
  

 

 

 

 

 

 

 

 

 
SEEKING AND SERVING CHRIST IN ALL PERSONS 

 

 

Parish Policies and Procedures 

Updated December 2020 

  



Parish Policies and Procedures 

 
2 

(This page intentionally left blank)  



Parish Policies and Procedures 

 
3 

TABLE OF CONTENTS 

 

Preface............................................................................................................................4 

I. Financial Operations ...................................................................................................4 

I.1 Annual Audit .................................................................................................................................. 4 

I.2 Vestry Contingency Funds ............................................................................................................. 4 

I.3 Financial Reporting ........................................................................................................................ 5 

I.4 Year-End Surplus or Deficit ........................................................................................................... 6 

I.5 Budget Line Control ....................................................................................................................... 6 

I.6 Plant Expenditure Approval Levels ................................................................................................ 6 

I.7 Dual Check Signatures ................................................................................................................... 7 

I.8 Gift Policies and Restricted Accounts ............................................................................................ 7 

I.9 Disposition of Non-Cash Donations ............................................................................................... 8 

I.10 Non-Pledge Solicitations of Parish Membership .......................................................................... 8 

I.11 Other Fund Raising Activities ...................................................................................................... 8 

I.12 Insurance ....................................................................................................................................... 9 

I.13 Procedure for Hiring Personnel: Rector’s Staff ............................................................................ 9 

I.14 Budget Development Process ..................................................................................................... 10 

I.15 Budget Review Procedures ......................................................................................................... 10 

I.16 Cash Counting Procedures/Audit Documentation ...................................................................... 11 

I.17 Dissolution of Parish Organizations ........................................................................................... 11 

I.18 The Clergy Ministry Fund .......................................................................................................... 11 

II. Physical Plant and Furnishings ...............................................................................13 

II.1 Issuance of Master Keys.............................................................................................................. 13 

II.2 Issuance of Privacy Keys ............................................................................................................ 14 

II.3 Use of Parish Facilities and Scheduling of Activities ................................................................. 14 

II.4 Use of Parish-Owned Items ......................................................................................................... 16 

II.5 Posting or Distribution of Communications ................................................................................ 17 

III. Parish Office Procedures........................................................................................17 

III.1 Use of Parish Office Services and Data ..................................................................................... 17 

III.2 Publication of Standard Policies and Procedures ....................................................................... 17 

IV. Vestry .....................................................................................................................18 

IV.1 Structure of the Vestry ............................................................................................................... 18 

IV.2 Executive Committee of the Vestry ........................................................................................... 21 

IV.3 Vestry Meetings ......................................................................................................................... 21 



Parish Policies and Procedures 

 
4 

IV.4 Election of Vestry Members and Convention Delegates ........................................................... 22 

IV.5 Election of Endowment Fund Trustees ...................................................................................... 24 

IV.6 Conflicts of Interest ................................................................................................................... 24 

IV.7 Tau Cross and Crown Award Guidelines (Adopted Fall 1986)................................................. 25 

V. Parish Life Policies .................................................................................................26 

V.1 Tobacco Usage ............................................................................................................................ 26 

V.2 Use of Illicit Drugs ...................................................................................................................... 26 

V.3 Serving of Alcoholic Beverages.................................................................................................. 26 

V.4 Games of Chance ........................................................................................................................ 27 

V.5 Possession of Firearms and Other Weapons Forbidden .............................................................. 27 

VI.  Church Personnel Policies ....................................................................................28 

VI.1 Staffing Policies ......................................................................................................................... 28 

VI.2 Parish Worker Classifications (Rev 03/16/04) .......................................................................... 28 

VI.3 Clergy Sabbatical Leave ............................................................................................................ 29 

VI.4 Lay Staff Sabbatical Leave ........................................................................................................ 30 

VI.5 Retirement .................................................................................................................................. 31 

VI.6 Clergy Counseling ..................................................................................................................... 31 

VI.7 Church Personnel Attendance at Ticketed Functions ................................................................ 31 

VII. Parish Episcopal School .......................................................................................31 

VIII. Information Technology .....................................................................................32 

VIII.1 Computer Users Policies and Procedures ............................................................................... 32 

VIII.2 Social Media, Publications & External Communications ....................................................... 34 

IX. Sexual Exploitation Policy ....................................................................................36 

IX.1 Pastoral Relationship ................................................................................................................. 36 

IX.2 Reporting Suspected Sexual Exploitation .................................................................................. 37 

X. Sexual Harassment Policy .......................................................................................37 

X.1 Prohibited Behavior .................................................................................................................... 37 

X.2 Retaliation ................................................................................................................................... 38 

X.3 General Procedures Applicable to All Church Personnel ........................................................... 39 

X.4 Additional Options for Church Employees, Not Volunteers ...................................................... 40 

X.5 General Definitions ..................................................................................................................... 40 

X.6 Education and Training Requirements ........................................................................................ 41 

XI. Code of Conduct for Protection of Children and Youth ........................................41 

XI.1 Code of Conduct for protection of children and youth: ............................................................. 42 



Parish Policies and Procedures 

 
5 

XI.2 General Definitions .................................................................................................................... 42 

XI.3 Safeguards for Children and Youth ........................................................................................... 44 

XI.4 Church Personnel and the Use of Electronic Communication  with Youth or Children ........... 48 

XI.4b Other Prohibitions .................................................................................................................... 49 

XI.5 Responding to Problems ............................................................................................................ 49 

APPENDIX A: GUIDELINES FOR APPROPRIATE AFFECTION ........................51 

APPENDIX B: CONFIDENTIAL NOTICE OF CONCERN .....................................53 

APPENDIX C: SAMPLE VOLUNTEER APPLICATION FORM, CODE OF 

CONDUCT, AND ACKNOWLEDGEMENT, RELEASE, AND SIGNATURE ......54 

APPENDIX D: CODE OF CONDUCT FOR THE PROTECTION OF CHILDREN 

AND YOUTH ..............................................................................................................56 

APPENDIX E: SABBATICAL TIMELINE* .............................................................58 

APPENDIX F: LAY SABBATICAL PERSONAL EXPENSES REIMBURSEMENT 

CHART ........................................................................................................................60 



 
 

Parish Policies and Procedures 

 
4 

 

Preface 

These Parish Policies and Procedures (PP&P) are the result of Vestry actions taken over the 

life of this Parish and are provided to ensure uniformity and continuity of Parish operations 

over changes of Vestry and staff. Where appropriate, notes on prior interpretations or 

applications are appended. 

I. Financial Operations 

I.1 Annual Audit 

A. All accounts of the Parish shall be audited annually by an independent Certified 

Public Accountant or independent Licensed Public Accountant utilizing 

procedures agreed to and approved by the Department of Finance of the Diocese 

of Dallas. 

B. The audit shall be filed by September 1 with the Office of the Bishop with one 

copy to the Treasurer of the Diocese of Dallas. The minutes of the Vestry shall 

state that the audit has been received and ordered filed with the Diocese. 

Note: These policies are based on the Constitution and Canons of the Episcopal 

Church, the Constitution and Canons of the Diocese of Dallas and the Audit Guide of 

the Diocese of Dallas (April 1995.) 

I.2 Vestry Contingency Funds 

A.  Operating Reserve – Account # 8499 

1.  Purpose: Operating Reserve is a restricted account established for the 

purpose of providing a buffer to finance unanticipated deficits in the 

Annual Operating Budget or Budgets of any Special projects approved 

by the Vestry. This reserve is NOT intended to directly finance the 

above. 

2.  Funding is derived from three sources: 

a. Any undesignated surplus derived from the annual budget. 

b. Any undesignated surplus from special one-time events 

approved by the Vestry and funded outside of the annual budget 

(e.g., hosting the Evangelism Matters Conference in 2016). 

c. Collection of prior year pledge fulfillments. 

3.  Distribution of funds requires approval by three-quarters (3/4) of the 

entire Vestry. When the funds exceed five percent (5%) of the annual 

budget, the Vestry should consider transfer of the excess to the Vestry 

Discretionary Reserve Fund. 

B.  Vestry Discretionary Reserve – Account #8506 

1.  Purpose: Discretionary Reserve is a restricted account established to fund 

extraordinary expenses deemed necessary for the long-term health and 

function of the congregation that are not covered by the annual operating 

budget or other restricted accounts. Examples include: timely necessary 
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replacement or improvement of capital plant components or equipment, 

purposeful adjustment of debt, new rector search, unanticipated legal 

expenses, etc.  This account was formerly known as the Vestry 

Emergency Fund. 

2.  Funding is derived from two sources: 

a. Excess funds in the Operating Reserve (8499) as described in 

Section I.2.A.3 

b. Gifts which may be designated for the use of the Fund 

3.  Distributions from this fund require approval by three quarters (3/4) of the 

entire Vestry. 

4.  Any income of the Fund shall be accumulated and added to the principal 

of the Fund. 

C.  Capital Contingency Fund – Account #8510 

1. Purpose: The Capital Contingency Fund is a restricted account for the 

purpose of funding replacement or improvement of capital plant 

components or equipment (non-consumables) beyond the operating 

budget that the Vestry deems necessary in the current year. 

2. Funding Sources:  

a. Funds are contributed on an annual basis as determined by the 

Vestry at a minimum rate of one percent (1%) of the annual 

pledged budget (line 5690). 

b. Gifts which may be designated for the use of the fund. 

c. Funds procured from any financing institution as deemed 

necessary for the purpose of the Capital Contingency Fund. 

d. Unused portions of the Capital Maintenance budget line item 

3. Distributions from this Fund require approval by three quarters (3/4) of 

the entire Vestry. 

4. Any income of the Fund shall be accumulated and added to the principal 

of the Fund. 

5. The Buildings, Grounds, & Technology Committee, in conjunction with 

the Director of Facilities, shall provide input for the funding needs of the 

Fund. 

I.3 Financial Reporting 

A. All organizations and individuals receiving funds from the Vestry or who 

generate their own funds in the name of the Church or in the name of an 

organization under the auspices of the Church shall: 

1. Submit reports of income and expenses and copies of current statements 

from all savings and checking accounts to the Vestry by December 31; 

2. Be subject to financial reporting standards of the Parish; 

B. Unless otherwise approved by the Vestry, any organization operating under the 

auspices of the Church shall not be permitted to maintain separate accounts and 

financial records apart from the Parish. 
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1. Any organization under the same corporate or legal status as the Church 

which maintains separate accounts shall provide regular financial reports 

to the Church business office on a timely basis. 

C. Financial report standards will be developed by the Parish business office for use 

by all Parish organizations. 

D. The Administrative Officer (AO) and Controller shall ensure that all expenses 

made under Section I.2 shall be readily identifiable for each aspect of the 

building and grounds and shall take steps to create accounting line items to allow 

the Vestry to see fund allocation to all aspects of the plant.  The same level of 

specificity shall be provided to allocate and track all funds received from and 

expended for capital improvements under the lease agreement between Parish 

Episcopal School and the Parish. 

I.4 Year-End Surplus or Deficit 

A. At the January Vestry meeting the Treasurer shall report the amount of surplus or 

deficit of prior year general fund income less total expenses. 

B. The Vestry will decide the disposition of all surplus funds or provision for 

funding any deficit.  Any surplus funds not disposed by Vestry action shall be 

deposited in the Parish’s Operating Reserve (8499) unless otherwise stated by 

three fourths (3/4) vote of the Vestry.  Reference Section I.2.A.2 herein. 

I.5 Budget Line Control 

A. No expenditures or commitments shall be made in excess of a budget line item 

annual total without approval by a majority of the Vestry. 

B. An emergency exception may be made by the Senior Warden in consultation 

with the Chair of the appropriate Vestry committee, but shall subsequently be 

confirmed by the Vestry.  

I.6 Plant Expenditure Approval Levels 

A. The Administrative Officer or Director of Facilities may authorize an expenditure 

of less than $5,000 for both planned expenditures and unplanned emergencies as 

long as such expenditures fall within their budgeted allowance for the year. 

B. Any expenditure between $5,000 and $10,000 shall require at least one bid and 

approval of both wardens. 

C. An expenditure of more than $10,000 shall require at least three written bids and 

the approval of both wardens. 

D. The Senior Warden, Junior Warden and Administrative Officer or Director of 

Facilities may bind the Church to the terms of a written contract for services so 

long as (i) the total annual consideration to be paid by the Church pursuant to 

such contract shall not exceed the authorized monetary parameters of Sections 

I.6A, B or C herein, and (ii) the term of such contract, together with all permitted 

extensions and renewals thereof, shall not exceed one (1) calendar year.  The 

execution of all other Plant expenditure - related contracts requires Vestry 

approval. 

E. Emergency Plant expenditures in any amount may be made by the Rector, Senior 

Warden or Junior Warden and shall thereafter be submitted to the Vestry for 

approval. 
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F. The Director of Facilities, in conjunction with the Building, Grounds and 

Technology Committee, shall yearly produce a plan concerning anticipated Plant 

expenditures to be used to determine the capital maintenance budget line item. 

Such plan shall also include possible needs for any surplus funds at the end of the 

fiscal year. 

I.7 Dual Check Signatures 

A. Any check written on any Parish bank account shall require two signatures. 

B. Annually, the Vestry shall authorize certain persons to sign checks on operating 

and capital accounts which will include the Administrative Officer, Parish 

Treasurer, Senior Warden, and Junior Warden. Any other proposed signatory 

must be approved by the Wardens. 

C. With the exception of Clergy discretionary funds, neither the Clergy nor the 
Parish staff, other than as outlined in section I.7B, shall sign checks on any 

Parish accounts or those of Parish organizations. 

D. A person may not sign a check made out to that same person, the person’s 

spouse/partner, or other family member. 

I.8 Gift Policies and Restricted Accounts 

A. Prior to accepting any donation of funds over $5,000 that are not pledges or 

contributions toward the Parish operating budget or designated capital campaign, 

the Vestry shall be notified concerning the proposed use of the donated funds and 

the amount of the funds to be donated.  The Vestry will thereafter consider 

acceptance of the funds for the Parish including adding such funds to an existing 

account or the designation of such funds as a Designated Gift to be placed in a 

restricted account. All accepted donations over $5,000 shall be documented, 

including the name of the donor(s), date of donation, the amount donated, the use 

of the funds, timeline for usage, where the funds will be allocated and include the 

signatures of the donor(s), the Rector and the Senior Warden. 

B. Any non-pledge donation less than $5,000, unless given to a ministry, restricted 

account, or Vestry-approved project shall be added to the Capital Contingency 

Fund. 

C. Designated gifts approved for acceptance by the Vestry shall be segregated into 

restricted funds not passing through operating budgets.  Such funds may be 

pooled for interest earning but all interest earned shall accrue to the Parish’s 

General Operating Account, unless otherwise specified by the Vestry.    

D. Review of all restricted fund accounts shall be undertaken annually by the 

Budget, Finance, and Administration Committee. 

E. Gifts to operating fund line items shall offset (i.e. not increase) the annual budget 

for those line items. 

Note: This means that operating line item budgets for general operations are not 

adjusted by designated donations.  This policy allows for special event appeals by 

Parish departments with prior Vestry approval e.g. for flowers, special music, etc.  

These also are handled as designated gifts and not added to the department budget. 

F. Gifts affecting operations or facilities shall require Vestry acceptance.  Liturgical 

gifts are under the auspices of the Rector and do not require Vestry approval. 



 
 

Parish Policies and Procedures 

 
8 

G. Memorial gifts are donations made to the Parish to be used at the discretion of 

the Rector in consultation with the family and approval of the Vestry.  Memorial 

funds will be segregated in a designated account in the deceased’s name for a 

period of up to twelve (12) months allowing time for the deceased’s family to 

consult with the Clergy or staff on an appropriate use of the funds.  After twelve 

(12) months from the establishment of the fund, the funds will be comingled with 

other undesignated memorial gifts to be used at the sole discretion of the Vestry. 

H. Any undesignated gifts or donations provided at any funeral held at the Parish 

shall be transferred to the Parish Endowment Fund unless the family of the 

deceased has set up a Memorial Fund as detailed in Section I.8.G. Should any 

bequests or devises be made to the Parish in an individual’s estate planning, those 

funds or gifts shall be transferred to the Parish Endowment, unless otherwise 

decided by a ¾ vote of the full Vestry. 

