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Morning Worship  
Trustee Orientation Retreat 

Opening Sentences 
 In the beginning, when it was very dark God said, "Let there be light." 
 And there was light. 
 In the beginning, when it was very quiet, The Word was with God 
 And the Word was God. 
 When the time was right God sent the son. 
 Christ came among us, Christ was one of us. 
 In the beginning, we were created in the image of God.  But the image of God is a deep and broad thing, 

the totality of which constantly eludes us.  And so as we draw near to God, we offer the pieces of the 
image which we each hold, praying that together we may more fully reflect and proclaim the height, 
depth, and breadth of the One who calls us from death to life.  Let us join together in the prayer of 
Catherine of Sienna, 

 "You, O Eternal Trinity, are a deep sea into which, the more I enter, the more I find, and the 
more I find, the more I seek.  O abyss, O eternal Godhead, O sea profound, what more could you 
give me than yourself?  Amen." 

Scripture Reading   Romans 12 
I appeal to you therefore, brothers and sisters, by the mercies of God, to present your bodies as a living sacrifice, 
holy and acceptable to God, which is your spiritual worship. Do not be conformed to this world, but be 
transformed by the renewing of your minds, so that you may discern what is the will of God—what is good and 
acceptable and perfect.  
  
For by the grace given to me I say to everyone among you not to think of yourself more highly than you ought to 
think, but to think with sober judgement, each according to the measure of faith that God has assigned. For as in 
one body we have many members, and not all the members have the same function, so we, who are many, are one 
body in Christ, and individually we are members one of another. We have gifts that differ according to the grace 
given to us: prophecy, in proportion to faith; ministry, in ministering; the teacher, in teaching; the exhorter, in 
exhortation; the giver, in generosity; the leader, in diligence; the compassionate, in cheerfulness.  
 
 Let love be genuine; hate what is evil, hold fast to what is good; love one another with mutual affection; outdo one 
another in showing honor. Do not lag in zeal, be ardent in spirit, serve the Lord. Rejoice in hope, be patient in 
suffering, persevere in prayer. Contribute to the needs of the saints; extend hospitality to strangers.  
 Bless those who persecute you; bless and do not curse them. Rejoice with those who rejoice, weep with those who 
weep. Live in harmony with one another; do not be haughty, but associate with the lowly; do not claim to be wiser 
than you are. Do not repay anyone evil for evil, but take thought for what is noble in the sight of all. If it is possible, 
so far as it depends on you, live peaceably with all. Beloved, never avenge yourselves, but leave room for the wrath 
of God; for it is written, ‘Vengeance is mine, I will repay, says the Lord.’ No, ‘if your enemies are hungry, feed them; 
if they are thirsty, give them something to drink; for by doing this you will heap burning coals on their heads.’ Do 
not be overcome by evil, but overcome evil with good.  
 
Prayers of Thanksgiving and Intercession 
 We rejoice in your generous goodness, O God. As you have made this day, O God, you also 

made us.  Give light for our comfort.  Come upon us with quietness and still our souls, that we 
may listen for the whisper of your Spirit and be attentive to your nearness in our deliberations.  
Empower us to rise above our differences in new life to proclaim your praise, and plan new ways 
to show Christ to the world, for he reigns forever and ever.  

 Let us pray the prayer Jesus taught us.  
   Our Father who art in Heaven…. 
Benediction  
Let us begin our retreat in the presence and guidance of the God revealed in Jesus the Christ.  
And in each of us. Amen 
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How Our Trustees Work: An Introduction 
Trustee Orientation Retreat 

 
The Trustees:  Presbyterian Polity in Action 
1. Representative Democracy—similar to civil structure; separation of powers; one of three  
2. “Theology of the Group”—group of people more likely to make good decision than individual person 

 
Purpose of the Trustees 
1. “Lead the Church”—responsible for facilities 
2. Organization varies by size of congregation—division of responsibility and labor 
3. Work with committees to fulfill our shared mission  

