
 

Presbytery of New York City 

475 Riverside Drive, Suite 1600 

New York, NY  10115 

 

 

 

 

 

Property Support 

General Information 
 

 

 

 

 

Compiled by the Office of Property Support specifically for the 

use of all Presbytery of New York City Churches 

(January, 2016) 



 



TABLE OF CONTENTS 

I. Maintenance Manual 

A. Introduction 

B. Spring Maintenance 

C. Summer Maintenance 

D. Fall Maintenance 

E. Winter Maintenance 

F. Mechanical Checklists 

i. Summer 

ii. Fall 

iii. Winter 

G. Inspection Checklists 

i. Site and Grounds 

ii. Building Exterior 

iii. Building Interior 

iv. Mechanical Equipment 

v. Inspection Repair List 

H. Safety Checklists 

i. Fire 

ii. Building Interior 

iii. Emergency Procedures 

iv. Boiler and Furnace Rooms 

v. Electrical Equipment 

vi. Safety Repair List 



 

I. Glossary 

J. Emergency Phone Numbers 

K. History 

L. Service Records 

II. Property Support Guides 

A. Church Building & Grounds 

B. How to Proceed with your Project 

C. How to Select & Hire a Contractor 

D. How to Select & Hire an Architect 

E. Season Maintenance Checklist 

F. Contractor Information 

G. Workplace Issues and PCUSA 

H. How to Save Energy 

III. Martinez Fund Matching Grant 

A. Guidelines 

B. Application Due Dates 

C. Application Checklist 

D. Application – For copy go to (as of November, 2015):  
http://www.nycpresbytery.org/congregations/property-support/ 

IV. Church Facility Maintenance Professionals 

A. Church Sexton Job Description 
 

http://www.nycpresbytery.org/congregations/property-support/
http://www.nycpresbytery.org/congregations/property-support/


 

V. Not-For-Profit Lease Information 

A. Guidelines: Not-For-Profit Space and Cost Allocation 
B. Non-Exclusive License Agreement 

VI. Loan Policy  

VII. Suggested Procedures and Materials to Bring 

Before Board of Trustees (BOT) 

A. Leases 

B. Sales 

C. Transfer of Air Rights 

D. Mortgages & Construction Projects 

E. Other Property Issues to BOT 

VIII. List of Church Block & Lots 

A. Access to Property Records, Deeds, etc. 

IX. Emergency and Disaster Preparedness and 

Response 

X. Sample Forms 

A. License Agreement 

B. Sexual Conduct Guidelines 

C. Child Protection Policy 
 

D. Conflict of Interest Policy for Trustees, Officers, Senior 
Managers, Board of Trustees and Church Executives 



 

XI. Stewardship in Local Congregations 

XII. Dealing with the City 

A. Tax Exempt Form & Procedures 

XIII. Department of Buildings 

A. Resolving Violations 

XIV. New York City Environmental Protection 

A. Procedures & Forms for dealing with water and sewer 
issues 

XV. FDNYC 

A. Dealing with FDNYC Inspections 

XVI. Access to City Departments 



1 
 

I. MAINTENANCE MANUAL 
 

A. INTRODUCTION 

What is Maintenance? 

Maintenance is work done on a routine basis to protect users of a building and to assure a long 
life for the building.  Its goal is a minimum of unexpected repairs for buildings, grounds, and 
equipment.  A wisely implemented preventative maintenance program, designed to correct each 
problem as it occurs, is more cost effective than waiting until the problem reaches a magnitude 
where special contracts and large expenditures are required to correct it. 

Why a Maintenance Manual? 

On behalf of the whole Presbytery and its congregation, The Board of Trustees and Property 
Support Committee are dedicated to assisting churches of the Presbytery with the renovation, 
repair, operation, and maintenance of their buildings, grounds and equipment.  If used on a 
routine basis, this Manual can be a great aid in preserving properties of the congregations to the 
glory of God. 

How to use this Manual 

This manual is intended to be a flexible working document which can be applied to each building 
of a particular complex.  You may wish to have one Manual for each building or you may wish 
to combine checklists for all buildings into a single Manual.  Because this Manual is in a loose-
leaf-binder, it can be changed to suit your needs.  You might find items that do not pertain to 
your specific situation.  Inapplicable items may be omitted to save inspection time. 

The Maintenance Checklists are organized by season because these routine tasks must be done 
during a certain period of the year.  These items serve to remind church maintenance staff and 
church property committee of the various jobs to be completed.  Each item should be checked off 
and dated as it is finished. 

The Mechanical Checklists are also organized by season.  Due to their technical nature they 
have been separated from the Maintenance Checklists.  A maintenance person experienced in 
mechanical systems may be qualified to complete these lists.  Otherwise, a company specializing 
in the installation and maintenance of mechanical systems should be hired.  Depending on the 
staff available, a combination of in-house and outside help may be best to perform this work. 

The Inspection Checklists are lists organized according to building, grounds, components, and 
equipment.  These checklists require a physical inspection of the items listed once a year by the 
maintenance staff or by a building committee.  Answer each question on the checklist by circling 
“Y” for yes and “N” for no.  Upon completion, look at the column marked “UNSAT” 
(unsatisfactory).  Any item indicated as being unsatisfactory (either Y or N circled in the 
UNSAT column) should be included in the maintenance program for the next twelve months.   
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All these unsatisfactory items should for greatest effectiveness, be placed on the Repair List at 
the end of the Section with the most important items at the beginning.  Any items circled in the 
“SAT” (satisfactory) column would be expected to remain in satisfactory condition for the next 
twelve months.  These checklists should be completed in pencil so that the circled answers can 
be erased and redone each year.  This way the same form can be reused for several years. 