I. In the case of a Parish organization dissolved under Section I.17., the Vestry may 

close restricted accounts in the name of or under the control or auspices of the 

dissolved organization and distribute or appropriate any remaining funds by a ¾ 

vote of the full Vestry. The Vestry should consider the existence of any successor 

organizations or ministries whose mission is closely aligned with the dissolved 

organization in the distribution of such funds. Individual donations over $5,000 

remaining in the restricted account to be closed require a good faith effort by the 

Rector and Senior Warden to contact the donor or donor’s heirs or assigns to 

identify an appropriate disposition of those funds prior to Vestry action. 

I.9 Disposition of Non-Cash Donations 

A. The Budget, Finance and Administration Committee shall promptly recommend 

disposition of all non-cash donations to the Parish that are financial in nature. 

B. Non-cash donations may be offered to the Endowment Fund for current cash 

value or may be otherwise disposed of as approved by the Vestry. 

Note: The normal procedure is for rapid disposition of any donated securities or 

other non-cash assets, since the Parish does not have personnel or program for 
routine investment administration. Practice has been to use a parishioner as broker if 

available, with commissions usually waived or "donated". 

I.10 Non-Pledge Solicitations of Parish Membership 

A. No profit-making solicitations of the Parish membership by individual members 

or sources outside the Parish shall be allowed. 

B. Other solicitations or use of the membership lists shall require prior Vestry 

approval.  Such solicitations shall be strongly discouraged absent exceptional 
circumstances.  Requests are to be submitted to the Senior Warden for placement 

on the Vestry agenda. 

I.11 Other Fund Raising Activities 

A. All sales or fund-raising functions by Parish organizations shall require prior 

Vestry approval.  Request forms, available from the Parish office, shall be 

submitted to the Senior Warden for placement on the Vestry Agenda.  

NOTE: City ordinances about permissible frequency of sales on non-commercial 

property and on the type and placement of signs must be carefully considered in the 

cases of on- site sales of any merchandise. The overriding concern is protection of 
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the nonprofit status of the Parish.  A second consideration is avoiding the scheduling 
of fund raising activities during the annual stewardship campaign or a capital 

campaign. 

B. Traditional, periodic fund-raising activities (e.g. car wash, pumpkin patch, Boy 

Scout Christmas Wreaths, etc.) shall require only a one-time Vestry approval, 

although the Vestry shall be informed of the activity prior to its occurrence.  

Dates and arrangements shall be coordinated through the Parish office.   

C. The Vestry reserves the right to withdraw its approval of sales or fund raising 

(with proper notice) or to place limits or restrictions on fund raising.   

I.12 Insurance 

A. Each insurance policy shall be reviewed prior to its renewal date by the 

Administrative Officer with a general review and recommendations to be 

submitted annually to the Vestry. 

I.13 Procedure for Hiring Personnel: Rector’s Staff 

A. The Rector has sole authority to hire and terminate Parish staff.  The Rector shall 

inform the Vestry of any hiring or termination at the Vestry’s next meeting 

following such action. 

B. The Rector has full authority to establish terms of at-will employment for a staff 

position as he/she may deem appropriate.  The Rector shall not provide 

contractual or guaranteed rights to employment without the approval of the 

Vestry. 

C. The Rector, in consultation with the Administrative Officer, is responsible for 

setting the staff budget during the annual budget process.  This should be 

submitted to the Budget, Finance and Administration Committee by the start of 

the budget development process (usually June).  Once accepted by the 

Committee, the Rector’s staff budget is submitted as part of the overall Parish 

budget for approval by the full Vestry.  Once approved by the Vestry the staff 

budget remains in effect throughout the fiscal year. 

D. Budgeted positions that become vacant during the fiscal year, and that the Rector 

deems necessary to fill, must be filled at the current budgeted amount.  If a 

position can only be filled by exceeding the budgeted amount, the Rector must 

obtain prior approval of the Vestry after review by the Budget, Finance and 

Administration Committee. 

E. The Rector shall establish the hiring process for the position under consideration.  

The process, depending on the scope of the position, may require the formation 

of a search committee involving membership comprised of current staff, clergy, 
Vestry members, or parishioners.  The membership may be selected by virtue of 

individuals’ expertise in an area pertinent to the hiring, or the individual’s 

standing in the Parish that reflects a significant stake in the outcome of the hiring 

process.   For positions that involve ministerial or mission in nature, it is strongly 

recommended that the Rector form this search committee. The process may at 

times simply involve the Rector and the staff member to whom the position will 

report.  In any case, the process must be conducted in accordance with all 

generally accepted hiring practices and the Parish’s Employee Policies and 

Procedures Manual, giving consideration only to those factors that are bona 

fide occupational qualifications for the position, and it must be fully and 
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uniformly applied to all candidates under consideration.  The process shall be 

adequately documented in order to substantiate the decision, to reject or accept 

certain candidates and to justify the final choice.  With the exception of those 

rare instances where the supply of qualified candidates is extremely limited, a 

minimum of three (3) candidates should be considered before making a final 

hiring decision. In those few exceptions when three candidates are not 

considered, the reasons why should be documented in writing in the Rector’s 

staffing files. 

I.14 Budget Development Process 

A. The development of the annual budget for the next fiscal year shall begin in the 

month of June by the Budget, Finance and Administration Committee.  The 

preliminary budget effort is led by the Chair of the Committee and the church 

Treasurer, working closely with the Controller and Administrative Officer.  Each 

leader responsible for a specific area of expense is contacted, provided a set of 

criteria, and given the task to establish a proposed budget.  A member of the 

Committee may be assigned to assist each leader in developing their budget.  In 

the case where an expense is well defined and has historical background, the 

Administrative Officer develops the expense item.  All expense and revenue 

elements are combined to form a preliminary budget, which is presented to the 

Vestry for informational purposes in November.  After the conclusion of the 

stewardship campaign, the final modifications to the budget are made by the 

Budget, Finance and Administration Committee and presented to the Vestry for 

approval no later than February of the fiscal year.  The budget package to be 

approved by the Vestry contains the following items: annual budget, balance 

sheet, designated funds, and account responsibility. 

B. Special projects outside of the annual budget exceeding $5,000 require budget 

development and a named project manager. The project manager is responsible 

for submitting a budget, as well as a timeline for completion to the Vestry for 

approval, modification or rejection. The project manager is required to update the 

Vestry regularly on the progress of each special project. 

Note: Examples of these special projects are: Habitat for Humanity House, Youth 

Center renovation, the Library project. 

I.15 Budget Review Procedures 

A. Monthly review of the budget will be done by the Chair of the Budget, Finance 

and Administration Committee, Treasurer, Controller, and Administrative Officer 

focusing on financial results defined as actual compared to budget.  The review 

should include explanations of any variances and be reported to the Vestry at its 

monthly meeting. 

B. The Treasurer provides a detailed monthly report to the Vestry.  The report is 

comprised of a summary sheet, income statement, balance sheet and designated 

funds statement.  The Vestry reviews, discusses and may, but is not required to, 

move to accept, reject or modify the report. 

C. All requests for out-of-budget expenditures shall be presented to the Budget, 

Finance and Administration Committee for review.  If approved by the 

Committee, the Chair shall present the request to the Vestry for final approval.  

Upon approval by the Vestry, the Chair informs the Administrative Officer of the 

approved out-of-budget expenditures. 
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D. Once approved and passed, the Vestry may adopt amendments to the budget 

during the fiscal year by simple majority vote of all Vestry members. 

I.16 Cash Counting Procedures/Audit Documentation 

A. Effective accounting procedures should have in place the appropriate internal 

controls to avoid misappropriation of funds. 

B. Following each weekend service, all cash or checks collected shall be placed in a 

sealed envelope by a member of the Altar Guild.  The name, date, and envelope 

utilized shall be recorded.  Following the final weekend service, all bags are 

placed in a master, sealed bag and a recording made. 

C. Thereafter two members of the Church staff shall retrieve and verify that all bags 

are accounted for.  These staff members shall then unseal the bags and count all 

cash presented.  A written report of such collection shall be made and signed by 
both staff members counting the collection.  Check donations are not required to 

be counted and shall be provided to the Controller. 

D. All bags and records of their use shall be maintained until a member of the 

Parish, appointed by the Vestry for this duty, shall periodically inspect the 

records and bags and promptly notify the Vestry of any perceived irregularities.  

I.17 Dissolution of Parish Organizations 

A. After careful consideration as detailed in this section, a parish organization may be 

declared dissolved by a ¾ vote of the full Vestry. 

B. Prior to recommending dissolution, an appropriate standing committee of the 

Vestry shall thoroughly examine and document the organization's operations to 

include: length of time since the last event or meeting hosted, organized, or 

sponsored by the organization; length of time since any financial transactions 

into or out of accounts or funds under the auspices, oversight, or control of the 

organization, especially donations; length of time since the organization last 

elected or appointed leadership; communications with the most-recently elected 

or appointed leadership of the organization, if possible; and the existence of any 

successor organization(s). 

C. The restricted accounts or financial resources of a dissolved organization shall be 

subject to Section I.8.I. of the Parish Policies & Procedures Manual.  

D. Physical goods or assets of dissolved organizations having an individual estimated 

value less than $5,000 may be disposed of, transferred by, or reallocated by 

Parish staff. Physical goods or assets having an estimated individual value over 

$5,000 are subject to a ¾ vote of the Vestry for disposition, reallocation, or 

transfer. 

I.18 The Clergy Ministry Fund 

A. Background: According to the Customary of the Diocese of Dallas, Clergy 

Ministry Funds are established by the Vestry to be administered by members of 

the clergy for missionary and charitable purposes of the congregation.  
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B. Purpose: The purpose of The Clergy Ministry Fund is to help people in need of 

urgent temporary assistance.  Its use is restricted to that sole purpose. The Clergy 

Ministry Fund is overseen by the Rector, who approves its use by all clergy or 

church staff as they encounter people experiencing urgent needs.  Any unused 

monies remaining in The Clergy Ministry Fund at the end of the fiscal year will 

roll over into future fiscal years in perpetuity.   

C. Administration:  

1. The Church of the Transfiguration shall have one (1) Clergy Ministry 

Fund which is under the administration of the Rector or the Rector’s 

designee(s). The Rector shall specify in writing the names of the 

individuals apart from the Rector authorized to administer the Clergy 

Ministry Fund to the Wardens, Church Administrator, and Parish 

Treasurer. If there is no current Rector for the parish, the Clergy Ministry 

Fund shall be administered jointly by the priest in charge, if appointed, 

and Senior Warden, unless another individual from the parish staff, or 

the Parish Treasurer, is appointed by the Vestry. The Rector may be 

removed as an administrator of the Clergy Ministry Fund without the 

Rector’s consent only by the Bishop of the Diocese.  

2. Under no circumstances may any person supervising or administering a 

Clergy Ministry Fund make a distribution that directly or indirectly 

benefits himself or herself, or his or her family. All such distributions are 

strictly prohibited by Diocesan Customary. 

D. Accounting: All deposits to, and disbursements from, the Clergy Ministry Fund 

(Account 8443) are subject to the accounting standards for any regular parish 

account. In situations requiring discretion, the Rector, Church Administrator, and 

Parish Treasurer shall devise a method or system for accurate recording which 

protects the privacy of the donor or recipient. No “off-books” Clergy Ministry 

Funds or transactions into/out of the Clergy Ministry Fund will be permitted. 

Clergy Ministry Funds, while subject to control by members of the clergy, 

remain the property and funds of the parish and must therefore be supervised and 

administered pursuant to the parish’s governance documents and policies, the 

terms of the Clergy Ministry Fund’s Purpose and applicable law. 

E. Funding: The Clergy Ministry Fund may be funded through a variety of means as 

permitted or approved by the Vestry, including the annual budget, and donations 

specifically to the Clergy Ministry Fund. No donations to, or disbursements from, 

the Clergy Ministry Fund which are contrary to the Clergy Ministry Fund 

Statement of Purpose shall be permitted. Donations to the Clergy Ministry Fund 

for the direct benefit of a named individual are prohibited.  

F. Duration: The Clergy Ministry Fund will be an ongoing fund of the congregation 

with perpetual duration, provided, however, that the Clergy Ministry Fund may 

be terminated upon recommendation of the Rector to the Vestry and subsequent 

approval of the termination by Vestry. Upon the termination of the Clergy 

Ministry Fund, an accounting shall be made of the Clergy Ministry Fund and any 

monies remaining in the Clergy Ministry Fund shall be promptly (i) redistributed 

to another Fund of the congregation by the Treasurer, in consultation with the 

Vestry, in accordance with any restrictions that may apply to the monies 

remaining in the Clergy Ministry Fund, including but not limited to donor intent, 

or (ii) distributed by the Rector in accordance with the purpose, restrictions and 

procedures associated with the Clergy Ministry Fund being terminated.  

G. Recordkeeping & Audit: Each year – if engaged - a member of an independent 

outside accounting firm hired to audit its financial statements will also examine 



 
 

Parish Policies and Procedures 

 
13 

the records of the Clergy Ministry Funds in accordance with the requirements of 

Canon 29.4 (or any successor provision) of the Diocese of Dallas, subject to 

obligations to keep certain information confidential pursuant to Section II.A.9 (or 

any successor provision) of the Customary of the Diocese of Dallas and the 

confidentiality standards recognized by The Episcopal Church and the State of 

Texas. This review protects both the Administrators and the congregation from 

any inadvertent practices that might not conform to the policies and standards 

established by the congregation. The audit must be carried out in a manner so as 

to protect the confidentiality of the individuals concerned but with sufficient 

information available for the auditor to determine whether the funds are being 

used in compliance with both congregation and IRS guidelines. The accounting 

firm will provide the Treasurer with a written report each year of the findings of 

the audit, such report to be distributed to the Rector, Senior Warden, Junior 

Warden and the Treasurer. Matters of concern arising during the audit, if any, 

will be reviewed by this group. If necessary, the Treasurer will review any 

matters of concern with the Budget, Finance and Administration Committee, 

which will determine what action, if any, may be appropriate. The Treasurer and 

Senior Warden will discuss the matter with the Administrator, the Rector (or 

Priest in Charge); if such matters concern the Rector (or Priest in Charge), Senior 

Warden, Junior Warden and Treasurer. If required, appropriate corrective action 

will be taken. Note that the annual audit does not satisfy the requirement for the 

preparation of the Wardens’ Report on the Rector’s Ministry Fund which 

requires the Senior Warden and the Junior Warden to certify that they have 

“reviewed each line item of the Rector’s Ministry Fund expenditures.” 

H. Wardens’ Annual Report: prior to each Annual Parish Meeting, the Senior 

Warden and Junior Warden shall review each line item of the expenditures from 

the Clergy Ministry Fund for the prior calendar year and shall certify to the 

Vestry in a format provided or approved by the Diocese of Dallas that all 

expenditures were made in accordance with the Clergy Ministry Fund policy and 

the Statement of Purpose.  

I. Compliance & Deviations: 

1. The Ministry Funds shall be used and maintained in accordance with 

applicable law, the Constitutions and Canons of The Episcopal Church 

and of the Diocese of Dallas, any applicable governance documents or 

policies of the congregation, including but not limited to the Restricted 

Funds Policy. 

2. Any deviation from this Policy or of guidelines or procedures for specific 

Ministry Funds shall require prior consultation with the Wardens and, at 

the Wardens’ discretion, the Parish Administrator and the Vestry. In the 

event there is any potential question with respect to IRS or tax related 

issues or the legal propriety of a disbursement, the Chancellor of the 

congregation or the Diocese shall be consulted prior to any payment. 

II. Physical Plant and Furnishings 

 II.1 Issuance of Master Keys 

A. Master keys shall be defined as keys which open exterior doors to all buildings 

and all interior doors, excluding clergy and staff offices.  “Keys” shall include 

key-cards, fobs, codes, or electronic keys. The Administrative Officer or staff 

designee shall maintain records and signed receipts for all keys issued.   
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B. Records shall be updated yearly, with returns requested as needed. All key 

recipients will need to reapply yearly for the issuance of a master key. 

C. Permanent master keys shall be issued only to staff requiring their use. 

D. Temporary master keys may be issued for a special event or job.  At the 

conclusion of the event or completion of the job, the key shall be returned. 

E. Master key distribution for PES use shall be limited as much as practical, 

consistent with needs. 

