pastoral charge in case of injury to another party while at the church, or while participating in an event organized by a church group?    _______________

15. How are lay delegates to Presbytery and Conference chosen?     _____________

What is the length of their term?  ________ (Note:  Presbytery recommends 3 year term.) 

How do your delegates report to the Official Board/Council and to the congregation?    

16. Briefly describe the governance structure of the pastoral charge.   (e.g. Elders and Stewards;  Official Board;  Council;  Policy Governance (Carver) model; other) 

17. Please provide any documents you have containing the mission statement, vision   statement, and/or core values of the congregation when submitting this pre-visitation sheet. 

18. Please add any other information or comments you would like the visitation team to know before the visit.

___________________________                _______________________        ___________

Person completing this data sheet

  Position


Date

Report of the Pastoral Visit to

_______________________________ Pastoral Charge

Date:

To:
_______________________________________


_______________________________________, the minister(s)

  and
_________________________________Chairperson of the Official Board/Council

  From visiting team members__________________________________





__________________________________





__________________________________





__________________________________

Introduction:  
General comments (appreciations, names of key participants, 



outline of visit, format used etc.)

Life Of The Pastoral Charge 

(particularly as it relates to the Mission Statement of Kamloops-Okanagan Presbytery: “to have healthy and vital congregations which call and nurture people to be disciples of Jesus Christ.”)
 Role And Support Of Your Minister(s)

Role and Support of the Laity
Stewardship
Relation to the Larger Church
Other Comments
Recommendations
Signature of Writer_______________________________________

Copies to: 
Chair of Pastoral Oversight Committee


Chair of the Presbytery Pastoral Relations Committee



Conference Minister

Summary Report to Presbytery Leadership Circle
PASTORAL CHARGE _____________________________Date of visit ________________

Please prepare a brief summary, one page or less, of the major findings of your visit.  Focus on those things that the Leadership Circle of Presbytery needs to know in order to be in touch with the state of the Presbytery and its pastoral charges.  Please consider the health of the congregation and of the pastoral relationship. Include strengths and potential challenges along with any recommendations you have made for either congregational action or Presbytery action. 

________________________________________________
_____________________

Signature of Report Writer

 



Date

Presbytery Visitation Evaluation Form

Pastoral Charge_____________________________________________

Date______________________________________

This form is to be completed by the official Board/Council of the pastoral charge as soon 
as possible after receiving the written report from the visiting team.  Feel free to use more space than is provided.

1. How did you feel about the visit in general?

2. How do you feel about the written report?

3. What learnings or insights (if any) did you gain about your pastoral charge as a result of this visit?

4. What concerns (if any)about your pastoral charge were brought into clearer focus or shared in a positive manner?

5. What feedback do you have for the visiting team regarding what was helpful and unhelpful?

6. Do you have any recommendations for future visiting teams?

7. How might Presbytery be more helpful to your congregation?

8. Please add other comments.

Signed_______________________________________

Please send this form to the Chair of the Pastoral Oversight Committee:

Chair of Presbytery Visitation Committee

Lee Fraser

2423 Tamerac Terrace

RR #2

Sorrento, BC  V0E 2W2

Email:  leefraser1@gmail.com
Requirements for Board or Council Minutes  (The Manual)

092
Instructions to Secretaries. The Fourth General Council (l930) issued the following instructions to Secretaries of the various Courts of the United Church in regard to the writing and keeping of the minutes of the meetings of their respective Courts:

(a)
the Secretary shall keep full and accurate minutes of the proceedings of all meetings;

(b)
the minutes shall be written in ink in a legible hand, or typewritten, or printed;

(c)
if the minutes be written by hand, they shall be written in a bound book provided for that purpose. If the minutes be produced by other means, one (1) signed original set of minutes shall be bound at suitable intervals in accordance with the methods specified by the General Council Committee on Archives and History. This information may be found in Guidelines for Record Keeping in The United Church of Canada, which is available from the Conference Archives Committee or the Central Archives;

(d)
the pages shall be numbered, and the number of each page written or printed at the top of the page;

(e)
every page shall be signed or initialled by the Secretary;

(f)
the record of each meeting of the Court shall be signed by the Presiding Officer and the Secretary;

(g)
the time and place of each meeting shall be fully stated in words, and the date of the meeting shall be indicated on the margin at the top of each page;

(h)
the minutes shall state by whose or what authority the meeting is held, “at the call of the Chairperson,” “according to adjournment,” or as the case may be; and that a quorum was present;