The Safety Checklists follow the same procedures as the Inspection Checklists.  They are listed 
separately because of their special nature and because State laws frequently require that special 
safety conditions be checked.  These checklists should be completed once a year.  They should 
be done in pencil so that the circled answers can be erased and redone each year.  This way, the 
same form can be reused for several years. 

The last few sections consist of a glossary and forms pertaining to emergency phone numbers, 
building history, and service records. 

Plastic pouches are included at the end of the Manual to hold equipment and service records.  
Records of boiler safety inspections, etc. need to be saved and the pouches provide a convenient 
place to keep them. 
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B. SPRING MAINTENANCE 

          DATE/COMMENTS 

Building Exterior Maintenance 

Install awnings.      ______________________________ 

Remove and store storm windows and install screens                                                                    
as required .       ______________________________ 

Wash windows.      ______________________________ 

Replace cracked or missing putty.    ______________________________ 

Replace broken window glass .    ______________________________ 

Paint building exterior as required.    ______________________________ 

Roof Maintenance 

Clean roof valleys.      ______________________________ 

Clear roof drains.      ______________________________ 

Clean and secure gutters.     ______________________________ 

Clean and secure downspouts.    ______________________________ 

Perform necessary roof repairs.    ______________________________ 

Building Interior Maintenance 

Dispose of all unused books, papers, debris, etc.  ______________________________ 

Clean windows, blinds, draperies, etc.   ______________________________ 

Open crawl space and basement windows for                                                                             
summer ventilation.      ______________________________ 

Mechanical Equipment Maintenance 

Service all pumps per manuals.  Clean ashes from                                                                 
fireplaces and incinerator ashpits.    ______________________________ 

Service all air-conditioning equipment.  Remove                     
exterior covers and store.     ______________________________ 

Service all ventilating equipment.    ______________________________ 

Electrical Equipment Maintenance 

Check and secure roof and gutter heating cables.  ______________________________ 
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C.  SUMMER MAINTENANCE 

          DATE/COMMENTS 

Site Maintenance 

Remove any excessive overgrowth.    ______________________________ 

Patch, repair and seal asphalt road and walkway       
surfaces.        ______________________________ 

Repair concrete road and walkway surfaces.                                                                              
Paint road and/or walk markings.    ______________________________ 

Repair and paint fences.     ______________________________ 

Building Exterior Maintenance 

Wash all dirt accumulated on building surfaces.  ______________________________ 

Remove all ivy from building walls, monuments                   
and fences.       ______________________________ 

Paint building exterior as required.    ______________________________ 

Lubricate exterior door hinges and hardware.  ______________________________ 

Replace broken glass.      ______________________________ 

Replace loose and disintegrated mortar.   ______________________________ 

Building Interior Maintenance 

Remove all rubbish, boxes, debris and combustibles        
from: 

Paths of exit.       ______________________________ 

Doorways.        ______________________________ 

Stairs.         ______________________________ 

Under stairs.       ______________________________ 

Furnace and utility rooms.     ______________________________ 

Around flues and chimneys.     ______________________________ 
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          DATE/COMMENTS 

Around any heating equipment and heat                                                                             
producing equipment, around radiators.   ______________________________ 

Electrical panel areas.      ______________________________ 

Mechanical Equipment Maintenance 

Check boiler clean-out openings, doors, etc. for air                  
leakage and corrosion.     ______________________________ 

Check for water leaks in boiler and in piping.  ______________________________ 

Pump out septic tanks at least once every 4 years.  ______________________________ 

Date last cleaned.      ______________________________ 

Electrical Equipment Maintenance 

Replace light bulbs which have burned out.   ______________________________ 
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D.  FALL MAINTENANCE 

          DATE/COMMENTS 

Building Exterior - Site Maintenance 

Clean all site drains.      ______________________________ 

Obtain contract bids for winter snow plowing if required. ______________________________ 

Remove brush and weed growth adjacent to building walls. ______________________________ 

Clean and service lawn mowers.  Check and service snow                                                   
blowers and other winter equipment.    ______________________________ 

Cut back tree limbs resting on buildings and roofs.  ______________________________ 

Install storm windows and weather stripping.  ______________________________ 

Repair and store summer screen windows.   ______________________________ 

Replace cracked or missing caulking at doors                                                                               
and windows.       ______________________________ 

Remove all exterior awnings.     ______________________________ 

Paint building exterior as required.    ______________________________ 

Building Exterior - Roof Maintenance 

Clean roof valleys.      ______________________________ 

Clean roof drains.      ______________________________ 

Clean gutters.       ______________________________ 

Clean downspouts.      ______________________________ 

Building Interior Maintenance 

Clean radiators and air registers.    ______________________________ 

Close crawl space and basement windows opened for                                                               
summer ventilation.      ______________________________ 

Mechanical Equipment Maintenance 

Clean chimney flues as required.    ______________________________ 
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          DATE/COMMENTS 

Cover air conditioners .     ______________________________ 

Clean boiler room of all debris.    ______________________________ 

Check and service propane gas equipment and piping. ______________________________ 

Clean or replace furnace air filters.    ______________________________ 

Electrical Equipment Maintenance 

Test emergency lighting system.    ______________________________ 

Test all exit lights.      ______________________________ 

Test fire alarm system.     ______________________________ 

Test smoke detectors.  Replace batteries if necessary. ______________________________ 