F. Master keys to Building "E" and "F" shall be issued from the PES office. 

G. When issuing any master key, the Administrative Officer shall notify the 

recipient that he/she is not authorized to copy any master key without express 

permission, and that the recipient must promptly notify the Administrative 

Officer if a master key is lost.  The Administrative Officer shall promptly notify 

the Senior Warden and Rector of any request to copy a master key or notice of 

loss of master key and receive instructions on how to handle such issues. 

NOTE: Some individuals and organizations (e.g., Altar Guild, Youth Sponsors, etc.) 

may consistently require exceptions, but are required to limit key holders, forbid key 
copying and maintain records matching the office approach. Other organizations 

may be issued keys for an agreed-upon period.  

II.2 Issuance of Privacy Keys 

A. Privacy keys shall be defined as keys which open interior doors to clergy and 

staff offices. 

B. Keys” shall include key-cards, fobs, codes, or electronic keys. 

C. Permanent privacy keys shall be issued only to staff requiring their use. 

D. The Treasurer may be issued a privacy key for the controller’s office during 

his/her term in office. Upon resignation, termination, or completion of their term 

in office, he/she shall return all keys to the Administrative Officer. 

E. The Administrative Officer or staff designee shall maintain records and signed 

receipts for all keys issued. 

F. Temporary checkouts of privacy keys shall not be permitted. 

G. When issuing any privacy key, the Administrative Officer shall notify the 

recipient that he/she is not authorized to copy any private key without express 

permission, and that the recipient must promptly notify the Administrative 

Officer if a privacy key is lost.  The Administrative Officer shall promptly notify 

the Senior Warden and Rector of any request to copy a privacy key or notice of 

loss of privacy key and receive instructions on how to handle such issues. 

II.3 Use of Parish Facilities and Scheduling of Activities 

All use of Transfiguration facilities must be consistent with our mission and ministry.  

God calls us to be good stewards of the property and resources entrusted to us. We therefore 

must seek to recover costs associated with use by outside parties. The following policies shall 

govern use of our facilities. 

A. Except by prior approval of the Rector, the use of Parish facilities shall be limited 

to members of the Parish, Parish organizations, and their invited guests. Any use 
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of Parish facilities other than by members of the Parish or Parish organizations 

shall be approved by and at the discretion of the Rector pursuant to Canons of the 

General Convention or, in the absence of the Rector or on referral from the 

Rector, with prior Vestry approval.  

B. Requests for use of facilities, whether by Parish or non-Parish organizations, 

shall be completed in writing or digitally using the prescribed Facilities Request 

form and scheduled through the Parish office.   

C. All Parish activities, liturgical, and pastoral needs shall have first priority, with 

additional usage scheduled on a space-available basis.  The Episcopal Church of 

the Transfiguration reserves the right to withdraw permission for use of the 

facilities at any time at the sole discretion of the Rector or, in the absence of the 

Rector, or on referral from the Rector, by majority vote of the Vestry.  

D. Regularly scheduled Parish activities, and liturgical and pastoral needs, shall take 

precedence over other scheduling requests.  

E. Upon approval of Facilities Request, the required fee and a signed Building Use 

Agreement shall be due. 

F. The Parish office shall maintain a Master Calendar of scheduled Parish activities 

and shall make it readily available to the Parish.  Any request for reoccurring or 

continuing use of Parish facilities must be renewed by July 31 and approved on 

an annual basis by the Rector.  

G. In the event of any unresolved dispute between Parish organizations relating to 

the scheduling of activities the Parish Administrator shall notify the Rector who 

shall decide the matter.  In such event, the decision of the Rector shall be final.  

Should the Rector be unavailable, the final decision shall be made by the Senior 

or Junior Warden until such time as the Rector is able to resolve the conflict. 

H. A fee shall be assessed for any private use of Parish facilities, including use by 

parties sponsored by recognized parish ministries for purposes other than formal 

programs of those ministries. Fees for private use of Parish facilities as noted 

below, shall be payable to THE EPISCOPAL CHURCH OF THE 

TRANSFIGURATION no later than one (1) week prior to the event and 

collected by the Parish Administrator or staff designee. Sexton fees will apply in 

addition to the room rental fees.   Fees will be refundable upon 48-hour notice of 

cancellation.  If upon cancellation expenses have already been incurred for the 

event, those expenses are due and payable.   

1. Youth Center - $250 per use non-Parish/ $150 Parish member 

2. Roper Hall - $500 non-Parish/ $200 Parish member 

3. Rehearsal Hall- $150 non-Parish/$100 Parish members 

4. Sanctuary - $500 non-Parish/ $200 Parish member 

5. Library - $150 non-Parish/$100 Parish members 

6. Classrooms - $150 non-Parish/$100 Parish members 

7. Kitchen - $150 non-Parish/$100 Parish members 

8. Memorial Garden - $150 non-Parish/$100 Parish members 
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9. Sexton fees, as determined by Operations Manager based on costs 

incurred 

10. Audio-visual equipment use- $100 non-Parish/$75 Parish members 

11. Childcare – actual rate of Parish’s contracted childcare workers 

Monthly rates will be considered case by case by the Rector or, on referral by the 

Rector, by the Vestry 

I. In addition, all private use of Parish facilities will require proof of and/ coverage 

or indemnification of the Parish; its own arrangements for child care; and its own 

refreshments, dishes, and cutlery except by prior arrangement. 

J. All fees, charges or other assessments provided for in this section may be waived 

or reduced at the discretion of the Rector.  Fees do not apply to facilities use for 

formal programs of recognized parish ministries. 

K. Any individual or family wishing to utilize the Parish for wedding or funeral 

services shall abide by all additional policies and procedures for such services.  

To the extent any specific wedding or funeral policy conflicts with these Parish 

Policies and Procedures, the Rector shall resolve any such conflict. 

 

L. In order to safeguard children, any childcare offered on church property must be 

arranged in advance with the Parish business office and must utilize the Parish’s 

contracted professional childcare workers. Fees for the childcare workers will be 

assessed to the organization utilizing childcare, with the exception of the Parish’s 

regular or periodic worship services, or as otherwise agreed at the discretion of 

the Rector. This provision does not apply to childcare operated or offered by 

Parish Episcopal School. 

II.4 Use of Parish-Owned Items 

A. With the exception of vestments and liturgical items which may be used at 

liturgical events at the discretion of the Rector, no off-campus or other use of 

Parish property or Parish-owned items shall be permitted without prior written 

approval of the Parish Administrator (AO) who shall be responsible for obtaining 

a written receipt from any person authorized to use Parish property; for 

determining any resulting damage to Parish property; and, for reporting such 

information to the Vestry for appropriate action. 

B. With the prior approval of the Rector, the Parish Administrator shall collect a 

deposit from any person desiring to use Parish property in an amount to be 

determined by the Rector.  It shall be the responsibility of the Parish 

Administrator, or staff designee, to verify the property is returned.  

C. All kitchen equipment, dishes, glassware, linens, etc. are available for the use of 

any Parish organization on church premises only.   A list of instructions for use 

of needed items will be given at time of reservation.   The member requesting use 

of these items shall be responsible for ensuring that items are cleaned and 

returned free of damage.  

D. Any church property lost or broken shall be replaced in like kind and condition or 

the person/organization utilizing the item(s) assessed a fee determined by the 

Parish Administrator to cover replacement costs. Any consumables belonging to 
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the church or another Parish organization (e.g. cups, plates, napkins, utensils) 

shall be replaced in like kind and quantity. 

II.5 Posting or Distribution of Communications  

A. The term “communication” shall mean any written, visual or electronic 

transmission of information on behalf of the Parish, relating to the Parish, or to 

the Parish’s members or staff. 

B. Communications relating to the Parish shall be permitted, but the Parish’s 

facilities, staff, instruments and property not be used to advertise personal 

business ventures. 

C. All communications shall be approved by an appropriate member of the Parish 

office staff.  Communications should be posted only two weeks prior to an event, 

insofar as possible, and removed promptly afterward by the sponsoring person or 

organization. 

D. Certain bulletin board assignments or means of communication may be 

considered standing (long term) assignments (e.g., Sunday school or the Parish’s 

blog).  A record of standing assignments approved by the Rector shall be 

maintained by the Administrative Officer.  

III. Parish Office Procedures 

III.1 Use of Parish Office Services and Data 

A. Organizations shall endeavor to meet organizational special needs utilizing the 

organization’s membership without drawing unnecessarily on Parish office 

services.  In situations where staff or office services are necessary, organizations 

shall endeavor to plan for use of the staff or those services in advance (i.e. at least 

two weeks in advance). 

B. Special requests for Parish office services or assistance shall be accommodated 

as workload permits.  Accommodation and scheduling shall be assigned by the 

Administrative Officer in consultation with staff involved. 

C. Labels and/or addressing shall be done only at fixed, scheduled times. The Parish 

office shall schedule and support regular mailings. 

D. No personal use of metered postage by individual Parish members or staff shall 

be authorized. 

III.2 Publication of Standard Policies and Procedures 

A. These Policies and Procedures shall be reviewed and updated annually by the 

Vestry’s Budget, Finance and Administration Committee.  The review will start 

in March and completed with updates for submission and approval at the May or 

June Vestry meeting. 

B. A copy of revised and current policies and procedures shall be furnished to all 

Parish organizations by July 31st of each calendar year. When organization 

leadership changes, the incoming leader(s) shall be provided a current copy of 

these policies and procedures and Customary.  The Parish office shall provide the 

required copies.  
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C. Policies and Procedures shall be accessible to all members in the Parish office.  

The Rector and Vestry shall determine any other distribution or publication of 

these Policies and Procedures, including publication on the Parish’s website.  

IV. Vestry 

IV.1 Structure of the Vestry 

A. Episcopal Diocese of Dallas Canon 14, “Wardens and Vestry of Parishes” shall 

be followed as below, with minor additions applicable to this Parish indicated: 

 

1. Except as otherwise provided in this Canon, all new members of the 

Vestry shall be elected by ballot at an annual election by a majority of 

the votes cast by the qualified voters present; and, except as herein 

otherwise provided, the term of office shall be for three years succeeding 

their election. 

2. If, prior to the expiration of the said three years, the office of any 

member of the Vestry shall become vacant, such vacancy shall be filled 

by a majority vote of the remaining members of the Vestry. The term of 

office of the replacement so elected shall be the un-expired balance of 

the vacated three-year term of office. 

3. No person having served on a Vestry shall be eligible to serve again until 

one year after the expiration of his period of service, provided, however, 

that a member who serves a term of less than two years to which he has 

been elected to fill a vacancy shall be eligible for election to one full 

term. Current staff members and clergy, and members of their families, 

are ineligible for Vestry membership. No more than one member of a 

family may serve on the Vestry at the same time. 

4. At the first Annual Meeting held in Parishes already organized the 

qualified voters present shall, by resolution, fix the number which shall 

constitute the Vestry of that Parish at six (6), nine (9), twelve (12), or 

fifteen (15). There shall then be elected, by ballot by the qualified voters 

present, the full number determined upon. The term of office of one-third 

of the members elected shall be until the first succeeding Annual Parish 

Meeting; the term of office of another third shall be until the second 

succeeding Annual Parish Meeting; and the term of office of the 

remaining third shall be until the third succeeding Annual Parish 

Meeting. It shall be determined by lot, at the first meeting of the Vestry 

after said election, as to who shall serve for one year, who for two years, 

and who for three years. 

5. At the first meeting of the newly constituted Vestry, following the Parish 

Meeting, the Rector shall name one of the Vestry to be the Senior 

Warden, and the Vestry shall elect one of its members Junior Warden, 

both of whom shall serve for one year. At the same time, the Vestry shall 

elect a Secretary or Clerk, and a Treasurer, but these officers need not be 

members of the Vestry. If there be no Rector, the Vestry shall elect a 

member of the Vestry as temporary Senior Warden to hold office until a 

Rector can make the appointment. 

6. Any Parish may, at its Annual Meeting, increase or decrease the number 

of its Vestry, provided that such change must be so made as to operate 

equally upon each of the three classes into which the Vestry is to be 

divided under the foregoing provisions of this Canon and any such 
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change must further be made as not to nullify the provisions of section 

14.3 of this Canon and not in any wise to prevent or impair the rotation 

in office which it is the object of this Canon to secure. 

7. If, at any time, in any Parish, the Vestry shall present to the Bishop 

reasons which the Bishop may deem good and sufficient for so doing, the 

Bishop may suspend the foregoing provisions concerning rotation and 

make such modifications thereof as the facts of the case may seem to 

require. 

8. In case of the continued absence of [a] member from regular meetings of 

the Vestry for a period of three months without valid excuse, that 

member is subject to removal; and the remaining members of the Vestry 

may elect another qualified communicant in his stead, who shall serve 

for the remainder of the term of the removed member. 

9. It shall be the duty of the Wardens to see that the church building is kept 

in good repair; in the absence of the Rector, and according to seniority, 

to preside at meetings of the Vestry and of the Congregation and, in the 

absence of the Rector, to keep the church open for Divine Service at the 

stated times of worship. 

10. To be eligible as a member of the Vestry, one must be at least eighteen 

(18) years of age, confirmed member in good standing of the Church in 

that Parish, and a pledging member for at least the one year before the 

election takes place. “Good standing” is further defined as regularly 

attending church services and making a financial contribution in the past 

year.  

11. It shall be the duty of the Vestry to take charge of the property of the 

Parish and its endowments; to regulate all its temporal concerns; in 

accordance with the Constitution and Canons, to elect and call a Rector 

and to provide for the Rector’s support; to provide for paying all 

Canonical assessments on the Parish; and, in general, to act as helpers to 

the Rector in whatever is appropriate to Lay persons for the furtherance 

of the Gospel -- it being understood always that the spiritual concerns of 

the church are under the exclusive direction of the Rector, subject to the 

Ecclesiastical Authority and Canons of the Diocese. 

12. Meetings of the Vestry may be called by the Rector (or in the Rector’s 

absence by the Senior Warden, or in the absence of both by the Junior 

Warden), or by members of the Vestry constituting a majority of the 

membership.  

B. The Vestry of the Church of the Transfiguration shall be comprised of the twelve 

(12) elected lay members of the Parish, with the Rector voting on matters if a tie-

vote occurs. Ex officio members may include a: Treasurer and a Clerk, elected by 

the Vestry, as well as Chancellor. None of these shall be a voting member of the 

Vestry. The Rector is the presiding officer. The positions of Senior Warden and 

Junior Warden are required by canon. 

C. The Senior Warden shall serve as Chief Executive Officer of the Parish in all 

matters of a secular nature and as Clergy and Staff Advocate.  He or She shall 

preside over Vestry meetings in the Rector’s absence and shall perform other 

duties as needed. 

D. The Junior Warden shall be elected by the Vestry and shall perform duties 

assigned by the Senior Warden and Rector. 
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E. The Vestry may create ex-officio Vestry positions from time to time to fulfill a 

specific purpose or need.  These ex-officio members will serve at the invitation 

of the Rector and Senior Warden for a term of one year.  To be eligible as an ex-

officio member of the Vestry, one must be at least eighteen (18) years of age, a 

confirmed member in good standing with the Church in that Parish and a 

pledging unit for at least one year before the election takes place. 

F. The following table shall list the general areas of Vestry standing committee 

responsibilities.  

1. Building, Grounds and Technology Committee  

The work of this committee shall entail taking charge of and supervising 

the use, conditions, repair, improvement and sustainability of all building 

and grounds on the Hillcrest plant, as well as the technology utilized by 

Transfiguration to carry out its ministry in a method and manner 

consistent with its core mission to seek and serve Christ in all persons. A 

critical function of this committee shall be the prioritization and 

implementation of projects related to buildings, grounds, and technology. 

The stated expectation is for this committee to handle work previously 

performed by the Facilities Committee, IT Committee, and PES Liaison. 

2. Budget, Finance and Administration Committee 

The work of this committee shall entail crafting and reviewing the annual 

parish budget and administrative policies and practices of 

Transfiguration as well as monitoring the finances of the parish and 

ensuring overall canonical compliance.  Careful attention should be paid 

by the committee to not only the current or short-term realities of the 

parish, but also the long-term viability and sustainability of operations 

and projects undertaken by the parish that could either bolster or 

compromise its financial health, diocesan status, and mission to seek and 

serve Christ in all persons.  The stated expectation is for this committee 

to handle work previously performed by the Budget and Finance 

Committee, Audit Committee, Administration Committee, and 

Nomination and Elections Committee, as well as the Stewardship and 

Endowment Liaisons. 