 
Purpose of the Trustee Committees 
1. “Do the Work of the Trustees”—enact the trustees’ plan in their area of service 
2. Primary place of deliberation and action 

 
Role of Moderator 
1. Moderate the board, keeping us on topic and on track 
2. Call meetings to order; identify speakers; calls for motions, discussions, and votes 
3. Chair can be overruled by the trustees; the group is still the ultimate authority 
4. Does not make motions—may suggest a direction or approach for consensus 
5. Call special meetings as needed—usually at request of a committee or two members 
6. “Police Process”—enforce our agreements; keep order in meetings; shared responsibility among 

members  
 

Role of Secretary  
1. Records actions of trustees and preserves information 
2. Notifies members of meetings and compiles information for meetings 
3. Does not make motions—records them 

 
Working Together as a Covenant People  
1. Authorize Committees to fulfill their jobs and spend their money 

a. No authorization needed for “regular” responsibilities or expenditures 
b. Something “new” that impacts multiple areas needs to come to board  

2. Honor our Covenant 
a. Read and review Trustee Covenant –see draft within this orientation packet 
b. Hold us all accountable to the same level  

3. Honor our Process—Present a united front to  the congregation 
a. We discuss, discern, decide and declare 
b. We vote our convictions, and accept the majority decision 
c. We do not share our process outside of session—triangulation doesn’t help 

i. “Those concerns were addressed fairly, and the trustees decided to ….” 
4. Consider the question, “What is best for the whole church?” 

a. Not just your committee—the overall vision and direction 
b. Doing what is best for the whole body at the “expense” of your area may be necessary—

and noble 
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Ways to Enhance our Productivity 
1. Committee chairs do not have to be Trustees—allowed but not required 
2. Committee chair records minutes and forwards to the trustees 
3. Trustee chair prepares a report in three agreed areas: Action, Discussion and Information (do not send 

minutes) 
a. Action—requires action from the board 
b. Discussion—would appreciate insight of trustees to explore implications; no vote 
c. Information—keeps trustees informed of committee activities; no vote; no discussion 

unless there’s a need to highlight or ask questions 
4. Reports are due to chair before noon on the Tuesday before next meeting 
5. All trustees agree to read all information prior to meeting—absolutely necessary to make informed 

decisions 
6. Action Items come from committees 

a. If a trustee brings a motion, the chair usually refers to a committee 
b. Exceptions can (and probably will) be made depending on circumstances 

7. In most cases, major items will be presented for discussion at least one month prior to action 
8. Electronic votes 

a. Only used when response is necessary in short period of time 
b. Nothing controversial—usually  
c. Any opposition indicates a special meeting will be called  

9. Email is to be used for sharing information—not emotion. If confronted with a complicated or 
difficult issue, it’s better to connect personally 
 

Enjoy Serving on Our Trustees 
1. Taking some time to agree on these items now should enhance our time together—and make our 

meetings more enjoyable 
2. Thank you for your service to our church and to our God 

 
Questions, Clarifications and/or Comments? 
 
 
 
Basic Rules of Trustee Work in Ministry 

 
Rule #1—Divide the Work! 
Rule #2—Multiply the Ministry! 

 
1. The goal of good committees is to involve as many people as possible doing the ministry, to encourage 

them in the life and ministry of our church… 
a. by matching people’s gifts to needs and opportunities around us 
b. by trusting people to do their best without micro-management 
c. by dividing the ministry into smaller pieces so more can become a part 

2. As servant leaders, we are called to Invite, Engage, Integrate, and Disciple our church family for 
ministry.  

3. We must trust our members—and help them to trust themselves. 
 

“Every difference of opinion is not necessarily a difference of principle.” 
--Thomas Jefferson  
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Responsibilities of Committee Leaders & Members 
Trustee Orientation Retreat 

A. Purpose of Committees 
1. Provide opportunities for members to live out their faith through service 
2. Include members in church leadership and ministry 
3. Enable Trustees and Staff to implement the vision, priorities, and direction of board, while 

equipping and empowering more ministry with same amount of time 
4. Witness to biblical model of servant-leadership for ministry 