Repair or replace non-functioning switches, receptacles,       
and outlets.       ______________________________ 

Replace frayed wiring.     ______________________________ 

Plumbing Maintenance 

Shut off and drain all exterior water faucets.   ______________________________ 
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E.  WINTER MAINTENANCE 

          DATE/COMMENTS 

Building Interior Maintenance 

Patch and paint damaged and faded walls and ceilings. ______________________________ 

Refinish damaged or peeling interior wood trim.  ______________________________ 

Paint or refinish handrails, doors, windows, etc.  ______________________________ 

Clean entry floors of exterior salt and sand.   ______________________________ 

Mechanical Equipment Maintenance 

Clean or replace furnace air filters monthly during                                                               
December, January, and February.    ______________________________ 

Check water levels in boiler and blow down boiler                                                                      
water once weekly.      ______________________________ 

Bleed air from radiators.     ______________________________ 

Electrical Equipment Maintenance 

Clean light fixtures and replace light bulbs which                                                                      
have burned out.      ______________________________ 
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F.  MECHANICAL CHECKLISTS 

General 

Continuous maintenance is essential for the proper operation of mechanical equipment.  Without 
this, the equipment usually fails when it is working the hardest, usually when it is most needed.  
Most areas of mechanical system maintenance are best handled by those persons skilled and 
specially trained in the operation and maintenance of heating, ventilating, and air conditioning 
equipment. 

This section includes general information and procedures essential to preventative maintenance 
of mechanical equipment.  It is designed to be used as a monitoring tool.  It is suggested that the 
person who performs the inspections of the mechanical systems review this section of the 
Manual.  It is also suggested that this person review the operation and maintenance instructions 
for each piece of equipment and add any pertinent items to the mechanical checklists which 
follow. 

General preventative maintenance contracts should include the following: 

• Boiler, burners, valves, gauges, motors, pumps, compressors, fans, steam traps, 
ignition components, filters, safety devices, etc. 

• Operation of the equipment. 

• Parts inventory. 

• Corrosion prevention and water treatment, especially for steam boilers. 

• Calibration of temperature controls. 

• Fuel efficiency tests. 

i.   Summer  

          DATE/COMMENTS 

Boiler 

Clean boiler and piping internally, swab tubes with                                                                
neutral oil.        ______________________________ 

Clean water side of steam boiler.  Use pressurized water                                                               
jet and scrapers to remove any scale.    ______________________________ 

Fill boiler tubes with water.  Clean control boiler of         
all dust.        ______________________________ 
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          DATE/COMMENTS 

Air Handlers 

Lubricate and grease all bearings, motors and fans.  ______________________________ 

Adjust all V-belts for proper tension.  Replace                
all worn belts.       ______________________________ 

Check and clean air filters.  Replace as needed.  ______________________________ 

Clean and adjust controls which operate valves and                    
motorized dampers.      ______________________________ 

Heat Pumps 

Check all control valves for proper operation.  ______________________________ 

Inspect air filters and replace as required.   ______________________________ 

Steam and Hot Water Piping 

Open steam traps, replace worn or inoperative parts.                                                                
Replace valves and valve seats that are worn.  ______________________________ 

Inspect and repair any breaks in pipe insulation.                                    
Inspect pipe hangers for tightness.    ______________________________ 

Oil Tank 

Clean oil strainer.      ______________________________ 

Clean sludge from tank.     ______________________________ 

ii. Fall 

Boiler 

Check operation of combustion air louvers which                                                                    
supply air to boiler room.     ______________________________ 

Test boiler water quality for pH, hardness, and                                                                       
corrosive compounds.  Chemically treat as required.  ______________________________ 

Burners 

Clean oil strainers.      ______________________________ 

Check draft regulators for free movement.   ______________________________ 
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DATE/COMMENTS 

Inspect induced draft fan and forced draft fan for       
alignment and wear on bearings.    ______________________________ 

Heat Pumps 

Inspect heat exchangers.     ______________________________ 

Clean finned pipe surfaces.     ______________________________ 

Inspect coil casings for rust; clean and paint as required. ______________________________ 

Inspect heating coil tubes.     ______________________________ 

Inspect heating coil mountings and tighten any loose          
bolts.         ______________________________ 

Check all control valves for proper operation.  ______________________________ 

Inspect air filters and replace as required.   ______________________________ 

Inspect, adjust, calibrate, and clean temperature         
control items.       ______________________________ 

iii. Winter 

Boiler 

Check operation of combustion air louvers which                                                                    
supply air to boiler room.     ______________________________ 

Test boiler water quality for pH, hardness, and                                                                       
corrosive compounds.  Chemically treat as required.  ______________________________ 

Burners 

Clean oil strainers.      ______________________________ 

Check draft regulators for free movement.   ______________________________ 

Inspect induced draft fan and forced draft fan for       
alignment and wear on bearings.    ______________________________ 

Heat Pumps 

Inspect heat exchangers.     ______________________________ 

Clean finned pipe surfaces.     ______________________________ 
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DATE/COMMENTS 

Inspect coil casings for rust; clean and paint as required. ______________________________ 

Inspect heating coil tubes.     ______________________________ 

Inspect heating coil mountings and tighten any loose          
bolts.         ______________________________ 

Check all control valves for proper operation.  ______________________________ 

Inspect air filters and replace as required.   ______________________________ 

Inspect, adjust, calibrate, and clean temperature         
control items.       ______________________________ 