3. Mission and Ministry Committee 

The work of this committee shall entail monitoring the spiritual health 

and vitality of the parish, its members, its staff and clergy.  This includes 

analysis and guidance of program, clergy and staff’s adherence to and 

furthering of Transfiguration’s mission to seek and serve Christ in all 

persons.  The committee should be sensitive to the ministry work inside 

the parish, but also the ministry provided by Transfiguration and its 

members in the larger community and world in growing God’s Kingdom.  

The stated expectation is for this committee to handle work previously 

performed by the Communications Committee, as well as the Worship, 

Christian Formation, Pastoral Care and Outreach liaisons.  

G. Steps for Vestry transition: No later than the week following the Parish’s Vestry 

elections, the Rector and Senior Warden shall meet to discuss potential warden 

candidates for the succeeding Vestry, as well as discuss steps for adequate 

leadership transition of the Vestry and any key lay leadership positions. The 

Rector shall announce the succeeding Senior Warden no later than the December 
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Vestry meeting.  The Rector, outgoing and incoming Senior Wardens shall then 

discuss assignment of all returning and incoming Vestry members to the 

committees outlined above, with the stated expectation that each Vestry member 

must serve on at least one of the committees, and that one Vestry member shall 

serve as chair of each committee. 

IV.2 Executive Committee of the Vestry 

A. The Executive Committee of the Vestry shall be comprised of the Rector, Senior 

Warden, and Junior Warden. The Vestry Clerk shall serve as an ex-officio 

member of the Committee. 

B. The Executive Committee of the Vestry shall meet when called by the Rector or 

Senior Warden. These meetings may develop the full Vestry meeting agenda and 

discuss areas of current concern. Attendance at Executive Committee meetings is 

limited to the members of the Executive Committee and any others who may 

attend at the request of the Rector or Senior Warden. 

IV.3 Vestry Meetings 

A. The Vestry shall meet regularly to conduct Parish business. The Rector, when 

present, is Chair of all Vestry meetings. In the Rector's absence, the Senior 

Warden shall preside. An agenda and any accompanying reports shall be 

prepared and distributed in advance whenever possible, for each meeting. The 

Clerk shall prepare minutes and maintain records of all meetings. 

B. The full Vestry shall meet each month, on a standing day and time selected at its 

annual workday. The agenda for this meeting shall include Christian formation of 

the Vestry and all present, reports from the Rector and staff, reports from 

Wardens and Vestry committees, invited presentations on special topics, and 

other appropriate business. Unless otherwise requiring a ¾ vote of the full vestry 

by the Parish’s Policies and Procedures (e.g. expenditures from the Vestry’s 

accounts), passage of formal resolutions or motions of the Vestry requires a 

simple majority of the full Vestry membership, and all other votes are decided by 

simple majority of those present.  

C. Monthly meetings shall be held in Parish facilities and members of the Parish or 

other invited guests may attend.  Minutes of monthly meetings, after the Vestry 

has approved them by motion, shall be available to all parishioners and included 

on the Parish website. 

D. It is preferred that all business of the Church be conducted at regularly scheduled 

Vestry meetings.  However, in lieu of a called meeting the Senior Warden (or the 

Junior Warden acting in his/her absence) may, with proper prior consent of one 

other member of the Vestry and the Rector, solicit approval of a resolution or 

motion by consent of at least ten (10) of the twelve (12) Vestry members should 

emergency or immediate action be required.  The proposed resolution or motion 

must be prepared and circulated, either by facsimile, electronic mail, first class 

mail, or otherwise, and must be approved in writing (return electronic mail 

acceptable) by ten (10) members of the Vestry.  Proposed resolutions that are not 

approved within fourteen (14) days of the date of the proposed resolution will be 

deemed opposed.  Discussion among members of the Vestry shall occur at the 

discretion of the individual members of the Vestry.  The results of the resolution 

or motion presented outside of a called meeting shall be relayed to the Clerk and 

included in the preceding month’s Vestry minutes. 
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E. The Parish Administrator shall maintain in the Parish offices a copy of minute 

books of incorporated Parish organizations including, but not limited to, the 

Parish, the Church Endowment Fund, and St. Hilda’s Guild. 

IV.4 Election of Vestry Members and Convention Delegates 

A. At the annual election of Vestry and Convention Delegates a prescribed number 

of vacancies shall be filled.  The number of Vestry vacancies shall commonly be 

a number equal to one third of the total number of the Vestry.  The number of 

Convention delegates to be elected will be determined according to the formula 

stated in the Constitution and Canons of the Diocese of Dallas. 

B. The Vestry’s Budget, Finance and Administration Committee shall appoint a 

Nominating Sub-committee chair each year in January.  No later than July, the 

committee chair should communicate to the Parish that the Nominating Sub-

committee is being formed and invite names to be considered for this Sub-

committee.  The Nominating Sub-Committee shall consist of not fewer than four 

members as follows: the Chair; one outgoing Vestry member (if willing to serve), 

and additional parishioners.  The Nominating Sub-committee shall solicit 

recommendations for candidates for the Vestry and the convention delegation 

from the Parish membership at large.  The term of the Nominating Sub-

committee shall be for one year or until a new nominating chair is appointed. 

The Nominating Sub-committee shall present a slate of at least one nominee for 

each vacant position no later than the September meeting of the Vestry.  The 

Nominating Sub-committee shall prayerfully consider the needs of the Parish and 

Diocese in making its recommendation, including the need for new and old 

leadership, representative diversity of the parish, professional expertise, and 

faithfulness of the nominee in prior service. The Nominating Sub-committee 

shall publish its slate of candidates to the Parish at least four (4) weeks prior to 

the.  Candidates not selected for the slate shall be notified and given the option of 

being on the ballot in addition to the officially nominated slate.  

Convention Delegates may serve five consecutive terms. Further election as a 

Convention Delegate will require sitting out two election cycles.  

Note: There is express prohibition of running for or serving on Vestry without one 

year between terms.   

C. Nominees shall satisfy the following criteria: 

1. Minimum age eighteen (18) years 

2. Confirmed member in good standing 

3. Pledging member for at least one year prior to election 

4. Regular in attendance at public worship 

5. Not served on the Vestry of this Parish unless one full year has elapsed 

since service or as provided in IV.1.A 

6. Demonstrated commitment, responsibility and experience in Parish life 

7. Able to pass the Diocesan criminal background check 

8. Employees, their family members and clergy family members are 

ineligible for election to the vestry.  
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9. No more than one person from a family may serve on the vestry at the 

same time.     

D. The Nominating Sub-committee shall develop a form for candidacy, including 

biographical data, and may request information and documentation from each 

candidate including a photograph, signed statement of willingness to serve and 

statement of position on relevant issues, all for publication. Copies of blank and 

completed forms shall be maintained in the Parish office. 

E. Each baptized member of the parish in good standing and at least 18 years of age 

is eligible to vote. 

1. Ballots with more than the number of votes allotted will be discarded, 

but ballots with fewer than the number of votes allotted will be accepted. 

2. Absentee ballots will be available at the Church office during regular 

office hours once the ballots have been finalized. Parish staff will check 

off the names from the voter list of those parishioners who return their 

absent ballot to the Church office.  Completed absentee ballots will be 

stored in a sealed envelope. 

3. Regular voting will take place before, during and after the weekend 

services on two consecutive weekends designated as election weekends. 

Vestry members will staff the election tables during these times. An 

individual may not staff the election tables if his or her name, or the 

name of his or her spouse/partner or family member, appears on the 

ballot.  

4. A minimum of two members of the Vestry shall be responsible for 

counting all ballots. An individual may not participate in counting ballots 

if his or her name, or the name of his or her spouse/partner or family 

member, appears on the ballot.  The Senior Warden shall not participate 

in counting ballots and shall preserve her/his vote in the event of a tie-

vote after all ballots are counted and shall not vote if doing so will create 

a tie-vote for any position. 

5. To be elected to Vestry a candidate must be one of the four (4) 

candidates with the most votes. 

6. To be elected as a Delegate a candidate must be one of the six (6) 

candidates (or number designated by the diocese) with the most votes. 

7. Election results will be published in a timely manner following the 

election. 

8. Those elected to Vestry will take office following their installation at the 

Annual Meeting. Those elected to serve as Convention delegates shall 

serve as delegates to the following year’s convention(s).  

F. Those elected to the Vestry shall be thereafter invited to attend and watch the 

Vestry meetings until their installation. However, these elected individuals shall 

not be entitled to vote on any Vestry matters until after their installation. Prior to 

their installation, all elected members shall complete Diocesan “Safe Church” 

training.   
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IV.5 Election of Endowment Fund Trustees 

A. Trustees of the Endowment Fund shall be elected by the Vestry for four-year 

terms based on a slate equaling the number of vacancies to fill. The incumbent 

members of the Board of Trustees shall submit a slate of at least three nominees 

for each vacancy to be filled to the Vestry, which shall elect the required number 

of Trustees from such slate. If the Vestry does not fill all vacancies the 

nomination process shall be repeated until all positions are filled. 

B. Trustees can serve for no more than 2 consecutive 4-year terms.   

C. Nominees to serve as Trustees of the Endowment Fund shall satisfy the same 

criteria as nominees to the Vestry; see Section IV.4.C herein, although they do 

not need to be confirmed.  In addition, each nominee must certify in writing to 

the Vestry that she/he has read the charter documents, bylaws, and any operating 

practices of the Endowment Fund prior to any Vestry vote on election. 

IV.6 Conflicts of Interest 

A. All members of the Vestry, Endowment Fund Trustees, and Committee 

members, officers, staff, and agents of the Parish shall disclose all real or 

apparent conflicts of interest that they discover or have been brought to their 

attention in connection with the Parish’s activities. 

B. “Disclosure” shall mean providing properly, to the Senior Warden, a written 

description of the facts comprising the real or apparent conflict of interest. These 

conflict of interest disclosures shall be updated annually and maintained on 

record in the Parish office. An annual disclosure statement shall be circulated to 

the Rector and the Vestry to assist them in considering such disclosures, but 

disclosure is appropriate and required whenever conflicts of interest may occur. 

C. At the February meeting of the Vestry, all disclosures of real or apparent 

conflicts of interest shall be noted for the record in the minutes. 

D. An individual Vestry member, trustee, agent or employee who believes that he or 

she or a member of his or her immediate family might have a real or apparent 

conflict of interest, in addition to filing a notice of disclosure, must abstain from:  

1. participating in discussions or deliberations with respect to the subject of 

the conflict (other than to present factual information or to answer 

questions), 

2. using his or her personal influence to affect deliberations, 

3. making motions, 

4. voting, 

5. executing agreements, or 

6. Taking similar actions on behalf of the organizations where the conflict 

of interest might pertain by law, agreement or otherwise.  

E. At the discretion of the Vestry or a committee thereof, a person with a real or 

apparent conflict of interest may be excused from all or any portion of discussion 

or deliberations with respect to the subject of the conflict 

F. A member of the Vestry or a committee thereof, who, having disclosed a conflict 

of interest shall nevertheless be counted in determining the existence of a quorum 
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at any meeting in which the subject of the conflict is discussed. The minutes of 

the meeting shall reflect the individual’s disclosure, the vote thereon, and the 

individual’s abstention from participation and voting. 

G. The Senior Warden shall ensure that all members of the Vestry, officers, and 

agents and independent contractors of the Parish are made aware of the Parish’s 

policy with respect to conflicts of interest. 

IV.7 Tau Cross and Crown Award Guidelines (Adopted Fall 1986) 

A. The Tau Cross and Crown is the Vestry’s award to deserving parishioners.  These 

guidelines were established by the Vestry in the fall of 1986. 

B. At either the January Vestry meeting or any other time deemed appropriate, the 

Vestry may choose recipient(s) of the Tau Cross and Crown Award using the 

following criteria (criteria marked with an * are mandatory and cannot be waived 

by an affirmative vote of the Vestry): 

• *Lay Ministry consistent with the Parish’s Mission Statement; 

• *Nominee has never before received the award; 

• *Nominee is not presently serving on the Vestry, nor the spouse or 

blood-relative of any Vestry member; 

• *Nominee considered on the basis of the quality of volunteer service; 

• *Nominee is presented by a member of the Vestry, congregation, or staff 

and nomination will include a testimonial describing the volunteer work 

for which he/she is being nominated; 

• *Nominee must be a member in good standing of this Parish (Confirmed 

and a pledging member of record). If a youth is being considered, then 

the pledging requirement may be waived. 

• *An employee of the Church is not eligible for nomination.  Former 

employees of the Church are eligible for nomination, however, not on the 

basis of their acts, conduct and service while acting in an employed 

capacity; 

• *Once award(s) are voted, those nominated but not receiving the awards 

are not automatically renamed the following year.  A new nomination is 

required. 

• If list of nominees is lengthy, consideration may be given to the degree 

of influence that service has had on the Parish at large.  However, this is 

not to be used to disqualify or otherwise indicate that service in 

dedication to a particular guild or program is inferior to service in a 

broader sense; 

• In deciding among multiple nominees, those who appear to be eligible to 

receive the award in a subsequent year may be set aside in favor of one 

who for reasons of age or poor health might be deemed a more timely 

choice; 

• The selection process will be more meaningful if held to one or two 
persons per year.  This provision does allow, however, for partnership 

awards where appropriate.  If, in an unusual year, there appears to be 
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sufficient reason to award more than one or two, the Vestry may elect to 

set aside the number provision during deliberations for that year; 

• The awards are to be presented at the Annual Meeting of the parish; 

however, the difficulty arising from arranging for them to be at one 

service may on occasion alter this provision; 

• Every effort should be made to maintain the element of surprise; 

• The names of the award recipients along with the year of the award are to 

be placed on display on the award plaque in the narthex. 

• Any number may be nominated.   

V. Parish Life Policies 

V.1 Tobacco Usage 

The use of tobacco products, including e- cigarettes, shall not be permitted in or within 25 

feet of any Parish building.  

V.2 Use of Illicit Drugs 

The use of illicit drugs anywhere on Parish property is specifically disallowed. Anyone, 

parishioner or guest, found to be in violation shall be reported to the appropriate authorities. 

V.3 Serving of Alcoholic Beverages 

A. In keeping with the policy of the Episcopal Church, the Church of the 

Transfiguration permits the serving and consumption of alcoholic beverages at 

Church- related social functions, so long as such serving and use is done 

responsibly. The Church also respects and supports those who abstain from the 

use of alcohol. The following guidelines apply whenever alcohol is served at a 

Church function, whether on parish premises or at a member’s residence in 

conjunction with a parish organization’s social function. 

1. Service of alcohol shall comply with all state and federal laws, local 

ordinances, canons and Diocesan customaries 

2. No alcohol may be served to persons under the age of 21 or at minor – 

oriented functions 

3. Only beer and wine are allowed to be served, as there is express diocesan 

prohibition against serving hard liquors 

4. The Rector or his designee must approve the serving of alcoholic 

beverages at functions on parish premises. To request permission for 

serving of alcohol, the parish organization will use the facilities request 

form, and designate which events will have alcohol served. The Rector 

or his designee will then specifically approve those events by signature. 

5. For Church- related functions offsite or at an individual’s home, the host 

or hosting organization is responsible for assuring compliance with these 

policies 

6. If a group is conducting any business of the Church, no alcohol may be 

served during the meeting. 
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7. For functions on Church premises but which are not sponsored by a 

Parish organization (e.g. wedding receptions), a TABC approved server 

should be used.  

8. Contractual arrangements with caterers and other third-party vendors 

should specify that such entity has control over the service and use of 

alcohol, and contain appropriate indemnification for the Church. 

B. In furtherance of this policy, the following are best practices which the Church 

requires at any Church-related function: 

1. Non- alcoholic beverages should be made available and be of equal 

attractiveness and availability 

2. Beverages should be labeled as to alcoholic or non-alcoholic 

3. Food should be served at such functions in proportion to the number of 

guests (alcohol consumption should not be the primary function) 

4. Service of alcohol should cease a reasonable time before the end of the 

function – typically 30-60 minutes 

5. The sponsoring group or ministry should be responsible for alternative 

transportation if necessary (e.g. Uber, Lyft, taxi or another’s car) 

6. Anyone who is observed to be inebriated, or shows impaired judgment or 

motor skills, should not be served further. 

V.4 Games of Chance 

It is Diocesan policy that no congregation nor organization within a congregation will host, 

sponsor or participate in any game of chance in which individuals receive a prize of value. 