 
B. Committee Membership 

1. Committee chair 
2. Trustees 
3. Staff Member(s) 
4. Various church members and volunteers 

 
C. Committee will work together to determine: 

1. Scope and breadth of ministry within area 
2. Best size for the ministry team 
3. Job description and checklist for the committee 
4. Possibility and purpose of “Project Teams”, as well as priority for order of implementing 
5. Project Team Job descriptions for top-priority project teams and their project team members 
6. Project Team Checklists to assist project teams in planning and implementing ministry projects 
7. Best type of coordination and communication within the team and within the church 

 
D. Committee’s Standard Procedure for Creating & Implementing a Ministry Team 

1. Determine the need for a project/ministry 
2. Outline Ministry Team job description—in writing—to address the need 
3. Coordinate Ministry Team job description with Session and Staff 
4. Identify and enlist Ministry Team Leader and Team Co-Leader 
5. Work with leaders to outline process and procedure checklist—including timeline—in writing! 

a. Nine months ahead of event:  begin planning; create written materials 
b. Six months ahead of event:  begin doing 
c. Three months ahead of event:  confirm and complete details 

6. Identify and Enlist Ministry Team Members 
a. Provide job description and checklist—including timeline 
b. Orient project team on purpose and responsibilities 
c. Assign responsibilities to team members 
d. Involve/include additional team members as needed 
e. Create additional ministry teams if needed 

7. Coordinate and Resource Ministry Team as Ministry Team fulfills job description and checklist  
a. Coordinate process and procedure—including timeline 
b. Engage additional resources as needed 
c. Fine-tune process as needed 

8. Assist Ministry Team to accomplishing ministry—and celebrate! 
9. Evaluate ministry and update/revise current checklist 
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E. Specific Responsibilities of Committee Members 

1. Committee Chair 
a. Responsible for providing leadership to committee (agendas, minutes, coordinate with 

Session members and staff, etc.)   
b. Coordinates communication for congregation (articles, announcements, promotions, etc.) 
c. Provides care and oversight for Ministry Teams 
d. Updates Ministry Team Calendar Checklists as appropriate 

 
2. Trustees 

a. Communicate with full board (reports, relays progress/questions, etc.) 
b. Responsible for keeping committee and its project teams consistent with vision 
c. Provides care and oversight for ministry teams 
d. Updates Ministry Team Calendar Checklists as appropriate 

 
3. Staff Member(s)   

a. Communicates with full staff (staff meeting reports, conversations, etc.) 
b. With other staff, coordinates church calendar and issues surrounding calendar 
c. With other staff, examines “bandwidth” of projects concerning resources required 

(financial, volunteers, etc.)  
d. Responsible for providing completion of calendar checklists  
e. Provides care and oversight for ministry teams 
f. Updates Project Team Calendar Checklists as appropriate 
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Trustee Committee Organization 
Trustee Orientation Retreat 

 
2021 Board of Trustees 

 
Committee Name 

Building & Maintenance Dan Ohms 
Dave Russell 
Joe Schorn 

Dennis Park 
Andrea Tweedie 

Mark Creager 
 

Finance (Joint) David Stone 
Ellen Endslow 

Glenn Burkland 
Insurance, Safety, & Security Liz Single 

Dick Westerman 
Thom Clapper 

 
Personnel (Joint) Cory Scheibe 

George Zumbano 
Becky Gamble 

 
 

 Staff: Jeff Somers, Bob Sheldon 
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Committee Assignment Request Form 
Trustee Orientation Retreat 

 

“Where Would You Like to Serve?” 
 

Dear Trustee: Please take a moment to update your contact information and fill in your preferences for next 
year’s committee appointments. When all forms are returned to Jeff Somers, we will make every effort to 
accommodate your choices. You will not be appointed to a committee not on your list without first 
contacting you. Thank you for your service.   
 