Steam and Hot Water Piping 

Inspect for steam and water leaks at valves and piping.             
Test steam traps for bypassing.    ______________________________ 

Inspect for corrosion.      ______________________________ 
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G.  INSPECTION CHECKLISTS 

Date By Date By Date By Date By  Satisfactory Unsatisfactory Date By Date By Date 

               

          DATE/COMMENTS 

i.  Site and Grounds 

Are there ramps and provisions for the              
physically handicapped?  Yes No _______________________ 

Are there designated parking spaces for                                                                                        
the physically handicapped?              
Has soil dropped or heaved? Yes No _______________________ 

Is there standing water near or against                                     
the building in any season? Yes No _______________________ 

Are retaining walls leaning or in need                
of repair?   Yes No _______________________ 

Are fences deteriorated? Yes No _______________________ 

Do fence gates operate properly? Yes No _______________________ 

Do trees and shrubs need care? Yes No _______________________ 

ii.  Building Exterior  

Building Exterior - Foundation 

Do foundation walls show the following signs               
of decay or settlement: 

Large cracks?  Yes No _______________________ 

Visible separation between top of                                                                                           
foundation wall and building frame? Yes No _______________________ 

Loose, cracked, or broken blocks,                                                               
bricks, or stones? Yes No _______________________ 

Soft or flaking mortar or concrete? Yes No _______________________ 

Foundation movement? Yes No _______________________ 

Water leaks?  Yes No _______________________ 
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      DATE/COMMENTS 

Stains or discoloration? Yes No _______________________ 

Bulging or bowing? Yes No _______________________ 

Are interior basement or crawl space                
foundation walls damp? Yes No _______________________ 

Are there mushroom growths, mold stains,                
or mildew odors in basement or crawl space? Yes No _______________________ 

Are there insect tubes visible along the        
foundation walls? Yes No _______________________ 

Building Exterior – Masonry Walls 

Does exterior masonry show the following        
signs of deterioration: 

Cracks in walls? Yes No _______________________ 

Cracks over doors or windows? Yes No _______________________ 

Loose bricks?  Yes No _______________________ 

Cracked bricks? Yes No _______________________ 

Missing bricks? Yes No _______________________ 

Cracked, chipped, missing mortar? Yes No _______________________ 

Soft or flaking mortar? Yes No _______________________ 

White or gray stains? Yes No _______________________ 

Water penetration? Yes No _______________________ 

Moss or algae growth? Yes No _______________________ 

Split, brittle, or missing caulking? Yes No _______________________ 

Are weep holes in retaining walls, under       
window sills, and other wall construction        
free of obstruction? Yes No _______________________ 

Is wood molding and trim cracked, warped                
or rotted?   Yes No _______________________ 
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      DATE/COMMENTS 

Building Exterior – Frame Walls 

Is there evidence of rot or deterioration of           
wood sills, walls or siding? Yes No _______________________ 

Is there evidence of water stains or water       
penetration into the wood? Yes No _______________________ 

Are wall cavities insulated? Yes No _______________________ 

Is paint blistered or peeling? Yes No _______________________ 

Has building been painted in the last           
seven years?  Yes No _______________________ 

Building Exterior – Roof, All Types 

Inspect all roots for evidence of deterioration,                 
weather damage, and water penetration.  If roof                 
is not accessible, use binoculars.  Check interior                   
of building for evidence of water damage. 

Are there gaps or holes around any roof                
penetrations, chimneys, or vents? Yes No _______________________ 

Are there signs of movement in roofing       
material or flashing? Yes No _______________________ 

Are flashings rusted or pitted? Yes No _______________________ 

Are flashings separated, loose or missing? Yes No _______________________ 

Are there dissimilar metals in contact? Yes No _______________________ 

Do metal components need painting? Yes No _______________________ 

Is caulking missing, split, or deteriorated                 
at the following: 

Parapets?   Yes No _______________________ 

Copings?   Yes No _______________________ 

Flashings?   Yes No _______________________ 

Soffits?   Yes No _______________________ 
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      DATE/COMMENTS 

Vents or chimneys? Yes No _______________________ 

Skylights?   Yes No _______________________ 

Other roof penetrations? Yes No _______________________ 

Are there any loose or broken glass          
panes in skylights? Yes No _______________________ 

Has roof sagged from snow weight? Yes No _______________________ 

Is there evidence of water seepage                   
through soffits? Yes No _______________________ 

Does roof/attic have proper ventilation? Yes No _______________________ 

Does the roof hatch work? Yes No _______________________ 

Is anchorage for TV antenna secure? Yes No _______________________ 

Is antenna adequately grounded? Yes No _______________________ 

Is there lightning protection? Yes No _______________________ 

Is there ice – damming as evidenced 

Mounds of ice at eaves? Yes No _______________________ 

Excessively long icicles? Yes No _______________________ 

Building Exterior – Built-up Roof 

Are there blisters, bubbles, cracks, splits,                
or open seams in roofing membrane? Yes No _______________________ 

Is roof pitted or worn? Yes No _______________________ 

Is there evidence of standing water or puddles? Yes No _______________________ 

Are roof drains clear and operating properly? Yes No _______________________ 

Does roof feel “squishy” under foot? Yes No _______________________ 

Can roofing felt material be seen? Yes No _______________________ 
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DATE/COMMENTS 

Are gravel stops secure? Yes No _______________________ 

Are gravel stops rusted or pitted? Yes No _______________________ 

Do expansion joints show evidence                
or separation or water penetration? Yes No _______________________ 