This policy includes, but is not limited to, games of chance such as bingo, casino nights, etc. 

Raffles or drawings for items produced locally without monetary investment by the parish or 

organization, and where the ticket price is nominal or not necessary to participate, may be 

authorized by the Bishop. Inquiries may be directed to the Office of the Bishop Dallas.  

V.5 Possession of Firearms and Other Weapons Forbidden 

A. Except for law enforcement personnel acting with express authorization given by 

Church or Parish Episcopal School officials or in the line of duty as prescribed by 

applicable law, the possession of firearms or other weapons anywhere on 

Transfiguration property is strictly prohibited, including the parking lots, 

grounds, and in or around any building, regardless of whether occupied or used 

by the Church or Parish Episcopal School.  

B. Signage, in accordance with applicable law regarding size and language(s) shall 

be posted at conspicuous locations on Transfiguration property. The Rector and 

Wardens, in consultation with the Parish Chancellor and Director of Facilities, 

shall determine the number, type, and placement of signage pursuant to Section 

V.5. of this Manual. 

C. To prohibit the concealed carry of handguns, the sign must include the following 

language provided in Texas Penal Code section 30.06: 

PURSUANT TO SECTION 30.06, PENAL CODE (TRESPASS BY LICENSE 

HOLDER WITH A CONCEALED HANDGUN), A PERSON LICENSED 

UNDER SUBCHAPTER H, CHAPTER 411, GOVERNMENT CODE 

(HANDGUN LICENSING LAW), MAY NOT ENTER THIS PROPERTY 

WITH A CONCEALED HANDGUN. 
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D. To prohibit the open carry of handguns, the sign must include the following 

language provided in Texas Penal Code section 30.07: 

PURSUANT TO SECTION 30.07, PENAL CODE (TRESPASS BY LICENSE 

HOLDER WITH AN OPENLY CARRIED HANDGUN), A PERSON 

LICENSED UNDER SUBCHAPTER H, CHAPTER 411, GOVERNMENT 

CODE (HANDGUN LICENSING LAW), MAY NOT ENTER THIS 

PROPERTY WITH A HANDGUN THAT IS CARRIED OPENLY. 

VI.  Church Personnel Policies 

VI.1 Staffing Policies 

A. The Rector and Administrative Officer shall assign duties to members of the 

Parish staff, including the secretarial staff and the maintenance staff. 

B. The “Employee Policies and Procedures” shall control and, to the extent they 

conflict with policies set forth here in section VI, the “Employee Policies and 

Procedures” shall control. 

C. As with all staff, the Rector shall be bound by these Parish Policies and 

Procedures, as well as the “Employee Policies and Procedures.”  Should any 

significant change or deviation occur with any staffing matters from the Parish 

Policies and Procedures or the “Employee Policies and Procedures,” the Rector 

shall promptly notify the Vestry.  

VI.2 Parish Worker Classifications (Rev 03/16/04)  

The Parish business office will abide by all Internal Revenue Service regulations regarding 

the classification of workers for the Parish. Generally, all persons who are not clergy and 

work in regular, defined positions will be considered employees and subject to withholding of 

Federal Income tax as well as the employee’s share of Social Security and Medicare. This 

includes, but is not limited to: Ministry staff, Office staff, paid Choir soloists, Child Care 

workers, and Plant staff. 

A. When communicating with underage persons, making a reasonable attempt to 

alert their parent or legal guardian that you are in contact with them using 

Electronic Communication; 

B. Ceasing Electronic Communication with someone if you are asked to terminate 

communication by them (or by their parent or legal guardian, if they are 

underage); 

C. Providing a clear way to terminate communication, or request termination of 

communication, in all your Electronic Communication (i.e. make it clear how to 

"defriend" you online, or how to unsubscribe from groups or mass emails); 

D. Using your legal name and current contact information in any Electronic 

Communication; 

E. When communicating "privately" through Electronic Communications (via 

messages, email, text messages, or other means), remembering that you have a 

duty to report communications which indicate that someone is planning to harm 

themselves or others; 

F. Posting nothing in text, image, or video format which promotes or condones 

activities that are illegal or against professional ethical standards, including but 

not limited to: Anything that promotes illegal drug use or underage drinking; 

Anything that could be considered pornographic; Anything that promotes 
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fornication or underage sexual activity; Anything that promotes hatred, violence, 

or criminal activity; 

G. Posting nothing in text, image, or video format about anyone in your ministry, 

unless you have explicit permission to do so from them (if they are of legal age), 

or from their parent or legal guardian (if they are under-age); 

H. Using Electronic Communication in such a way as to ensure your own safety and 

the safety of those with whom you communicate. 

VI.3 Clergy Sabbatical Leave 

A. Terms and conditions 

1. The length shall be 14 weeks (3 1/2 months) and may be combined with 

vacation for a longer leave if schedules allow. 

2. A sabbatical may be granted after seven years of continuous full-time 

service as a member of the clergy and at seven-year intervals thereafter. 

3. All salary and benefits shall continue to be paid during sabbatical. 

4. Clergy preparing to take a sabbatical shall be required to submit a plan in 

writing at least nine months before the start date of the leave to the 

Office of the Bishop and to the Rector (if applicable).  The plan must 

describe the coverage for the congregation and describe the re-entry 

process at the conclusion of the leave. 

5. Clergy making requests shall be expected to work with the Sabbatical 

Committee made up of Vestry members, BFA members, the Rector, and 

the Office of the Canon to the Ordinary in preparing their sabbatical 

plan.  (See timeline in Appendix E).   

a. It should include developing a financial plan to fund the 

sabbatical, with consideration to the cost of the clergy’s travel, 

tuition or seminar costs, expense for replacement clergy if 

applicable, and other direct or indirect expenses to be associated 

with the sabbatical leave.   

b. Special consideration should be given to potential funding 

assistance from sources such as the Diocese and other grant-

making organizations, such as the Lily Foundation.   

c. Support from Transfiguration for Clergy’s personal sabbatical 

expenses will vary by circumstances and will ultimately be 

recommended by the Sabbatical Committee to be approved by 

the Vestry.  

B. Clergy sabbatical plans must first be approved by the Vestry and Rector (if 

applicable) and then by the Diocesan Commission on Ministry.  

C. Unlike vacation, sabbatical time does not accrue. At retirement or resignation, 

there is no compensation for sabbatical time not taken. 

D. Arrangements for interim clergy and redistribution of responsibilities shall be 

directed solely by the Rector. 

E. The Vestry shall establish a fund to afford sabbaticals and provide for the fair 

compensation of the interim clergy and/or temporary contractor staff on a short-

term contractual basis. Clergy desiring to take a sabbatical leave shall notify the 
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Rector and Parish Administrator no later than two years before the sabbatical is 

taken.    

F. Unless otherwise approved by the Vestry, in a calendar year, only one member of 

the staff or clergy may undertake a sabbatical 

Note: The sabbatical is derived from the biblical image of the seventh year in which 

the land lies fallow and of the seventh day on which all rest in order to refresh 

themselves.  The experience is meant to be reflective and regenerative and is to be 

distinguished from other shorter continuing education absences. The Bishop and the 

Commission on Ministry affirm the value of the sabbatical for all ministerial staff.  

The periodic intellectual, spiritual and physical refreshment of clergy should be 

perceived as an important investment in the Ministry by the Laity.  It is through the 

renewal of the sabbatical that clergy become more effective in their work 

VI.4 Lay Staff Sabbatical Leave 

A. Terms and conditions 

1. Lay members of the staff who are involved in full-time ministry are 

eligible for a sabbatical.  

2. The staff member must seek approval from the Rector to begin planning 

the sabbatical two years before the projected start date. Approval will be 

based on cost, timing, and content. 

3. The length shall be between eight and twelve weeks. 

4. Sabbatical may be granted after seven years of continuous full-time 

service as a member of the staff and at seven-year intervals thereafter. 

5. Full salary and all benefits will continue to be paid during sabbatical. 

There will be no interruption of insurance benefits during a sabbatical. 

6. Staff members making requests shall be expected to work with the 

Sabbatical Committee made up of Vestry members, BFA members, the 

Rector, in preparing their sabbatical plan. They shall be required to 

submit a plan in writing at least nine months before the projected start 

date to the Rector, the staff member’s immediate supervisor, and the 

Vestry. (See timeline in Appendix E).  The plan must include the 

following: 

a. The dates of the sabbatical 

b. A description of all sabbatical activities (including a projected 

budget spreadsheet) and how they are related to one’s ministry 

position 

c. A plan for covering the staff members work while away 

d. Any anticipated costs of their personal activities and temporary 

staff needs 

e. A description of how the sabbatical will be shared with the 

congregation upon return (i.e. workshop, series of articles or 

teachings, etc.) 

7. Staff sabbatical plans must be approved by the Rector and Vestry. 
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8. Unlike vacation, sabbatical time does not accrue.  At retirement or 

resignation, there is no compensation for sabbatical time not taken. 

9. Arrangements for interim clergy, temporary contractor staff, and 

redistribution of responsibilities shall be directed solely by the Rector. 

10. The Vestry shall establish a fund to afford sabbaticals and shall provide 

for the fair compensation of interim staff assistance on a short-term 

contractual basis.  

11. Staff members will not have immediate access to ministry funds or 

parish-owned credit cards while on sabbatical. Requests for exceptions to 

this rule must be submitted in writing to the Rector.  Staff members may 

be reimbursed for purchases related to their ministry while on sabbatical. 

12. Following a sabbatical, the staff person agrees to remain an employee of 

the Church for one year.  Should the staff member choose to terminate 

his/her employment within 12 months of returning from their sabbatical, 

they will reimburse the Church for the portion of expenses paid by the 

Church, based on the original proposal. 

13. The church will reimburse the staff member for the cost of 4 weeks of 

the approved personal expenses associated with the sabbatical on a 

percent basis.  The remainder of the cost is the responsibility of the staff 

member. (See Appendix F for reimbursement chart).   

VI.5 Retirement 

It is the policy of this Parish that upon retirement all benefits terminate. 

VI.6 Clergy Counseling 

Note - this policy is intended to protect both the parish and staff from diversion of pastoral 

efforts needed within the Parish and from potentially higher liabilities inherent in offering 

professional services.  

A. The clergy may provide pastoral or spiritual counseling only. Any person in need 

of counseling beyond or in addition to pastoral or spiritual matters shall be 

referred to an appropriate professional, but not a member of Transfiguration 

clergy or staff. The Rector shall be consulted before, and assist in, any such 

referral. 

B. No member of the clergy or staff shall charge or accept any payment for their 

pastoral or spiritual counseling services.  

VI.7 Church Personnel Attendance at Ticketed Functions   

A. The Rector shall be given two complimentary tickets to functions that require 

payment, to use at his discretion.  (The PES Gala is excluded.) 

B. Church personnel may be admitted free to ticketed functions at the discretion of 

the parish organization sponsoring the event. 

VII. Parish Episcopal School 

In 2012, Parish Episcopal School (PES) undertook a comprehensive re-governance of its 

organizational structure.  This included (with the consent of Transfiguration and the 

Episcopal Diocese of Dallas) a transfer and divestiture of all ownership rights, title and 
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interest in PES by Transfiguration.  This re-governance included the filing of Amended 

Articles of Incorporation by PES with the Texas Secretary of State, as well as amendment of 

PES’s bylaws; all amendments were reviewed and approved by Transfiguration prior to 

execution. 

A. Transfiguration, its staff, clergy and representatives shall comply with all 

obligations called for under PES’s existing or amended Articles of Incorporation, 

Bylaws, and other operating agreements.  This includes, but is not limited to, 

service on PES’s Board of Trustees, ensuring Episcopal identity and worship by 

PES, verifying compliance by PES of all religiously-based activity and other 

obligations owed by PES to Transfiguration.  Transfiguration shall take all steps 

necessary to educate and orient its staff, clergy and representatives of all such 

obligations owed by Transfiguration to PES. 

B. In 2014, Transfiguration entered into a long-term lease agreement with PES.  

Transfiguration shall ensure that all such obligations owed by and between the 

parties in the lease agreement (and any amendments) are honored.  Any such 

amendments to the lease agreement shall be approved by a ¾ majority the 

Vestry, after input by the Rector and all staff members vested with responsibility 

concerning facilities and financial management for Transfiguration.   

C. In all negotiations with PES concerning governance, facilities and other legal 

obligations, the Rector shall designate and delegate, as necessary, to staff and 

Transfiguration’s lay leadership all authority necessary to negotiate or discuss 

matters on behalf of Transfiguration. Prior to any action that modifies any legal 

aspect of the relationship between PES and Transfiguration, such action shall be 

approved by a three-quarters (3/4) majority of the Vestry. 

VIII. Information Technology 

VIII.1 Computer Users Policies and Procedures  

A. This policy applies to all technical resources that are owned or leased by the 

Episcopal Church of the Transfiguration and that are used or accessed for Church 

business.  This policy also applies to all activities using any Church-paid account, 

subscriptions, or other technical services, such as Internet access and email 

whether or not the activities are conducted from these premises.  The Church’s 

resources are provided for the benefit of the Church and for use in the pursuit of 

Church business. 

B. Privacy and Ownership of Systems and Contents 

1. The Church provides resources to facilitate employees’ or volunteers’ 

contributions towards the accomplishment of its mission and reserves the 
right to examine all provided resources at any time and without warning.  

Such resources include: computer, database, communication systems, 

and email. Employees or volunteers may not add or remove any 

computer equipment or hardware to the workstation or system without 

prior approval from the computer administrator. These resources are the 

property of The Church and are therefore not private. 

2. All computer systems are the property of The Church and are provided to 

enable users to carry out duties of employment and volunteerism, and all 

email messages, documents, spreadsheets and computer equipment, etc. 

are and shall remain the exclusive property of the Church.  To ensure that 
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the Church’s systems are dedicated to Church purposes and are secure, 

the Church maintains the right to monitor all computer systems and their 

use. Those using the Church’s systems should not have any expectation 

of privacy in their use or in anything which is created, or maintained on 

them. 

C. Internet users found to be viewing inappropriate Web sites will be counseled, 

may have their viewing permissions removed or other disciplinary action taken, 

if deemed appropriate by the Rector. Prohibited sites specifically include, but are 

not limited to, gambling Web sites, pornographic, obscene, and so-called adult 

Web sites.  Prohibited website materials may not be displayed, archived, stored, 

distributed, edited or recorded using the Church network or computer resources.  

D. User IDs and Passwords 

1. User IDs and passwords help maintain individual accountability for 

computer and Internet usage. Any employee or volunteer who obtains a 

password or ID for computer or Internet resources from the Church must 

keep that password confidential.  Employees or volunteers should use 

only his or her password.  The discovery of another’s password should 

be not attempted. 

2. The computer administrator is authorized to keep records of user IDs and 

passwords. 

E. Software and Software Usage 

1. The Church licenses the use of computer software from a variety of 

outside companies.  The Church does not own this software or its related 

documentation and unless authorized by the software developer, does not 

have the right to reproduce it except for backup purposes. 

2. With regard to Client/Server and network application, the Church shall 

use the software only in accordance with the license agreements. 

3. The Church employees or volunteers shall not download or upload ANY 

software over the Internet without the express consent of the computer 

administrator.  If approval is granted to download computer software 

from the Internet, the software must first be verified virus free using the 

church’s anti-virus software protection package. 

4. The Church employees or volunteers learning of any misuse of software 

or related circumstances by other employees or volunteers shall notify 

the computer administrator. 

5. According to applicable copyright law, persons involved in the illegal 

reproduction of software can be subject to civil damages and criminal 

penalties including fines and imprisonment.  The Church does not 

condone the illegal duplication of software.  The Church employees or 

volunteers who make, acquire, or use unauthorized copies of computer 

software shall be disciplined as determined by the Rector.   

6. Any doubts concerning whether any employee or volunteer may copy or 

use a given software program should be raised with the computer 

administrator. 
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7. No type of software shall be loaded onto any computer owned by the 

Church unless authorized by the computer administrator. 

8. Requests for additional software must be made in writing to the 

computer administrator.  Approved software requests are purchased 

through requestor’s budget and not necessarily purchased from the 

Computer Committee budget.   

F. Copyright Usage 

It is the Church’s policy to honor the copyright ownership of others.  Use of any 

copyrighted material such as graphics, articles, stories, lyrics, etc., must be done 

with the permission of the copyright holder.  This is particularly applicable to the 

copying or other use of materials available on the Internet. 