Name _____________________________________________ 
 

 

Address ___________________________________________ 
 
Home Phone ________________________________________ 
 

 

Cell Phone _________________________________________ 
 
Work Phone ________________________________________ 
 
Email Address ______________________________________ 
 
Class year on Session (21, 22, 23) ________________________ 

 

 
First Preference ____________________________________ 
 
Second Preference __________________________________ 
 
Third Preference ___________________________________ 
 
What positions on the trustees and the church are you currently serving? 
 
 
 
 
 
What positions in this congregation and other churches have you previously served? 
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(Blank for Notes—Back of Request Form)
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Financial Policies, Procedures and Practices 
Trustee Orientation Retreat 

 
How Do We Make a Budget? 
1. Each January, the Finance & Stewardship Committee (FSC) invites each committee to estimate how 

much it will cost to fund their ministry for the coming year 
2. Each committee examines their present expenses and projects their future needs 
3. FSC examines each ministry team’s projected needs, estimates next year’s income and establishes a 

draft budget  
4. Draft budget provides an estimate of funding needed to fund next year’s ministry  
5. Annual Giving Team (AGT) leads us all in an Annual Fund Campaign in October, to encourage 

members to make pledges toward the budget  
6. Once pledges are tabulated, FSC makes a more accurate estimate of projected income and suggests 

revisions to the draft budget as appropriate 
7. FSC presents budget to Session for discussion in November and approval in December 
8. Session approves the budget for next fiscal year—no congregational approval necessary 
9. Everybody has money to do ministry! 

How Do We Get Approval to Raise Funds? 
1. All requests to raise funds must be coordinated with the FSC prior to fundraising—FSC will 

coordinate requests and mediate overlapping requests 
2. “Regular” events can be submitted to FSC by October of each year and approved by Session at 

January meeting 
3. Unforeseen requests can be submitted to FSC for coordination with other requests already scheduled 

How Do We Spend the Money?  
1. Each committee is authorized by the Trustees to spend their allotted amounts, both budgeted and 

designated 
2. Please classify expenses to the appropriate budgeted line item – even if this action overspends the 

particular line item – this will help in creating next year’s budget 
3. Committees are responsible for the “bottom line” of your ministry area—funds are fungible within 

ministry budget 
4. Do your best to stay within budget, but Trustees can approve more funds if needed 
5. If a Committee’s needs to exceed its total budget by $1,000 or more, it must seek trustee approval 
6. Contact BC as soon as possible to explain the need for additional funds 

How Do We Get Reimbursed?  
1.  Complete Request for Payment form – found online and church mailboxes outside offices 
2.  Attach original receipts 
3.  Attain authorization signature from Staff Resource or Committee Moderator 
4.  Submit Request for Payment form to Jeff Somers 
5.  Receive a check in the mail. 
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TRUSTEE COVENANT 
First Presbyterian Church 

West Chester, Pennsylvania  
Adapted from Session Covenant December 15, 2020 

 

“I therefore, the prisoner in the Lord, beg you to lead a life worthy of the calling to which you have been called, with all humility 
and gentleness, with patience, bearing with one another in love, making every effort to maintain the unity of the Spirit in the 
bond of peace. There is one body and one Spirit, just as you were called to the one hope of your calling, one Lord, one faith, one 
baptism, one God and Father of all, who is above all and through all and in all.”   (Ephesians 4:1-6) 

As members of this Board of Trustees, we have been called by God through the voice of this 
congregation to serve the people of God with energy, intelligence, imagination and love. 
Therefore, we bind ourselves together with bonds of honesty, support and encouragement.   
 
As leaders called to model the Body of Christ, we will: 
1. Maintain a community and climate of worship so that the central question is not “What is the group consensus?” 

but “What is the leading of Christ in our midst?” 
 

2. Be intentional in developing relationships with one another and engaging in conversation and ongoing study 
together in order to build and maintain Christian community and foster trust. 
 