(i)
the opening of the meeting with prayer and closing of the meeting with prayer and/or the benediction, shall be recorded in the minutes;

(j)
the name of the Presiding Officer shall be recorded, and, in the minutes of Sessions, Official Boards or Church Boards or Church Councils, and Presbyteries, the names of the members present. The minutes of the Conference shall include the roll of the Conference;

(k)
the items of business shall be briefly indicated by paragraph headings or marginal notes, for ready reference;

(l)
care shall be taken that all numbers are distinctly written;

(m)
Committee reports and other documents necessary for the understanding of the records shall be embodied in the minutes or added in an appendix. If the latter, the number of the page on which they will be found shall be given in the minutes;

(n)
the minutes shall record all the proceedings of the Court and shall state clearly what disposal is made of all motions, Resolutions, reports, Petitions, etc.;

(o)
extraneous and irrelevant matter shall be rigidly excluded from the minutes;

(p)
all erasures, cancellings, interlineations, or other changes shall be initialled in the margin by the Secretary;

(q)
no erasures or alterations may be made after the record has been confirmed, except by Resolution of the Court or by order of a higher Court, and then suitable annotations shall be made;

(r)
no unnecessary vacant space shall be left between the minutes of successive meetings. If any such vacant space be left it shall be ruled in plain lines from the writing to the bottom of the page;

(s)
the use of initials for organizations and other abbreviations should be carefully avoided;

Current Contact Information

As of July, 2008

The following are the current names with contact information of those persons to whom a copy of the Visitation Report is sent (other than to the ministers and pastoral charge). 

Chair of Presbytery Visitation Committee

Chair of Presbytery Visitation Committee

Lee Fraser

2423 Tamerac Terrace

RR #2

Sorrento, BC  V0E 2W2

Email:  leefraser1@gmail.com
Conference Minister

Ivy Thomas
1121 Sherbrooke Avenue
Kamloops, BC V2B 1W6
 Cell (250)319-8355

 Fax   (250)554-3679
 Email ivy.kopconferenceminister@gmail.com
Convener of Pastoral Relations 
Martha Ashbaugh

610 Valdes Drive

Kamloops, BC V2B 5J2

Home: (250) 376-6523

Home fax: (250) 376-8475

Email: mashbaugh@shaw.ca
Tips for Interviews and Questions

1. Ground yourself in prayer and meditation before the visit and the interviews. 

2. Take time to establish rapport with the person being interviewed. 

3. Be genuine and sincere.

4. Make sure the person knows why you are there.  Ask and clarify to make sure.

5. Avoid theatre style seating if possible.  A circle usually works best if possible.

6. Consider the interview a meeting of equals.

7. Use the questions provided in the guidelines as just that, guidelines. It is not necessary to ask all questions.  It’s more important that the interview flow  as a conversation and that the major areas be covered.

8. Statements and invitations are less threatening than questions.  

9. Use open-ended questions ( not “yes” or “no” ) that invite elaboration and reflection.   (e.g. “can you tell me about….?”   “how would you describe …?”)

10. Avoid “why” questions, for they often lead to defensiveness.

11. Promise confidentiality but only to the extent that you can.  

12.  Encourage openness.   Be non-judgmental.

13. Consider having one person take notes while the others concentrate on the conversation/interview and listening.  

Worship Resources
Following are a selection of hymns, readings, prayers and meditations that would be appropriate for the worship times in an Oversight Visit.  You may use any of these or opt for something else.  These are provided for your convenience only.

Hymn Options

More Voices

#1
Let Us Build a House

#34
All is Done for the Glory of God

#42
Praise God For this Holy Ground

#62
There is Room for All

#92
Like A Rock

#143
Deep in Our Hearts

#172
God Says

#178
Who is My Mother?

Voices United

#325
Christ is Made the Sure Foundation

#331/2
The Church’s One Foundation

#389 
God is Here

#479
Draw Us in the Spirit’s Tether

#579
The Church Is Wherever God’s People

#582
There’s A Spirit in the Air

#601
The Church of Christ in Every Age

Prayers, Readings & Meditations

This Is the Place

by Alan Gaunt 

This is the place

and this is the time:

here and now God waits

to break into our experience:

To change our minds,

to change our lives,

to change our ways;

To make us see the world

and the whole of life

in a new light;

To fill us with hope,

joy, and certainty

for the future.