G. Security 

The Church has installed certain devices to assure the safety and security of our 

computer networks.  No employee or volunteer shall attempt to bypass these 

systems. 

H. Confidentiality 

Information contained in the Church network are confidential and property of the 

Church.  This information includes all financial information and database 

information.  This information is to be used solely in the context of work-related 

business and by person authorized for such work. 

VIII.2 Social Media, Publications & External Communications 

A. Scope. This policy applies to all employees and volunteers of The Episcopal 

Church of the Transfiguration. 

B. Purpose. The purpose of this policy is to outline parameters for employees and 

volunteers when they participate in internal and external Social Media.  This 

includes employee personal and professional Social Media. 

C. Policy Statement. It is the policy of Transfiguration that employees and 

volunteers may choose to create or participate in online Social Media at their 

own discretion. In doing so, employees and volunteers should adhere to this 

policy in word and spirit. 

D. Policy Guidance. Existing policies apply online in Social Media just as they do in 

person at work. For example, Users may not share confidential or proprietary 

information about Transfiguration and privacy must be maintained.  Other 

matters to be considered include, but are not limited to, the following:  

1. Do not post internal reports, policies, procedures or other 

internal business-related or confidential communications.  

2. If a user authors or participates in the writing of books, publications, 

research or any other materials that are publicly available that pertain to 

the work done by the user at Transfiguration or the work that 

Transfiguration does such content shall be reviewed with the Rector and 

Senior Warden for approval in advance of publication.  

3. Any materials created for Transfiguration employees, parishioners or in 

the course and scope of business are the intellectual property of the 
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Church and may not be used outside the course and scope of the user’s 

work at Transfiguration without written approval of the Rector and 

Senior Warden. 

4. Among the polices most pertinent to Social Media are those concerning 

Transfiguration Standards of Conduct and Work 

Performance, Communication – Problem Resolution, Conflicts of 

Interest, and Confidentiality of Parish Information. 

5. There is an absolute prohibition of any posting or discussion of pastoral 

matters pertaining to parishioners, staff, clergy or other individuals.   

6. There shall be no negative posting about Transfiguration, its clergy and 

staff, work events, parish policies, employment matters, or related 

matters. 

E. When using Social Media, authors should write in the first person. As an 

employee, volunteer or clergy member of Transfiguration, the author’s 

connection to the Parish may be apparent and posts, comments and everything 

authored by the user should be in the best interest of Transfiguration and 

furthering the mission of the Parish.  Be respectful and professional and do not 

use unprofessional or anonymous online personas. Any conduct that is not 

tolerated in the workplace is not acceptable for any online or social 

communication. 

F. Inappropriate postings that include matters violating this policy, discriminatory 

remarks, harassment, or threats of violence or similar inappropriate or unlawful 

conduct are not permitted and will be addressed under applicable Transfiguration 

policy. 

G. When using the Internet to communicate personally, authors should use a 

personal e-mail address (not a Transfiguration e-mail address) as the primary 

means of identification. Just as it is not permitted to use Transfiguration 

letterhead to write a letter to the editor with personal views or to write a personal 

letter to a friend, do not use a Transfiguration email address to express non-work-

related personal views. No Transfiguration e-mail address may be used on your 

personal social networks such as Facebook, Twitter, blogs, etc. or any other form 

of online publishing at a personal level without the express permission of the 

Rector and Senior Warden. Transfiguration confidential and proprietary 

information should never be used in online communication to respect copyright, 

fair use and financial disclosure laws. 

H. If an employee or volunteer uses the Internet to communicate with others on 

behalf of Transfiguration or Transfiguration-related matters, the user must 

disclose his or her connection and role with Transfiguration. This applies 

especially to all clergy. Use good judgment and strive for accuracy in 

communications; errors and omissions reflect poorly on Transfiguration, and may 

result in liability for individual employees or volunteers or the Church. In most 

cases, participation or interest in participation in Internet communication by a 

Transfiguration employee or volunteer on behalf of the Church must be approved 

and coordinated in advance through the Rector.  

I. In no instances shall an employee or volunteer comment on, handle, bind, or 
speak for Transfiguration on a matter without the express authorization of the 

Rector. 
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Note: Social Media in the context of these policies includes Web sites and other 
online means of communication that are used by groups of people to share 

information and to develop social and professional contacts, e.g. blog(s), wiki(s), 

Facebook, Twitter, YouTube and other forms of online publishing or discussion. 

IX. Sexual Exploitation Policy 

The Episcopal Church of the Transfiguration does not tolerate sexual exploitation in any 

form. Sexual exploitation is a betrayal of trust in a pastoral relationship by the development 

or attempted development of a sexual relationship between a person in any ministerial 

position, lay or ordained, and an individual with whom he or she has a Pastoral 

Relationship. The apparent consent of a possible victim to the sexual or romantic 

relationship seldom determines whether there has been sexual exploitation because the 

imbalance of power in a pastoral relationship may undermine the validity of such consent. 

Sexual exploitation includes but is not limited to the following actions: 

1. Verbal: such as sexual innuendo, indecent proposals, sharing sexual 

stories, jokes or fantasies, or making inappropriate comments about 

someone’s appearance. 

2. Behaviors: such as inappropriate touching, sending or posting communications 

with sexual content (correspondence, email, text messages, instant messages, 

photographs, attachments, phone conversations, voice mail, etc.) 

3. Sexualizing a Pastoral Relationship or relationship between a clergy or lay 

person and anyone to whom he or she provides ministry (e.g., requesting 

dates, giving unwanted attention, e t c .). 

IX.1 Pastoral Relationship 

A Pastoral Care Relationship is defined as: 

Between any clergy person and any person who attends a congregation or other ministry 

setting in which the clergy person serves or who seeks ministry from the clergy person,  

OR 

Between any clergy person and any duly-appointed lay person, whether employee or 

volunteer, who is authorized to provide and does provide: 

• counseling; 

• pastoral care; 

• spiritual direction or spiritual guidance; 

• ministration of any Sacrament (other than the distribution of the Bread and 

Wine by a lay person at a public service of Holy Communion); 

• hearing a person’s confession, in the course of the duly-authorized ministry; 

• life, leadership/peer coaching 

OR 

The following ministers licensed under Canon III.4: Pastoral Leaders, Worship Leaders, 

Preachers, Eucharistic Visitors, and Catechists and those they serve in the course of these 

ministr ies. 
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IX.2 Reporting Suspected Sexual Exploitation 

A. If a person believes that he/she or someone else has been subjected to sexual 

exploitation, actions that violate this policy or inappropriate behavior, that 

individual may make his/her concerns known to the offending person if they are 

comfortable doing so, or may report these concerns in accordance with the 

following: 

B. Reports of suspected or known sexual exploitation may be reported to the Rector 

or clergy person in charge of the congregation; the Senior Warden of the 

congregation or the Bishop of the Episcopal Diocese of Dallas.  Such reports may 

be made via any of the following: telephone call, written letter, Email, fax, in-

person meeting; filing a “Notice of Concern.” 

C. Church Personnel are required to report any suspected or known policy violations 

to the rector or clergy person in charge of the congregation. 

D. All reports of sexual exploitation, policy violations, or inappropriate behavior 

under this policy will be taken seriously. 

X. Sexual Harassment Policy 

A. The Episcopal Church of the Transfiguration prohibits sexual harassment of 

Church Personnel
 
by anyone (including supervisors or decision-makers, co-

workers, consultants, vendors and other non-employees). The behavior of 

individuals engaging in such conduct, or supervisors or decision-makers, who 

knowingly allow such behavior to continue, will not be tolerated. 

B. All church personnel, whether supervisory of non-supervisory, and whether paid 

or volunteer, are prohibited from engaging in the conduct prohibited by this 

policy. 

X.1 Prohibited Behavior  

As noted above, the Church prohibits all forms of sexual harassment in the Church. Specific 

definitions and examples of sexual harassment are set forth below. 

Sexual harassment is prohibited by this Policy. Sexual harassment includes unwelcome 

sexual advances and requests for sexual favors. Other unwelcome conduct which may 

constitute sexual harassment includes, but is not limited to, the following: 

A. Verbal: 

• Repeated sexual innuendos, sexual epithets, derogatory slurs, off-color 

jokes (for example, jokes that include sexual language, innuendo, 

references, scenarios, etc.); 

• Propositions, threats, or suggestive or insulting sounds (for example, 

comments about body, sexuality, etc., including insults and innuendo) 

even if the comment is about someone else; 

• Inappropriate e-mail (for example, e-mail that includes sexual jokes or 

other references of a sexual nature about any person, gossip or 

speculation about a person’s sexuality, sexual practices, sexual health, 

pregnancy, virility, etc.). This includes e-mail that was sent accidentally, 

for example by hitting the “forward” button instead of “reply,” or 

forgetting that a particular individual or worker is on one of your group 

lists. 
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B. Visual/Non-Verbal: 

• Derogatory posters, cartoons or drawings (for example, cartoons and 

calendars that include nudity, sex acts, provocative poses, innuendo, 

sexual language, etc.); 

• Suggestive objects or pictures (for example, photographs that include 

nudity, sex acts, provocative poses; wallpaper, Screensavers, or other 

electronic displays of a sexual nature);   

• Graphic commentaries; leering; or obscene gestures (for example, vulgar 

gestures, gestures simulating sexual acts, “shooting the finger,” kissing 

the air toward someone or licking the lips in a sexually suggestive or 

provocative manner). 

C. Physical: 

Unwanted physical contacts (including touching, interference with an 

individual’s normal work movement, unwelcome displays of romantic or sexual 

affection, aggressive physical contact or assault): 

D. Other: 

Making or threatening reprisals to an individual who opposes, objects to or 

complains about sexual harassment; possession of inappropriate material of a 

sexual nature in the Church or its display, duplication, or transmission. 

E. Such verbal and physical conduct may constitute harassment when: 

• Submission to such conduct is made either explicitly or implicitly a term 

or condition of an individual’s employment or other Church work; 

• Submission to or rejection of such conduct by an individual is used as a 

basis for employment or other Church work decisions affecting such 

individual; 

• Such conduct has the purpose or effect of unreasonably interfering with 

an individual’s work performance or creating an intimidating, hostile or 

offensive working environment. 

X.2 Retaliation 

The Church will not take any action in retaliation against any Church Personnel who, in good 

faith and with a genuine belief that he/she has been sexually harassed, brings or voices a 

complaint pursuant to this Policy or otherwise opposes sexual harassment. In addition, the 

Church will not tolerate any retaliatory acts by other individuals. 

Retaliation is a serious violation of Church policy and applicable law. If you believe you have    

been subjected to retaliation in violation of this Policy, you should report your complaint 

immediately in the manner specified in Section B below. Individuals will be subject to 

discipline, up to and including termination if they are found to have retaliated against an 

individual because such individual 

1. In good faith and with a genuine belief that he/she has been subjected to sexual 

harassment, made an honest complaint about such conduct,  

2. Participated honestly and in good faith in any investigation into a sexual 

harassment complaint, and/or 
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3. In good faith opposed acts of sexual harassment. 

X.3 General Procedures Applicable to All Church Personnel 

A. If an individual believes that the actions or words of a supervisor/manager, co-

worker, customer, vendor, volunteer, or other individual in the Church constitutes 

illegal or prohibited sexual harassment, they have a responsibility to promptly 

report that behavior to the Church’s management. Prompt reporting enables the 

Church to stop the sexual harassment, before it becomes severe or pervasive. 

B. If an employee believes they have been the victim of any form of sexual 

harassment or retaliation, they must promptly give notice of the complaint to 

one or more of the following: the employee’s supervisor, anyone in the 

supervisory chain, The rector or clergy person in charge of the congregation, a 

warden of the congregation, the bishop (or other designated person in the 

diocese). 

C. An employee is not required to complain to his/her supervisor or within their 

chain of command. In addition to reporting the offending behavior to one of the 

people listed above, employees are encouraged to speak directly to the individual 

whose conduct is found find objectionable. Employees are not required to do this 

and it is suggested for that they consider doing only if they are comfortable doing 

so. If an employee decides to speak directly to the person involved, they may find 

that clear communication can sometimes resolve an issue immediately, as well as 

build greater understanding between individuals in the Church. 

D. Employees may formally or informally complain to any of the above personnel 

via any of the following: telephone call, written letter, Email, fax, in-person 

meeting, filing a “Notice of Concern,” online (e.g. Church or Diocesan Website.) 

E. All supervisors and decision-makers are required to report all formal and 

informal complaints, as well as any suspected or known policy violations, 

immediately to the Rector or clergy person in charge of the congregation (for 

parishes) or Canon to the Ordinary, Safe Church Coordinator, or bishop (for 

dioceses), even if an individual requests that the supervisor or decision-maker to 

keep the complaint confidential, or indicate that an individual does not wish to 

file a formal complaint. Church personnel are required to report immediately 

any suspected or known policy violations to the Rector or clergy person in charge 

of the congregation. 

F. All supervisors and decision-makers are expected to act promptly and 

appropriately to prevent sexual harassment in the Church, and retaliation against 

those who make a good faith complaint of sexual harassment, or those who 

participate honestly and in good faith in either an investigation of a complaint or 

oppose illegal or prohibited sexual harassment in the Church. 

G. All complaints of sexual harassment will be reviewed and investigated promptly 

and impartially by the Church’s management and/or its designee. Complaints 

may be made orally or in writing. Once Church management receives notice of 

any complaint of sexual harassment it will swiftly determine whether or not a 

fact-finding investigation is necessary. If it is determined that a fact- finding 

investigation is necessary, it will be launched promptly. If necessary, 

intermediate measures may be taken before completing the investigation to 

ensure that further sexual harassment does not occur. 
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H. Moreover, the Church will protect the confidentiality of the allegations to the 

extent possible; however, no individual can be promised or guaranteed strict or 

absolute confidentiality. For example, information may have to be disclosed to 

those officials and/or Church Personnel with a need to know in order to carry out 

the purpose and intent of this Policy. 

I. Corrective or disciplinary action will be taken against any Church personnel 

found to have engaged in sexual harassment. Such action may include counseling 

and/or appropriate disciplinary measures, up to and including termination. 

J. The complaining party will be given notice, in a timely fashion, of the outcome 

of the investigation of any formal or informal complaint. 

X.4 Additional Options for Church Employees, Not Volunteers 

This section provides additional options for Church employees, not volunteers, who believe 
they have been the victim of any form of sexual harassment, as prohibited by federal, state or 

local law. If a Church employee, not a volunteer, as defined under this Policy and believes 

that he/she has been the victim of any form of illegal sexual harassment, in addition to the 

procedure set forth above, that employee also has the option of consulting with an attorney 

and/or filing a complaint with the appropriate State and local agencies as well as pursuing any 

other remedies permitted by law. 

Note: Nothing in this posting or in the Church’s sexual harassment policy creates any legal 

rights that did not otherwise exist nor does the Church admit that it is covered by or subject 

to any federal, state, or local laws. 

X.5 General Definitions 

A. For purposes of this Policy, the term “Church Personnel” shall mean: 

1. All clergy whether stipendiary, non-stipendiary, or otherwise who 

are engaged in ministry or service to the Church; 

2. All paid personnel (including Church employees) whether 

employed in areas of ministry or other kinds of services by the 

diocese, its congregations, schools or other agencies; 

3. Those who contract their services to the diocese, its 

congregations, schools, or other agencies; 

4. Volunteers, including any person who enters into or offers him or 

herself for a Church related service, or who actually assists with or 

performs a service, whether or not they have been selected or assigned 

to do so. Volunteers include members of advisory boards, vestries, 

and bishop’s committees, boards of directors and advisory boards.  

5. All interns, persons in the ordination process, persons serving in field 

education assignments. 

B. Church Employees 

For purposes of this Policy, the term “Church employees” shall mean all 

individuals hired by the Church who are employees of the Church for 

purposes of federal, state and/or local discrimination and harassment 

laws. 
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C. Supervisors and Decision-Makers 

For purposes of this Policy, the term “supervisors and decision-makers” 

shall mean: 

1. All persons who have the express authority to hire, select, 

supervise, discipline, promote, demote, terminate, set 

compensation or other terms and conditions of employment;  

2. All persons who have the express authority to recruit, duly 

appoint, select, license, discipline, supervise, terminate, or set 

terms and conditions of volunteer service;  

3. All members of decision-making bodies who have the authority 

to approve the creation of ministries, programs, Church activities, 

or personnel policies such as the Vestry Standing Committees, 

Diocesan Councils/Executive Boards, Vestries, and Bishop’s 

Committees who appoint or approve Persons Who Have Pastoral 

Relationships as defined in this Policy including all Standing 

Committees, Commissions on Ministry, Vestries, Boards of 

Directors for Schools, Bishops Committees and the like. 