3. Gather good data and basic factual information, identifying alternatives and possibilities. Keep all possible options 
open in order that creativity may contribute to the process. 
 

4. Lay aside all biases and blocks to the Holy Spirit, leaving the outcome to God’s direction, being willing to consider 
new ideas, and being obedient to the results. 
 

5. Spend time in reflection and prayer, listening for God’s intimations of the future and hints of God’s direction, 
relying on scripture, listening, and deep engagement with Christ and each other. 
 

6. Share with the community what one has seen, heard, or felt in the reflection time and speak from our personal 
experiences related to the subject.   
 

7. Act in a spirit of love and humility, honoring the truth that God works through each member of the body. Be 
aware God may be speaking through another person, and remember that no one possesses all of God’s truth. 
 

8. Listen attentively and with respect and openness to our sisters and brothers, believing that all desire to be faithful 
to Jesus Christ. Focus on ideas instead of questioning motives, intelligence or integrity. 

 

9. Wait for God’s timing. Continue to ask God for direction during the waiting. Speaking with a united voice depends 
on waiting long enough to receive a common sense of leading. 
 

10. Lead by example, by sharing our faith and resources to further the church’s ministry through: 
a. Regular attendance and participation in Worship 
b. Intentional involvement in a Christian Education program 
c. Consistent Stewardship through pledges and contributions 
d. Joyful engagement in the fellowship activities with our members 
e. Ongoing participation in the mission outreach of our church 

 

11. Use our leadership roles to empower and encourage others, so that our members may experience the joy of serving 
and that God’s ministry will be done. We recognize that it is our responsibility to work with our committees and 
groups to provide clarity of roles, resources for their work, and directions in selecting priorities. 
 

12. Maintain confidentiality within the group, sharing only “public” information in ways that build up the Body of 
Christ. 
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Furthermore we agree:     
1. Committees are authorized and responsible for their particular areas of ministry as described in their job 

descriptions. They do not need additional permission to fulfill their duties.  
 

2. Committees, including Facilities Committee, are authorized to spend their line items—budgeted, designated and 
restricted—and do not need additional permission from the session while performing the “normal” duties of their 
ministry. Facilities will seek approval for major replacements or new projects beyond the “normal” scope of 
service. If a committee requires funding beyond its budget, it may submit a request to the trustees, detailing its 
rationale and design. Because budget allotments are made based on each committee’s plan, a request will be 
examined for its consistency with the church’s long-range plans. 
 

3. Meetings generally will last no more than 60 minutes. 
 

4. We will allot time in each meeting for ongoing training/reflection/dreaming—this provides the opportunity for 
the trustees to set both their vision and the direction, while committees may labor together to “make it happen.” 
 

5. Written reports from each committee will be submitted to Erica Ginter by noon on the Tuesday before the next 
meeting, so that an agenda can be made and all materials distributed electronically the Thursday prior to meeting, 
and will be read by all trustees prior to meeting. 
 

6. Written reports are not ministry minutes or summaries, but will follow the templet divided into:    
a. Action Items—issues requiring trustee approval by formal vote 
b. Discussion Items—occasions that a committee requests feedback from the trustees, which the trustees will 

provide without a formal decision or vote.  In most cases, “major items” will be presented for discussion at 
least one month prior to action. 

c. Information Items—actions the committee has taken as authorized by the trustees; these items will be noted, 
but not mentioned unless (1) a trustee has a question or (2) the reporting trustee would like to highlight 
something. 
 

7. We will speak as a governing body. While we may disagree during our discussion, our voted decision will be 
considered the official position/decision of the board of trustees, and we will not undermine this decision by 
conversations within the congregation. We work and stand together.   
 

8. We will speak the truth in love to each other, knowing that sometimes this may hurt another’s feeling; we agree 
that it is better to be honest than agreeable. 
 

9. We will support one another in our shared ministry, encouraging and assisting whenever possible.  Because the 
church has called us to lead them, we consider our responsibilities to be a sacred trust, and will thank God regularly 
for the opportunity to serve our community and our God. 
 