Is any vegetation growing through roofing? Yes No _______________________ 

Is roof over 15 years old? Yes No _______________________ 

Building Exterior – Shingle Roof 

Are shingles loose, split, missing or broken? Yes No _______________________ 

Are mineral granules thinned out? Yes No _______________________ 

Are shingle edges curling or worn? Yes No _______________________ 

Is there moss growth? Yes No _______________________  

Are snow slides pitted or damaged? Yes No _______________________ 

Is roofing more than 20 years old? Yes No _______________________ 

Building Exterior – Slate Roof 

Are there broken, missing, or loose slates? Yes No _______________________ 

Are slates worn? Yes No _______________________ 

Do slate fasteners appear broken or rusty? Yes No _______________________ 

Are ridge rolls loose, deteriorated or rusted? Yes No _______________________ 

Are snow guards loose or damaged?               
Are there sections patched with asphalt? Yes No _______________________ 

Building Exterior – Metal Roof 

Are metal roof sheets rusted?  Are there               
signs of holes, pitting, or cracking? Yes No _______________________ 

Are there any open joints? Yes No _______________________ 

Are there any defective fasteners? Yes No _______________________ 
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DATE/COMMENTS 

Building Exterior – Doors and Windows 

Are flashings over doors and windows                   
cracked, missing or rusted? Yes No _______________________ 

Building Exterior – Parapet Walls,                
Copings and Chimneys 

Are walls cracked? Yes No _______________________ 

Are bricks loose or spalling? Yes No _______________________ 

Do mortar joints require pointing? Yes No _______________________ 

Is mortar joint under coping cracked or loose? Yes No _______________________ 

Are coping stones or metal copings loose,        
broken or shifted? Yes No _______________________ 

Is coping joint open, permitting water to enter? Yes No _______________________ 

Is flashing missing, loose, or damaged? Yes No _______________________ 

Is there evidence of moisture penetration? Yes No _______________________ 

Do chimneys lean? Yes No _______________________ 

Building Exterior – Porches,                             
Stairs and Balconies 

Do porches, stairs, or balconies require                 
painting?   Yes No _______________________ 

Is porch floor structure decayed,           
weak or cracked? Yes No _______________________ 

Are stair treads loose or broken? Yes No _______________________  

Are column bases rotted or in need of repair? Yes No _______________________ 

Are railings broken at – weak? Are balusters       
broken, loose, or missing? Yes No _______________________ 

Building Exterior – Gutters & Downspouts 

Are there loose, rotted, or missing gutters        
or downspouts? Yes No _______________________ 
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DATE/COMMENTS 

Are there holes in gutters or downspouts? Yes No _______________________ 

Do gutter or downspout joints leak? Yes No _______________________ 

Are gutters or downspouts pitted or rusted? Yes No _______________________  

Do gutters or downspouts require painting? Yes No _______________________  

Do gutters sag or lack pitch to downspouts? Yes No _______________________  

Is water running down face of building? Yes No _______________________ 

Do splash blocks or drains under downspouts        
divert water away from building? Yes No _______________________ 

Are heating cables secure? Yes No _______________________ 

Building Exterior - Attachments 

Are the following items in good condition              
and well secured to building: 

Lattices?   Yes No _______________________ 

Columns?   Yes No _______________________ 

Flagpoles?   Yes No _______________________ 

Cables, wires?  Yes No _______________________ 

Weather vanes? Yes No _______________________ 

Towers?   Yes No _______________________ 

Gargoyles, sculptures? Yes No _______________________ 

Canopies?   Yes No _______________________ 

Balconies?   Yes No _______________________ 

Signs, alarms, lights? Yes No _______________________ 

Ledges, projections? Yes No _______________________ 

Decorations, ornaments? Yes No _______________________ 

Meters?   Yes No _______________________ 

Other?    Yes No _______________________ 
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DATE/COMMENTS 

iii.  Building Interior 

Building Interior - Floors 

Are floor joists warped, cracked or sagging? Yes No _______________________ 

Is floor joist blocking and bridging secure? Yes No _______________________ 

Is there visible separation between floors              
and walls at base trim? Yes No _______________________ 

Do floors squeak or creak? Yes No _______________________ 

Are floors “bouncy?” Yes No _______________________ 

Are floors at entrances slip-resistant? Yes No _______________________ 

Are masonry and tile floors cracked,        
broken or worn? Yes No _______________________ 

Is wood flooring warped, separated or           
badly worn?  Yes No _______________________ 

Is carpeting loose, torn, or badly worn? Yes No _______________________ 

Building Interior - Walls 

Is there evidence of water staining? Yes No _______________________ 

Are there cracks? Yes No _______________________ 

Are surfaces peeling or dirty? Yes No _______________________ 

Is wall finish buckled or loose? Yes No _______________________ 

Building Interior - Ceilings 

Is there evidence of water staining? Yes No _______________________ 

Are there cracks? Yes No _______________________ 

Are surfaces peeling or dirty? Yes No _______________________ 

Is ceiling structure sagging or separating? Yes No _______________________ 

Is ceiling tile grid secure? Yes No _______________________ 

Are there damaged ceiling tiles? Yes No _______________________ 



21 
 

DATE/COMMENTS 

Are light fixtures secure? Yes No _______________________ 

Building Interior – Doors and Windows 

Are door jambs plumb? Yes No _______________________ 

Do doors bind? Yes No _______________________  

Do doors have loose or missing hinges,          
knobs, or locks? Yes No _______________________ 