X.6 Education and Training Requirements 

A. Church Personnel 

Personnel are required to take training on sexual harassment and the 

organization’s sexual harassment policy. Existing Church Personnel must be 

trained within three (3) months of the effective date of this Policy. New Church 

Personnel must be trained before they start work in their Church position. If that 

is not possible, the Policy must be reviewed and discussed with them before they 

start work and the training must be completed within three (3) months of starting. 

B. Supervisors and Decision-Makers 

Supervisors and decision-makers must complete training on sexual harassment, 

including preventing and responding to sexual harassment, within three (3) 

months of the effective date of this Policy, or of becoming a supervisor or 

decision-maker. 

XI. Code of Conduct for Protection of Children and Youth 

Relationships among people are at the foundation of Christian ministry and as such are 

central to the life of the church. Defining healthy and safe relationships through policies and 

codes of conduct is not meant in any way to undermine the strength and importance of 

personal interaction in our ministries. Rather, it is to assist in more clearly defining behaviors 

and practices that allow the church to more fully demonstrate its love and compassion for 

children and youth in sincere and genuine relationships. Relationships in ministry should 

always be experienced as caring and without intention to do harm or allow harm to occur. 

These Policies and Codes of Conduct have been adopted by The Episcopal Diocese of Dallas 

to help the church create safe environments for children and youth and for those who minister 

to them. All Church Personnel are asked to carefully consider each statement in the Code and 

within the Policies for the Protection of Children and Youth from Abuse before agreeing to 

adhere to the statements and continue in service to the church. 
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XI.1 Code of Conduct for protection of children and youth: 

• Church Personnel agree to do their best to prevent abuse and neglect among 

children and youth involved in church activities and services. 

• Church Personnel agree to not physically, sexually or emotionally abuse or 

neglect a child or youth. 

• Church Personnel agree to comply with the policies for general conduct with 

children and youth as defined in these Policies for the Protection of Children and 

Youth from Abuse. 

• All Church Personnel agree to comply with the Guidelines for Appropriate 

Affection with children and youth. 

• In the event that Church Personnel observe any inappropriate behaviors or 

possible policy violations with children or youth, church personnel agree to 

immediately report their observations to their supervisor or to the appropriate 

legal authority. 

• All Church Personnel acknowledge their obligation and responsibility to protect 

children and youth and agree to report known or suspected abuse of children or 

youth to appropriate church leaders and state authorities in accordance with these 

policies. 

• Church Personnel understand that the church will not tolerate abuse of children 

and youth and agree to comply wholeheartedly with this position. 

NOTE: Please reference Sections IV A and B herein 

XI.2 General Definitions  

A. Church personnel 

For the purposes of this policy, the following are included in the definition of 

Church personnel when they are functioning in their respective roles for the 

church: 

1. All clergy whether stipendiary, or non-stipendiary, or otherwise, who are 

engaged in ministry or service to the church. 

2. All paid personnel whether employed in areas of ministry or other kinds 

of services by the diocese, its congregations, schools or other agencies. 

For example: sextons, nursery workers, choir directors, or organists. 

3. Those who contract their services to the diocese, its congregations, 

schools or other agencies. 

4. Volunteers, including any person who enters into or offers him or herself 

for a church related service, or who actually assists with or performs a 

service, whether or not they have been selected or assigned to do so. 

Volunteers include members of advisory boards, vestries, and boards of 

directors. For example: volunteer nursery workers, volunteer choir 

directors or special program leaders, such as Vacation Bible School or 

Pageant volunteers. 

B. Children, youth and adults 

1. A child is defined as anyone under the age of 12 years. 
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2. A youth is defined as anyone who is at least 12 years old, but not yet 18 

years old. A youth may also be an individual who is 18 years old or 

older, but still in high school. 

3. For the purposes of these guidelines, an adult is defined as a person who 

is 18 years of age and one year out of high school. 

C. Definitions of work with or around children or youth  

For the purpose of this policy, the following are included in the definition of 

Church Personnel who “Regularly Work with or Around Children or Youth:” 

• All clergy whether stipendiary, non-stipendiary, or otherwise who are 

engaged in ministry or service to the church. 

• All paid or volunteer Church Personnel whose work regularly takes them 

throughout the facility or grounds or who has keys giving them access to 

the buildings on the grounds. 

• All persons who supervise or assist with supervising children or youth in 

ministries, programs or activities more often than occasionally. 

• All persons who provide transportation to children or youth without other 

adults in the vehicle more often than occasionally. 

• Any paid personnel whose living quarters are on the grounds of the 

church, school or other related agency, programs or activities for children 

or youth. 

Examples of Church Personnel who REGULARLY WORK WITH OR 

AROUND CHILDREN OR YOUTH: include, but are not limited to: 

• Church School teachers Children’s or youth choir directors 

• Organists who work with children or youth Lay youth ministers 

• Volunteer youth directors 

• All Church Personnel who work or assist in the nursery more than four 

times a year 

• All Church Personnel who work in the nursery if they are the only person 

over 18 present at any time 

• All staff, whether volunteer or paid, at church camps 

• Adults who participate in overnight activities with children or youth. 

D. For the purpose of this policy, the following are included in the definition of 

Church Personnel who OCCASIONALLY WORK WITH OR AROUND 

CHILDREN OR YOUTH: 

• All persons who supervise or assist with supervising children or youth in 

ministries, programs or activities infrequently, generally no more than 

three times a year or for one program or activity during a year that lasts 

less than a month (i.e. assisting with preparation for the Christmas 

pageant, or substituting in a Church school class. 

• All persons who provide transportation to children or youth without other 

adults in the vehicle more than three times a year. 
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• All persons who work or assist in the nursery less than five times a year, 

whether on an emergency basis or as a substitute.  

• Adults who participate in overnight activities with children or youth once 

or twice a year.  

E. Types of Abuse 

1. Physical abuse is non-accidental injury, which is intentionally inflicted 

upon a child or youth. 

2. Sexual abuse perpetrated by an adult is any contact or activity of a sexual 

nature that occurs between a child or youth and an adult. This includes 

any activity, which is meant to arouse or gratify the sexual desires of the 

adult, child or youth. 

3. Sexual abuse perpetrated by another child or youth is any contact or 

activity of a sexual nature that occurs between a child or youth and 

another child or youth when there is no consent, when consent is not 

possible, or when one child or youth has power over the other child or 

youth. This includes any activity which is meant to arouse or gratify the 

sexual desires of any of the children or youth. 

4. Emotional abuse is mental or emotional injury to a child or youth that 

results in an observable and material impairment in the child or youth’s 

growth, development or psychological functioning. 

5. Neglect is the failure to provide for a child or youth's basic needs or the 

failure to protect a child or youth from harm. 

6. Economic exploitation is the deliberate misplacement, exploitation, or 

wrongful temporary or permanent use of a child or youth's belongings or 

money. 

XI.3 Safeguards for Children and Youth 

A. Screening and selection 

1. Any and all Church Personnel who are paid employees or who regularly 

work with or around children or youth in overnight situations or long-

term nursery care shall be screened and selected utilizing at least the 

following: 

a. A standard application for an employee or a standard application 

for a volunteer completed by the applicant that includes an 

authorization for the release of information for background 

checks and the CODE OF CONDUCT.  (See Appendices C and 

D) 

b. Criminal records check in any state where the applicant has 

resided during the past seven (7) years, and other states, if any, 

as determined by the church. (See Appendix G.) 

c. Sexual offender registry check in any state where the applicant 

has resided during the past seven (7) years). (See Appendix G.) 

d. Individual interview with the applicant. 

e. If an employee, or volunteer, reference checks with persons 
outside the congregation who know the applicant, preferably 

who know how the applicant works with children. 
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f. Driving or motor vehicle records check if the person may be 

transporting children or youth. 

2. Any and all Church Personnel who regularly work with or around 

children or youth not paid employees,) or long-term nursery care or 

regularly work around children or youth in overnight situations) shall be 

screened and selected utilizing at least the following: 

a. A standard application for a volunteer completed by the 

applicant and the code of conduct. 

b. Sexual offender registry check in any state where the applicant 

has resided during the past seven (7) years). 

c. Individual interview with the applicant. 

d. Driving or motor vehicle records check if the person may be 

transporting children or youth. 

e. Reference check with person outside congregation who knows 

applicant and knows how applicant works with children. 

3. Any and all Church Personnel who occasionally work with or around 

children or youth shall be screened and selected utilizing at least the 

following: 

a. A standard application for an employee or a standard application 

for a volunteer completed by the applicant that includes an 

authorization for the release of information for background 

checks and the CODE OF CONDUCT.  (See Appendices C and 

D) 

b. Individual interview with the applicant. 

c. If an employee, reference checks with persons outside the 

congregation who know the applicant, preferably who know how 

the applicant works with children. 

d. Driving or motor vehicle records check if the person may be 

transporting children or youth. 

4. All information gathered about an applicant will be carefully reviewed 

and evaluated to make a determination, in consultation with others as 

necessary, of whether or not the person is appropriate to work with 

children or youth. 

5. Church Personnel who work with or around children or youth must have 

a personnel file that is kept where other church records are kept. 

6. Criminal records check and sexual offender registry checks will be 

conducted every five (5) years for Church Personnel who regularly Work 

with or Around Children or Youth. 

7. Church Personnel who transfer within the Diocese of Dallas and apply 

for or are asked to or who do undertake a position working with children 

or youth are required to undergo the same screening and selection 

process in Section A above. This requirement may be met through a 

transfer of a copy of their personnel file to the new congregation, school, 

agency or program together with the completion of a new application, 

individual interview, and reference checks with the congregations, 

schools, agencies or other programs for which the applicant has worked 

with or around children or youth since the screening was last done as 

shown in the applicant’s file. 
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B. Education and training requirements 

1. Safe Church training in child abuse prevention is required of all church 

personnel who regularly work with or around children or youth before 

they start their work with children or youth. A grace period of 90 days 

may be granted by the Bishop’s Office in rare circumstances. 

2. Safe Church training in child abuse prevention is required of all church 

personnel who occasionally work with or around children or youth 

within 90 days after they start their work with children or youth if not 

before. 

3. Safe Church training must be renewed every three years. 

C. Monitoring and supervision of programs 

1. Church Personnel who are responsible for screening, selection and 

supervision of others in programs for children and youth are required to 

keep adequate records in this area. 

2. The Diocese of Dallas will maintain a database record of all Church 

Personnel who have received Safe Church Training in child abuse 

prevention. 

3. The minimum number of adults at any activity involving children or 

youth is two. It may be appropriate for a Sunday school class to have 

only one teacher so long as at least one other adult can maintain visual 

contact with the teacher. The congregation, school, agency or program is 

responsible for ensuring that sufficient leadership is provided for all 

activities. 

4. Older children or teens working with educational programs can do so in a 

leadership role under the supervision of and in the physical presence of 

an adult aged 18 or older. 

5. Church Personnel are prohibited from being alone with a child or youth 

where other adults cannot easily observe them. 

6. An up to date list of approved congregation-sponsored programs for 

children or youth will be maintained in the church office or place where 

other church records are kept. 

7. Church Personnel are not permitted to develop new activities for children 

or youth without approval from the rector or vestry. No event for 

children or youth shall take place in a private residence without prior 

approval from the rector or vestry.  Requests to develop new activities 

should be submitted in writing to the rector or vestry who will consider 

whether the 

8. Plan includes adequate adult supervision. 

9. Each program will develop age-appropriate procedures to ensure the 

safety of children and youth using restrooms and showers or baths. 

10. When supervising or assisting private activities such as dressing, bathing, 

or diapering infants or children, Church Personnel will remain in an area 

observable by other adults or work in pairs. 

11. When both boys and girls are participating in an activity other than 

educational programs or under nursery care, male and female adults must 

be present. 

D. General conduct for the protection of children and youth 
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These guidelines should be used to make decisions about interactions with 

children and youth in church sponsored and affiliated programs. They are not 

designed or intended to address interactions within families. When exceptions to 

these guidelines must be made, they should be reported to the supervisor of the 

Church Personnel making the exception as soon as possible. 

1. All Church Personnel who work with children or youth must agree to 

comply with the Diocese of Dallas Guidelines for Appropriate Affection. 

(Appendix A) 

2. No person will be allowed to volunteer to regularly work with children or 

youth until the person has been known to the clergy and congregation for 

at least six months. 

3. Programs for infants and children under six (6) years old will have 

procedures to ensure that children are released only to their parents or 

legal guardians or those designated by them. 

4. Church Personnel are prohibited from the use, possession, distribution or 

being under the influence of alcohol, illegal drugs, or the misuse of legal 

drugs while participating in or assisting with programs or activities 

specifically for children or youth. 

5. Parents or guardians must complete written permission forms before 

Church Personnel transport children or youth for a church sponsored 

activity or for any purpose on more than an occasional basis. 

6. Church Personnel will respond with respect, consideration and equal 

treatment, regardless of sex, race, religion, sexual orientation, culture or 

socio-economic status. Church Personnel will portray a positive role 

model for children and youth by maintaining an attitude of respect, 

patience, and maturity.  They will avoid even the appearance of 

favoritism. 

7. One-on-one counseling with children or youth will be done in open or 

public or other places where private conversations are possible but occur 

in full view of others. 

8. Classrooms, meeting rooms, nurseries or offices where activities for 

children or youth take place should have doors with windows, “Dutch” 

doors, or have their doors left open when children or youth are present. 

9. Church Personnel are prohibited from dating, having sexual contact with 

or becoming romantically involved with a child or youth. 

10. Church Personnel are prohibited from possessing any sexually oriented 

materials (magazines, cards, videos, CDs, films, clothing, etc.) on church 

property or in the presence of children or youth except as expressly 

permitted as a part of a pre-authorized educational program. 

11. Church personnel are prohibited from using the internet to view or 

download any sexually oriented materials on church property or in the 

presence of children or youth. 

12. Church Personnel are prohibited from discussing their own sexual 

activities, dreams and fantasies, or discussing their use of sexually 

oriented or explicit materials such as pornography, videos, CDs, or 

materials on or from the internet, with children or youth. 
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XI.4 Church Personnel and the Use of Electronic Communication  

with Youth or Children 

A. Electronic Communication is here defined as any form of communication that 

uses text, image, or video transmitted, or "posted", electronically. This includes, 

but is not limited to: cell phone "text messaging"; Email communication; Internet 

websites; blogs; online chat and discussion forums; social networking utilities 

(such as "Facebook" or "Myspace"); And all electronic forms of communication 

which may arise to serve the same purpose as the above-named technologies. 

B. Church personnel will use electronic communication in a responsible manner 

which seeks to fulfill our baptismal covenant. This includes communicating in 

such a way as to: "Proclaim by word and example the Good News of God in 

Christ"; "Serve Christ in all persons, loving our neighbor as ourselves"; and 

"Respect the dignity of every human being". 

This includes, but is not limited to: 

• Remembering that there is no assumption of privacy in any electronic 

communication, and that anything communicated by electronic means 

may be publicly distributed to supervisors, parishioners, friends, and 

family; 

• Seeking to make electronic contact (i.e. by becoming online "friends", 

"buddies", etc.) with only those you already have personal contact with, 

or who are introduced to you by other personal contacts; 

• Not seeking to make electronic contact with those who you do not know 

and with whom you have no connection; 

• Making your Electronic Communication as public as possible so that 

parents, parishioners, and supervisors can see your online "profile(s)", 

blog(s), and other internet means of communication publicly; 

• When communicating with underage persons, making a reasonable 

attempt to alert their parent or legal guardian that you are in contact with 

them using Electronic Communication; 

• Ceasing Electronic Communication with someone if you are asked to 

terminate communication by them (or by their parent or legal guardian, if 

they are under-age); 

• Providing a clear way to terminate communication, or request 

termination of communication, in all your Electronic Communication 

(i.e. make it clear how to “defriend” you on line, or how to unsubscribe 

from groups or mass emails); 

• Using your legal name and current contact information in any Electronic 

Communication; 

• When communicating "privately" through Electronic Communications 

(via 

• messages, email, text messages, or other means), remembering that you 

have a duty to report communications which indicate that someone is 

planning to harm themselves or others; 

• Posting nothing in text, image, or video format which promotes or 

condones activities that are illegal or against professional ethical 

standards, including but not limited to: Anything that promotes illegal 

drug use or underage drinking; Anything that could be considered 
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pornographic; Anything that promotes fornication or underage sexual 

activity; Anything that promotes hatred, violence, or criminal activity; 

• Posting nothing in text, image, or video format about anyone in your 

ministry, unless you have explicit permission to do so from them (if they 

are of legal age), or from their parent or legal guardian (if they are under-

age); 

• Using Electronic Communication in such a way as to ensure your own 

safety and the safety of those with whom you communicate. 