This is the place,

as are all places;

this is the time,

as are all times.

O God of this place,

and every place,

God of this time,

and all time,

here and now,

we praise you.

From Reinventing Worship: Prayers, Readings, Special Services and More – Brad Berglund (pg 24)

© 2006, Judson Press, Valley Forge, PA  

Reproduced with permission of Judson Press (contact information for the author was not available)
Gathering Prayer

by Cynthia Cearley 

Gracious God,

In the church, this sanctuary, this sacred place,

There is a chest—a chest that holds the promises of our lives, our gifts, and the hope of this congregation.

There is a cross—a cross that teaches us that God meets us in our struggle and sorrow—as well as in our joy and happiness.

There is a table—a table that stretches around the world, a table that sustains and nourishes our spirits.

There is a cup—a cup that is lifted in love by one who lived God’s presence in the world and invited us to do the same.

There is a pulpit—a pulpit where words of God’s love, purpose, and challenge are brought to God’s people.

There is a candle—a candle that burns with the light of Jesus’ spirit, undimmed by conflict, sadness, and fear.

There are pews (or chairs)—pews that long to be filled with faithful followers who are inspired by God’s grace and love.

There are people—people who are seeking, with lives that ebb and flow with joy and sorrow, tears and smiles, fear and courage, hope and despair.

There are prayers—prayers that we clasp tightly in our hands and let go to the listening Spirit of God—prayers for healing, peace, compassion, and justice.

There is music—music that soars to the highest point of this cathedral of faith and to the depths of our spirits, bringing beauty and inspiration to our hearts.

There is forgiveness—forgiveness that flows from the heart of God freely to our lives and spirits.

There is friendship—friendship that encircles us when we are in need, friendship that comes as pure joy, friendship that calls forth the best of all of us.

There is love—love that, as Paul reminds us, binds all together and makes a difference in the world, a difference that needs to be made.

O God, thank you for all we find here, for all we give here, for all we are here, together as your people. Amen.

From Reinventing Worship: Prayers, Readings, Special Services and More – Brad Berglund (pg 25)

© 2006, Judson Press, Valley Forge, PA  

Reproduced with permission of Cindy Cerley
Guided Prayer for a Congregational Meeting

by Cindy Bates 

O God, life is good. Life is filled with abundance! We pause this day to give thanks for the wealth of good gifts we receive from you each day.

Silent prayer

O God, life is also filled with challenges and uncertainties. We want to face our challenges and uncertainties faithfully and courageously. We pause today to lay before you all those things in life that cause us to fear.

Silent prayer

O God, your creation is vast, but sometimes our world gets very small. This day we pause to pray for your world, especially for those persons and places and circumstances where the need for peace and healing is crying out for your love, your hope.

Silent prayer

O God, your church is our spiritual home, but we also know our home is not perfect. Your church struggles within and without. For this congregation in your church, we bring to you those concerns and cares that affect our shared ministry.

Silent prayer

O God, life is filled with possibility. We confess that sometimes we do not see your vision or hear your call and we are often unwilling to be open to your guidance. As we gather today, may we see and hear. In these moments, we pray for your Holy Spirit to dance among us and lead us in the way. We pray to experience your presence.

Silent prayer

O God, we are thankful that you have called us to live in community. Draw us together that we might be a positive, powerful influence for change and transformation in the hearts and minds of all who are touched by this congregation. We give you thanks for one another. May our words and decisions reflect your presence in this place. In Christ we pray. Amen.

From Reinventing Worship: Prayers, Readings, Special Services and More – Brad Berglund (pg 85)

© 2006, Judson Press, Valley Forge, PA  

Reproduced with permission by Cindy Bates

Take Nothing for the Journey

By Joyce Rupp

Then Jesus called the twelve together … and he sent them out to proclaim the kingdom of God and to heal.  He said to them, “Take nothing for your journey. …”

Heal and proclaim …

Were the twelve afraid?

Did they wonder if they could do those things?

Compared to the quality of your ministry,

did they feel inadequate and unworthy?

What persuaded them to go?  Your words?

Your friendship?  Their enthusiasm?

Your deep belief that they could do it?

And you said:

“Take nothing for the journey.”

What did you mean?

Trust or more than trust?

Did you perhaps imply that we can’t wait

until we have all the possible things we need?

That we can’t postpone “doing” 

until we are positive of our talents?