Is there evidence of condensation on                
or around windows? Yes No _______________________ 

Is there evidence of mold, discoloration, or              
deterioration around windows and doors? Yes No _______________________ 

Building Interior - Attics 

Do rafters, floor joists, and sheathing         
shows signs of: 

Water stains or deterioration? Yes No _______________________ 

Warping?   Yes No _______________________ 

Cracking?   Yes No _______________________ 

Sagging?   Yes No _______________________ 

Is there evidence of water leaking into             
attic around any of the following roof       
penetrations: 

Vents?    Yes No _______________________ 

Ducts?    Yes No _______________________ 

Chimneys   Yes No _______________________ 

Other?    Yes No _______________________ 

Is attic floor insulated? Yes No _______________________ 

Is there at least one square foot of vent             
area for every 500 square feet of attic area? Yes No _______________________ 

Are attic fans or vents operating? Yes No _______________________ 
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DATE/COMMENTS 

Are roof rafters excessively dry?         
(This condition can result from overheating        
in summer months). Yes No _______________________ 

Is attic free of debris and unused           
combustible items? Yes No _______________________ 

Building Interior – Crawl Space           
and Basement 

Is crawl space or basement damp, wet,                 
or water stained? Yes No _______________________ 

Does water infiltrate through crawl space                
or basement walls or floor? Yes No _______________________ 

Does water or snow melt drain into                   
basement from window wells? Yes No _______________________ 

Is crawl space or basement floor                     
cracked or disintegrated? Yes No _______________________ 

Are crawl space or basement walls insulated? Yes No _______________________ 

Does crawl space have wall vents? Yes No _______________________ 

Does dirt floor of crawl space have                  
a vapor barrier? Yes No _______________________ 

iv.  Mechanical Equipment 

Are there water leaks at any of the               
following locations: 

Pipes?    Yes No _______________________ 

Radiators?   Yes No _______________________ 

Boiler?    Yes No _______________________ 

How water heater? Yes No _______________________ 

Pumps?   Yes No _______________________ 

Was the boiler or furnace been cleaned              
and serviced in the past 12 months? Yes No _______________________ 
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DATE/COMMENTS 

Is the boiler insulation cracked or missing? Yes No _______________________ 

Is the boiler more than 35 years old? Yes No _______________________ 

Is there excessive steam or air loss at radiators? Yes No _______________________ 

Are exposed pipes adequately insulated? Yes No _______________________ 

Do hot air supply or return registers          
adjust air flow properly? Yes No _______________________ 

Do thermostats work properly? Yes No _______________________ 

Is the domestic hot water heater insulated? Yes No _______________________ 

Do kitchens and bathrooms have adequate               
ventilation?  Yes No _______________________ 

Do large assembly areas have adequate                 
ventilation?  Yes No _______________________ 

Plumbing  

Are there water leaks at any of the following                 
locations: 

Bathroom fixtures? Yes No _______________________ 

Faucets?   Yes No _______________________ 

Piping?   Yes No _______________________ 

Do flush valves, faucets work properly? Yes No _______________________ 

Are any drains or traps clogged? Yes No _______________________ 

v.   Inspection Repair List 

Unsatisfactory Items   Date Identified  Date Resolved 

_________________________  ______________  ____________ 

 

_________________________  ______________  ____________ 

 

_________________________  ______________  ____________ 
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H.  SAFETY CHECKLISTS 

General 

Buildings must be designed according to building and fire safety codes, and other regulatory 
standards in effect at the time of construction.  However, such codes and standards are 
continuously changing.  The original construction does not have to comply with changes in the 
codes-however, any modifications to the original construction should comply with current codes 
and standards. 

Who Should Perform Safety Checks?   

Many communities have a building inspector who is knowledgeable about current standards and 
their provisions for safety.  The building inspector could be asked to visit the facility and prepare 
a written report on any safety and code violations.  This type of service is generally free of 
charge. 

Fire safety checks can be obtained by calling the local fire marshal and requesting an inspection 
and report.  This type of inspection will cover areas such as possible fire hazards, and adequacy 
of exists, alarm systems, fire extinguishers, etc.  This service is usually free of charge. 

An architect or engineer is knowledgeable in all areas of building safety and could perform a 
comprehensive safety inspection.  There typically is a fee for such a service. 

Use of Safety Checklists 

A safety check for compliance with current standards should be performed yearly. 

The safety checklists included in this Manual show the number of safety issues involved.  Any 
unsatisfactory items should be attended to immediately.  Professional advice may be required 
depending upon the problem involved. 

Safety Checklist 

 

Date By Date By Date By Date By  Satisfactory Unsatisfactory Date By Date By Date 

               

          DATE/COMMENTS 

i.   Fire  

Is building equipped with: 

Pull station fire alarms? Yes No _______________________ 
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DATE/COMMENTS 

Heat or smoke detectors near heat-                  
producing equipment, exits, stairways,                 
and sleeping areas? Yes No _______________________ 

Fire extinguishers? Yes No _______________________ 

Fire hoses, if applicable? Yes No _______________________ 

Are fire extinguishers conspicuous,                 
convenient, and properly labeled? Yes No _______________________ 

Are Class B or better fire extinguishers           
located in furnace rooms and storage           
areas where grease and flammable liquids              
are kept?   Yes No _______________________ 

Are Class C fire extinguishers located             
near electrical equipment? Yes No _______________________ 