XI.4b Other Prohibitions 

1. Church Personnel are prohibited from sleeping in the same beds, sleeping bags, 

tents, hotel rooms or other rooms with children or youth unless the adult is as 

immediate family member of all the children or youth in the bed, sleeping bag, 

tent, hotel room or other room. It is acceptable to have multiple adults sleep in 
the same room as children or youth if this occurs in one open space such as a 

church basement, parish hall or camp lodge. 

2. Church Personnel are prohibited from dressing, undressing, bathing or showering 

in the presence of children or youth. 

3. Church Personnel are prohibited from using physical punishment in any way for 

behavioral management of children or youth. No form of physical discipline is 

acceptable. This prohibition includes spanking, slapping, pinching, hitting, or any 

other physical force. Physical force may only be used to stop a behavior that may 

cause immediate harm to the individual or to a child, youth, or others. 

4. Church Personnel are prohibited from using harsh language, degrading 

punishment, or mechanical restraint such as rope or tape for behavior 

management. 

5. Church Personnel are prohibited from participating in or allowing others to 

conduct any hazing activities relating to children’s or youth ministry or camp 

activities. 

XI.5 Responding to Problems 

A. Reporting inappropriate behaviors or policy violations with children or youth 

1. When Church Personnel observe any inappropriate behaviors, behaviors 

that are inconsistent with the guidelines for appropriate affection, or 

which may violate any provision of these Policies for the Protection of 

Children and Youth from Abuse, they must immediately report their 

observations. Examples of inappropriate behaviors or policy violations 

would be seeking private time with children or youth, taking children or 

youth on over-night trips without other adults, swearing or making 

suggestive comments to children or youth, or selecting or using staff or 

volunteers without the required screening. 

2. Such inappropriate behaviors or possible policy violations that relate to 

interactions with children or youth should be reported in one of the 

following ways: 

a. A telephone call or meeting with the immediate supervisor of the 

person; 
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b. A telephone call or meeting with the rector, if the person is not 

the rector; 

c. A telephone call or meeting with a church warden and the 

Bishop if the person is the rector; 

d. Submit a signed NOTICE OF CONCERN (Appendix B) to the 

Bishop. 

3. All reports of inappropriate behavior or policy violations with children or 

youth will be taken seriously. 

B. Reporting suspected abuse of children or youth 

1. All Church Personnel are required by law and this policy to report known 

or suspected abuse of children or youth to the appropriate state 

authorities. 

2. Failure to report suspected abuse of children or youth may be a crime. 

Reports may be made confidentially or anonymously. Every state 

provides immunity from civil liability for persons required to report 

suspected abuse in good faith and without malice. Simply stated, “in 

good faith” means that the person submitting the report believes what he 

or she is reporting to be true. 

3. In addition to reporting to the state authorities, Church Personnel are 

required to report any suspected or known abuse of children or youth that 

may have been perpetrated by Church Personnel directly to the rector of 

the parish that immediate and proper steps may be taken to ensure the 

safety of alleged victims. 

4. Reports of suspected or known abuse that involve Church Personnel may 

be reported to the Diocese of Dallas in the following ways: 

a. A telephone call, meeting or fax to the Bishop 

b. A telephone call, or meeting with the rector, if the rector is not 

the person being complained about. 

c. Submit a signed NOTICE OF CONCERN (Appendix B) to the 

Bishop. 

5. The Diocese of Dallas and all of its parishes, missions, schools, agencies, 

camps and programs will cooperate with any investigation by state 

authorities to the fullest extent appropriate and inform authorities that a 

concurrent internal investigation will be directed by the Diocese of 

Dallas. 
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APPENDIX A 

GUIDELINES FOR APPROPRIATE AFFECTION 

The Diocese of Dallas and all of its parishes, missions, schools, agencies, camps and 

programs are committed to creating and promoting a positive nurturing environment for our 

children’s and youth ministries that protect our children and youth from abuse and our 

Church Personnel from misunderstandings. When creating safe boundaries for children and 

youth, it is important to establish what types of affection are appropriate and inappropriate; 

otherwise that decision is left to the individual. Stating which behaviors are appropriate and 

inappropriate allows Church Personnel to comfortably show positive affection in ministry, 

and yet identify individuals who are not maintaining safe boundaries with children or youth. 

These Guidelines are based, in large part, on avoiding behaviors known to be used by child 

molesters to groom children or youth and their parents for future abuse. The following 

Guidelines are to be carefully followed by all Church Personnel working with or around 

children or youth. 

Love and affection are part of church life and ministry. There are many ways to demonstrate 

affection while maintaining positive and safe boundaries with children and youth. 

Some POSITIVE and APPROPRIATE forms of affections are listed below: 

• Brief hugs 

• Pats on the shoulder or back 

• Handshakes 

• “High-fives” and hand slapping 

• Verbal praise 

• Touching hands, faces, shoulders and arms 

• Arms around shoulders 

• Holding hands while walking with small children 

• Sitting beside small children 

• Kneeling or bending down for hugs with small children 

• Holding hands during prayer 

• Pats on the head when culturally appropriate (For example, this gesture should 

typically be avoided in some Asian communities.) 

• Meeting for a meal or coffee in a public setting. An example of this would be a 

youth minister meeting one-on-one with a student at McDonalds or Starbucks. 

The following forms of affection are considered INAPPROPRIATE with children and youth 

in ministry settings because many of them are the behaviors that child molesters use to groom 

children or youth and their parents for later molestation or can be, in and of them, sexual 

abuse. 

• Inappropriate or lengthy hugs 

• Kisses on the mouth 

• Holding children over three years old on the lap 

• Touching bottoms, chests or genital areas other than for appropriate diapering or 

toileting of infants and toddlers 

• Showing affection in isolated areas such as bedrooms, closets, staff-only areas or 

other private rooms 

• Occupying a bed with a child or youth 

• Touching knees or legs of children or youth 

• Wrestling with children or youth 

• Tickling children or youth 
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• Piggyback rides 

• Any type of massage given by a child or youth to an adult 

• Any type of massage given by an adult to a child or youth 

• Any form of unwanted affection 

• Comments or compliments (spoken, written or electronic) that relate to physique 

or body development. Examples would be, “You sure are developing,” or “You 

look really hot in those jeans.” 

• Snapping bras or giving wedgies or similar touching of underwear whether or not 

it is covered by other clothing 

• Giving gifts or money to individual children or youth 

• Private meals in private settings with individual children or youth. 
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APPENDIX B 

CONFIDENTIAL NOTICE OF CONCERN 

Individual(s) of Concern:  

Date of Occurrence:  

Time of Occurrence: 

Type of Concern: 

[  ] Inappropriate behavior with a child or a youth 

[  ] Policy violation with a child or a youth 

[  ] Possible risk of abuse 

[  ] other concern: 

 

Describe the situation: What happened, where it happened, when it happened, who was 

involved, who was present, and who was notified? If reported to the State, what was their  

recommendation about investigating? Attach additional sheets if needed. 

 

Has this situation ever occurred previously? Attach additional sheets if needed. 

 

What action was taken? How was the situation handled, who was involved, who was  

questioned, were police called? Attach additional sheets if needed. 

 

What is the follow-up plan? Does anyone else need to be notified? Will the situation need  

monitoring? Would you like someone else to call you to discuss this situation?  Attach  

additional sheets if needed. 

 

Submitted by: (Please print) 

Telephone number:  

Location and address Church or agency:  

Signature: 

Date:  

 

Reviewed by:
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APPENDIX C 

SAMPLE VOLUNTEER APPLICATION FORM, CODE OF CONDUCT, 

AND ACKNOWLEDGEMENT, RELEASE, AND SIGNATURE 

Instructions: Please complete all of the questions accurately and fully. Attach additional 

sheets if needed. 

Today’s date:  

Personal Data 

Name: 

Street Address:  

City:                                      State:                                Zip: 

How long at current address? 

Mailing address:  

Home phone:  

Cell phone: 

Best time to contact you: 

Place of Employment:  

Address: 

City: State: Zip:  

Work Phone: 

Email address: 

Driver’s license number:                                           State 

 

For what position are you applying? 

What interests you about the position for which you are currently applying? What has 

prepared you for the position for which you are currently applying? 

 

 

 

Volunteer Experience 

Include experience working with children and youth, including Sunday school, Youth 

Sponsor, Boy Scouts, Soccer coaching, etc. 

Organization:    

Duties: 

Dates:       from                             to 

 

 



 
 

Parish Policies and Procedures 

 
55 

Organization:  

Duties: 

Dates:       from                             to 

 

Organization:  

Duties: 

Dates:       from                              to 

 

Have you ever been accused of physically, sexually, or emotionally abusing a 

child or an adult? [ ] Yes [  ] No 

If yes, please explain. 
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APPENDIX D 

CODE OF CONDUCT FOR THE PROTECTION OF CHILDREN AND YOUTH 

Read and initial each item to signify your agreement to comply with 

the statement. 

   I agree to do my best to prevent abuse and neglect among children and youth 

involved in church activities and services. 

 

   I agree not to physically, sexually or emotionally abuse or neglect a 

child or youth. 

 

   I agree to comply with the policies for GENERAL CONDUCT FOR THE 

PROTECTION OF CHILDREN defined in the Episcopal Church of the Transfiguration 

Polices for the Protection of Children and Youth from Abuse. 

 

   I agree to comply with the GUIDELINES FOR APPROPRIATE AFFECTION 

with children and youth. 

 

   In the event that I observe any inappropriate behaviors or possible policy 

violations with children or youth, I agree to immediately report my observations. 

 

   I acknowledge my obligation and responsibility to protect children and youth and 

to agree to report known or suspected abuse of children or youth to appropriate church 

leaders and state authorities in accordance with the POLICIES FOR THE PROTECTION 

OF CHILDREN AND YOUTH FROM ABUSE. 

 

   I understand that the church will not tolerate abuse of children and youth and I 

agree to comply in spirit and in action with this position. 
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For those to be involved in overnight activities with children or youth or who will be 

serving in long-term or regular Nursery care, please complete the following:  

ACKNOWLEDGMENT, RELEASE AND SIGNATURE 

To the best of my knowledge, the information contained in this application is complete and 

accurate. I understand that providing false information is grounds for not hiring me or 

choosing me for a volunteer position or for my discharge if I have already been hired or 

chosen. I authorize any person or organization, whether or not identified in this application, to 

provide any information concerning my previous employment, education, driving record, 

criminal record, sexual offender registry or other qualifications for my employment or 

volunteering. I also authorize the Episcopal Church of the Transfiguration to request and 

receive such information. 

If hired or chosen, I agree to be bound by the policies and procedures, including but not 

limited to the Episcopal Church of the Transfiguration POLICIES FOR THE PROTECTION 

OF CHILDREN AND YOUTH FROM ABUSE and CODE OF CONDUCT FOR THE 

PROTECTION OF CHILDREN AND YOUTH. I understand that these may be changed, 

withdrawn, added to or interpreted at any time at the Church’s sole discretion and without 

prior notice to me. I also understand that my employment or volunteering may be terminated, 

or any offer or acceptance of employment or volunteering withdrawn, at any time, with or 

without cause, and with or without prior notice at the option of the Episcopal Church of the 

Transfiguration or myself. Nothing contained in this application or in any pre-employment or 

pre- volunteering communication is intended to or creates a contract between myself and 

_________________ [Parish, agency, school] for either employment or volunteering or the 

provision of any benefit.  

 

 

I HAVE READ AND UNDERSTAND THE ABOVE PROVISIONS.  

 

SIGNATURE_____________________________________________ 

DATE   
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APPENDIX E 

SABBATICAL TIMELINE* 

Two Years Before Sabbatical:  

• Draft Sabbatical Program Application and review with Sabbatical Committee 

• Read Clergy Renewal: The Alban Guide to Sabbatical Planning. Alban Institute 

(clergy) 

• Work with Sabbatical Committee to establish sabbatical budget, identifying 

possible financial support such as Diocesan, Lilly Endowment, etc. (clergy) 

• Any funding requests must be submitted to the Transfiguration BFA Committee 

the summer before the year of the requested sabbatical leave. 

o Funding requests to the Diocese must be submitted in February of the 

year before the requested sabbatical leave. (clergy)   

o Research must be done on applicable grant deadlines.   

 

Eighteen Months Before Sabbatical:  

• Begin to reflect on scope and purpose of sabbatical (goals and objectives). 

• Work on draft of sabbatical proposal and consult with Sabbatical Committee.  

 

One Year to Nine Months Before Sabbatical:  

• Submit sabbatical proposal (including funding) to Vestry for review and 

endorsement. 

• Submit sabbatical proposal plan application to Bishop’s Office for review and 

approval. (clergy) 

• Notify Vestry of Bishop’s approval of plan. (clergy) 

• Execute Letter of Agreement for Sabbatical Leave.  

 

Sixth Months Before Sabbatical:  

• Announce sabbatical leave-taking and plan to congregation.  

• Prepare for continued congregational ministry and staff administration during 

sabbatical leave.  

 

Three Months Before Sabbatical (clergy):  

• Plan for interim ministry welcome and sendoff for clergy taking sabbatical.  

• Prepare joint wardens/clergy letter explaining sabbatical and congregational 

ministry during sabbatical leave. 

• Plan for “Good-Bye” Sunday.  



 
 

Parish Policies and Procedures 

 
59 

One Month Before Sabbatical (clergy):  

• Final meeting with vestry and staff to assure orderly transition. 

• Complete plans for transition. 

• Celebrate sabbatical leave with sendoff. 

 

Within 45 Days of Return: 

• Complete Written Report of Accomplishment/Work/Experience to Vestry 45 

days after return and presented to the congregation within 60 days after return. 

 

 

*Person taking sabbatical must continue on at Transfiguration for a minimum of one year 

after sabbatical 

 

Sabbatical Committee (5-6 members): 

• Past Sr. Warden 

• Current Sr. Warden 

• Current Jr. Warden or other Vestry member 

• BFA Committee Member 

• Other/non-Vestry 

• Rector (if applicable)  

 

Sabbatical Committee Duties: 

• Meet regularly with clergy/staff member planning a sabbatical 

• Identify sabbatical time versus vacation time 

• Identify goals & objectives of the sabbatical time 

• Committee to report to Vestry often for clear communication 

• Committee to report to congregation and answer questions 

• When sabbatical plan is complete, submit   to Vestry for approval 

  



 
 

Parish Policies and Procedures 

 
60 

APPENDIX F 

LAY SABBATICAL PERSONAL EXPENSES REIMBURSEMENT CHART 

A major difference between lay staff sabbaticals and clergy sabbaticals is that the diocese 

pays for 1/3 of the personal expenses associated with clergy sabbaticals (if they can afford it), 

the church pays 1/3 and the clergy person pays 1/3.  

 

The proposed plan intends to hold the church liable for the same amount of personal expenses 

for a lay staff sabbatical as it would for a clergy sabbatical.   

• This gives the staff member the opportunity to shorten the sabbatical if they wish 

to pay less; the idea being that we don’t want to force our lay staff to be liable for 

twice as much as clergy would be.   

• Also, while paying a higher percentage for a shorter sabbatical, Transfiguration 

would probably make up the difference by paying less for temporary staff 

assistance.  

 

The following table can be used as a guide to the percentages the church would pay and the 

staff member would pay based on the length of the sabbatical. 

 

Length in 

weeks 

Percentage of personal expenses 

paid by Transfiguration 

Percentage of personal expenses 

paid by staff member 

8 50 50 

9 44 56 

10 40 60 

11 36 64 

12 33 66 

 

Lay staff members would be encouraged to apply for grants to cover their portion of the 

sabbatical costs. 
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