That we can’t hold off our commitment 

until we are absolutely sure 

we won’t make a mistake?

I think of all the excuses and reasons 

we can give for not serving and giving:

no time, no talent, no knowledge,

no energy, no assured results.

You say, “Take nothing.

Don’t worry about your inadequacies.

I will provide for you.

Go! Just go! Go with my power.

Risk the road, risk the work.

Go! I will be with you.

What else do you need?”

Taken from Out of the Ordinary © 2000 by Joyce Rupp.  Used by permission of Ave Maria Press.  All rights reserved.

Put Out Into the Deep Waters

By Joyce Rupp

(A Guided Visualization of Luke 5: 1-11)

Read the story in its entirety.  Then, go back and re-read verses 1-3.

Imagine that you are there in the scene.  Visualize what it is like:

Jesus by the lake … the smell of fish and salt of the sea. … The blue sky and warm sun on your body … a slight breeze moves across your face. …

The crowd around you … eager to see, hear, and touch Jesus.  They are pressing and pushing to get closer ... the smell of sweat and dust … a sense of anticipation and excitement.  You look at Jesus there before you … you hear him – his voice is firm and strong yet there’s also a quality of care and concern. … His voice tells you he is convinced of his message and he yearns for you to hear it.

Jesus pauses, distracted by the two boats that have pulled up by the bank of the lake. … There are fishermen washing their nets in the lake by the boat. … Hear the swish of the nets in the water … see the nets lifted up and down. … Smell the fish and the sea. …  Jesus walks over to the boats … you watch him. … Hear him ask Simon if he can get into the boat … he asks Simon to put out a bit from shore.

Jesus sits in the boat … contented and ready to teach again.  He starts to speak … you listen closely. … This time, the words sink into your heart.

What does Jesus say to you that you need so much to hear?  (Pause for reflection) 
Continue with the visualization by re-reading verses 4-11

Imagine that you are Simon, Peter. … Jesus tells you to go out into the deep water.  … Then he tells you to put your net into the deep water. … You remember how you worked all night and caught nothing. … You can feel your sore muscles and your tired eyes, but you are drawn by Jesus and his insistence. … So you toss the nets in … hear the net splash, see it sing. … What are you thinking as you toss the net in and wait?

You begin to pull the net back in. … It is so heavy you can hardly pull on it and your heart beats faster. … You call those in the other boat to come and help you. … Together you haul the net close to the boats … and then you toss fish after fish after fish into the boat. … You are surrounded by fish everywhere in the boat. … Everyone is full of surprise … you can hardly believe what is happening. … Then you look up at Jesus … you see joy, love, and delight on his face. … He seems to look straight into your heart. … Suddenly you feel humbled and awed by the presence of such a powerful love. … Jesus reaches out and touches you on the arm, takes your hand. … He speaks to you: “Will you leave your old things behind and follow me?  Will you join with me in my life and work?  Will you come with me?”

You go to the shore with Jesus. … You ask to sit down and talk with him. … Spend some time in dialogue with Jesus about the invitation he has given to you. … You might reflect upon the following:  

What “old things” do you need to leave behind? …

What might the “deep waters” be for you? …

What would you hope to find in the “deep waters”? …

Reflect on your response to Jesus’ question:  Will you come with me? (extended pause)

Close with thanking Jesus for the time you have spent with him and see yourself walking along the shore of the lake with him.

Taken from Out of the Ordinary © 2000 by Joyce Rupp.  Used by permission of Ave Maria Press.  All rights reserved.

Magnificat to the God of Dawn

By Joyce Rupp

My being proclaims the wonders of light

as it slowly penetrates the ebbing darkness

And my spirit bows to the beauty of the One

who gives life to all that has existence

Oh, vibrant green stems of life sing out

your praise to the Heart who draws you forth

Bird songs rejoicing in the breath of dawn,

warble your joy in view of the morning star

Dew drops radiant upon the wetness of grass

give glory to the Wise Creator who sustains you

Flower gardens, rushing streams, silent deserts,

sing, sing, for the Dancer who rejoices in your midst

Peoples of the planet, creatures of the universe,

play before the Enlivener who delights in you

And my soul, my soul, rise up and greet this day

with gratitude, in a stance of humble remembering

For all I am, and all I am called to be, is held

in the hands of a Creator who daily loves me into life.

Taken from Out of the Ordinary © 2000 by Joyce Rupp.  Used by permission of Ave Maria Press.  All rights reserved.