Are Class E-C fire extinguishers located               
in kitchens?  Yes No _______________________ 

Were fire extinguishers inspected within        
the past 12 months? Yes No _______________________ 

Are occupants instructed in use of fire          
extinguishers and fire hoses? Yes No _______________________ 

Are fire hoses in good condition? Yes No _______________________ 

Do fire hoses have water immediately               
available?   Yes No _______________________ 

Are heat and smoke detectors wired to                   
sound a central alarm? Yes No _______________________ 
           

Are periodic fire drills held?  Yes No _______________________  

Is there an accumulation of materials                                
under stairways, in crawl space, basement,                     
boiler room, attic, etc?  Yes No _______________________  

Are hazardous chemicals stored in proper                           
containers and away from heat sources?  Yes No _______________________ 
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DATE/COMMENTS 

Are off-season and unused materials stored                                           
away from heat sources?   Yes No _______________________  

Are kitchen range hoods and exhaust ducts           
clean?    Yes No _______________________ 

Do kitchen range exhaust ducts terminate                          
in a safe area?  Yes No _______________________ 

Are grease ducts and deep fryers equipped               
with automatic fire detectors? Yes No _______________________ 

Means of Egress from Buildings 

Are hallways, corridors, and stairways to the        
exterior accessible and free of obstructions? Yes No _______________________ 

Are exit doors equipped with properly                  
operating panic hardware? Yes No _______________________ 

Do exit doors have padlocks or dead bolts? Yes No _______________________ 

Do exit doors open outward? Yes No _______________________ 

Are all exits clearly marked with illuminated         
exit signs?   Yes No _______________________ 

Are hallways, corridors, and stairways                  
illuminated with emergency lights? Yes No _______________________ 

Are windows operable and accessible as         
a means of exit? Yes No _______________________ 

Are windows which exit to fire escapes                  
operable and free of obstructions? Yes No _______________________ 

Are the interior and exterior exit paths to                 
and from fire escapes clear? Yes No _______________________ 

Are fire escapes unobstructed and well                    
secured to the building? Yes No _______________________ 

ii.  Building Interior 

Building Interior - Stairs 

Are stairs kept clear? Yes No _______________________ 
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DATE/COMMENTS 

Are stairs “bouncy?” Yes No _______________________ 

Are covers on treads and landings worn         
or missing?  Yes No _______________________ 

Is there at least one continuous railing along         
one side of all stairways? Yes No _______________________ 

Are railings broken or weak? Yes No _______________________ 

Are balusters broken loose or missing? Yes No _______________________ 

Are railings for balconies and lofts secure? Yes No _______________________ 

Miscellaneous 

Are lights, alarms, signs, and other objects                   
attached securely to building? Yes No _______________________ 

Assembly Areas 

Are assembly areas posted for maximum                  
numbers of occupants? Yes No _______________________ 

iii.  Emergency Procedures 

Is there a written plan of safe egress for                    
occupants from building? Yes No _______________________ 

Is there a centralized location for first aid                  
equipment, poisoning information, etc.? Yes No _______________________ 

Is there readily visible a list of emergency         
phone numbers? Yes No _______________________ 

Is there a plan for initial fire fighting? Yes No _______________________ 

Auto Safety 

Are roadways, parking areas or curbs               
deteriorating?  Yes No _______________________ 

Are roadways and parking areas kept free                 
of tree limbs, snow, and ice? Yes No _______________________ 

Are STOP, NO PARKING, and FIRE          
LANE signs unobstructed in all seasons? Yes No _______________________ 
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DATE/COMMENTS 

Are parking lots adequately illuminated? Yes No _______________________ 

Emergency Vehicles 

Do emergency vehicles have access to                 
building?   Yes No _______________________ 

Are fire hydrants clearly visible and                
accessible?  Yes No _______________________ 

Pedestrian Safety 

Are walkways, steps, and ramps               
deteriorated, cracked or hazardous? Yes No _______________________ 

Are walkways kept clear of tree limbs,         
snow, and ice?  Yes No _______________________ 

Do walkways, steps, and ramps have         
uneven areas?  Yes No _______________________ 

Are walkways, steps, and ramps adequately        
illuminated?  Yes No _______________________ 

Do steps and ramps have non-skid surfaces? Yes No _______________________ 

Are there handrails on steps and ramps? Yes No _______________________ 

Playground Areas 

Are play areas protected or locked            
when not in use? Yes No _______________________ 

Are play areas free of open holes, debris,               
stones, broken glass, etc? Yes No _______________________ 

Is play equipment well maintained? Yes No _______________________ 

iv.  Boiler and Furnace Rooms 

Are boiler, furnace and similar equipment              
rooms enclosed with fire protective walls,                  
ceilings, and doors? Yes No _______________________ 

Are boiler and furnace rooms vented? Yes No _______________________ 

Are boiler and furnace rooms supplied with                
combustion air? Yes No _______________________ 
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DATE/COMMENTS 

Are boiler and furnace rooms free of gas            
odors and foul air? Yes No _______________________ 

Are boiler and furnace rooms free of stored        
material?   Yes No _______________________ 

Are there rooms used regularly which are             
only accessible by walking through the            
boiler or furnace room? Yes No _______________________ 

Is there an emergency shutdown switch                
for burner?   Yes No _______________________ 

Are fan filters and grilles clean? Yes No _______________________ 

v.  Electrical Equipment 

Are transformers, fans, and other electrical               
equipment protected with adequate safety                   
barriers?   Yes No _______________________ 