10. At this time in our lives, we each agree to fulfill these responsibilities. If a member of our board should have a 
change in personal circumstance which no longer allows him/her to fulfill these responsibilities in a timely manner, 
the member may resign from the board with absolute appreciation for ministry provided.   
 

11. We are a team that trusts each member, holds each other accountable, and works together for the shared ministry 
of our church. Thanks be to God for this opportunity to serve! 

 
Here we hold ourselves and each other accountable to this covenant, and the policies and/or agreements 
we make together.  We commit ourselves to one another, this congregation and the God we serve together. 
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 TRUSTEE AGENDA (SAMPLE) 
Monday, January 11, 2021       7:00pm 

 
6:30pm Opening Devotion Prayer  
 
6:35 Approval of Minutes of Trustee Meetings 
 
6:40 Treasurer’s Report  
 
     
6:50 ITEMS FOR ACTION  
 
 
7:00 ITEMS FOR DISCUSSION 
 
  
7:15 ITEMS FOR INFORMATION—Committee Reports 
 
 
7:20 Other Matters for Discussion 
 
7:25 Adjourning Prayer   
 
7:30 Adjourn 
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Closing Worship 
"Seeking After God" 

 
An Offering of Ourselves: (based on "Body Prayer" by Richard Foster) 
 I pray today with my head, Lord, lifting it heavenward in adoration. 
 I pray today with my eyes, Lord, looking for the things that are not seen. 
 I pray today with my hands, Lord, raising them in jubilant praise. 
 I pray today with my knees, Lord, bowing in submission and contrition. 
 I pray today with my feet, Lord, working with all my might. 
 May you be pleased with my prayer.  Amen. 

Scripture Lesson:   Psalm 46 

God is our refuge and strength, a very present help in trouble.  
Therefore, we will not fear, though the earth should change, though the mountains shake in the heart of the sea;  
though its waters roar and foam, though the mountains tremble with its tumult.  
There is a river whose streams make glad the city of God, the holy habitation of the Most High.  
God is in the midst of the city; it shall not be moved; God will help it when the morning dawns.  
The nations are in an uproar, the kingdoms totter; he utters his voice, the earth melts.  
The Lord of hosts is with us; the God of Jacob is our refuge. 
Come, behold the works of the Lord; see what desolations he has brought on the earth.  
He makes wars cease to the end of the earth; he breaks the bow, and shatters the spear; he burns the shields with fire.  
“Be still, and know that I am God! I am exalted among the nations, I am exalted in the earth.”  
The Lord of hosts is with us; the God of Jacob is our refuge.  

 
Prayers of Thanksgiving and Intercession 
 To you, 0 Lord, I lift up my soul. 
 God, in you I trust. 
 Eternal God, we thank you for being with us today, and for every sign of your truth and 
 love in Jesus Christ.  Especially we thank you for the gift of peace in Christ...  
 for reconciliation in our relationships... 
  for each new insight into your love... 
  for energy and courage to share your love... 
 Gracious God, we remember in our own hearts the needs of others, that we may reach up to 

claim your love for them, and reach out to give your love in the name of Christ. Especially we 
prayer for our families...  

 for harmony and justice...  
 for friends who are hurting or bereaved...  
 for the Spirit's power in this church... 
  0 Lord my God, thank you for bringing this day to a close; Thank you for giving me rest 

in body and soul.  Your hand has been over me and has guarded and preserved me.  
Forgive my lack of faith and any wrong that I have done today, and help me to forgive all 
who have wronged me.  Let me rest in peace under your protection, And keep me from 
the temptations of darkness.  Into your hands I commend my loved ones and all who 
dwell in this place; I commend to you my body and soul.  0 God, your holy name be 
praised.  Amen.     (The unison prayer is by Dietrich Bonhoeffer) 

Departure Blessing 
 May the grace of the Lord Jesus Christ be with us all. Amen! 
 Bless the Lord! The Lord's name be praised! 