Is electrical equipment in proper working         
order?    Yes No _______________________ 

Do fuses or circuit breakers blow often? Yes No _______________________ 

Is the amperage draw for any circuit beyond                 
its capacity?  Yes No _______________________ 

Are there sufficient replacement fuses? Yes No _______________________ 

Is building wiring in good condition? Yes No _______________________ 

Are there any faulty electrical fixtures? Yes No _______________________ 

Do wires on appliances and equipment show         
the following: 

Fraying?   Yes No _______________________ 

Splits?    Yes No _______________________ 

Bare wires?  Yes No _______________________ 

Do electrical outlets, switches, and junction              
boxes have cover plates? Yes No _______________________ 



30 
 

DATE/COMMENTS 

Do exterior electrical outlets and switches               
have protective covers? Yes No _______________________ 

Do all switches operate properly? Yes No _______________________ 

Do outlets or switches feel hot to the touch? Yes No _______________________ 

Are there any defective or shorted outlets? Yes No _______________________ 

Are there outlets with 4 or more items                      
plugged into them? Yes No _______________________ 

Are extension cords warm or hot to the touch? Yes No _______________________ 

Do extension cords cause a tripping hazard? Yes No _______________________ 

Do extension cords run under rugs or                 
carpeting?   Yes No _______________________ 

vi.  Safety Repair List 

Unsatisfactory Items   Date Identified  Date Resolved 

_________________________  ______________  ____________ 

 

_________________________  ______________  ____________ 
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I.  GLOSSARY 

Baluster: A miniature column or other form of upright in a series, which supports a handrail, as 
in a balustrade. 

Balustrade: A railing with supporting balusters. 

Column: A slender vertical structural member used to support roof and floor loads. 

Combustion Air: Air required for the burning of fuel. 

Coping: A sheet metal, stone, concrete, tile or other covering over the top of a wall. 

Counter Flashing: A second and overlapping layer of flashing where conditions are such that 
the first layer may not insure water tightness. 

Downspout: The vertical portion of a rainwater drainage pipe.  Also called leader or conductor. 

Expansion Joint: A joint containing compressible materials which will absorb movement 
caused by thermal expansion and contraction.   

Flashing: Sheet metal weather protection placed over a joint between different building 
materials, or between parts of a building, in such a manner that prevents water from entering. 

Floor Joist: One of a series of parallel beams used to support a floor. 

Gargoyle: A sculptural projection from a roof scupper to drop rainwater clear of the walls. 

Gravel Stop: An angle shaped sheet metal trim member at the edge of a roof, having a slightly 
raised lip to retain roof gravel surfacing material. 

Panic Hardware: A type of quick-acting door opening hardware consisting of a horizontal bar 
on the inside of a door.  By pushing against the bar, a leverage mechanism will unlatch and open 
the door.  Such hardware is legally required for safety reasons on certain exists in public 
buildings. 

Parapet: The top part of an exterior wall which is above the roof line. 

Plumb: A true vertical line. 

Pointing: The treatment of masonry joints by toweling mortar into the joint. 

Rafter: One of a series of framing members used to support a roof.  Rafters are closely spaced 
and usually frame into a beam or bearing wall. 

Ridge: The line formed at the intersection of the upper edges of two sloping roof surfaces, as 
opposed to a valley. 

Sheathing: A material consisting of thin board or plywood used to cover a wall, floor or roof 
surface. 
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Soffit: The underside of a horizontal surface which projects beyond the wall line as in an 
overhanging roof. 

Spalling: The cracking or flaking of particles from a surface. 

Splash Block: A concrete or masonry block laid on the ground under a downspout to carry roof 
drainage away from a building and to prevent soil erosion. 

Stair Riser: The vertical face of a stair step. 

Stair Tread: The horizontal part of a stair step; the part actually stepped upon. 

Vapor Barrier: Any thin membrane used to prevent the passage of water vapor, such as under a 
concrete slab placed upon the ground or between the back of a wall finish and the insulation. 

Valley: The intersection at the bottom of two roof planes. 

Weep Hole: A hole through the bottom of a retaining wall to drain water from behind the wall 
thereby preventing the buildup of hydrostatic pressure. 
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J.  EMERGENCY PHONE NUMBERS 

 

Contact Name & Address Phone 

Fire Department   

Police/Sheriff   

Ambulance   

Emergency Rescue   

Animal Rescue   

Insurance   

Power Company 

Emergency Crew 

  

Gas Company 

Emergency Crew 

  

Boiler/Furnace   
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K.  HISTORY 

 

Building Year Built 
Architect/ 
Engineer Contractor Comments 
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L.  SERVICE RECORDS 

 

 Company Name, Address & 
Phone 

Service & Repair Record 

Boiler   

Carpenter   

Electrician   

Fuel/Oil Gas   

Fire Safety Equipment   

Garbage Removal   

Mason   
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II.  PROPERTY SUPPORT GUIDES 
 

A. CHURCH BUILDING AND GROUNDS 
 
The Book of Order of the Presbyterian Church (USA) identifies each individual church 
congregation as the steward of their buildings and grounds, which is a necessary and vital part of 
their overall ministry operations.  The session is given the responsibility to provide for the 
management of the property of the church and to determine the appropriate use of its building 
and facilities.  It is also responsible for obtaining adequate property and liability insurance 
coverage to protect the facilities, programs and officers, including members of the session, staff, 
board of trustees and deacons. 
 
This guide suggests organizational and operational considerations which might be appropriate 
for each new or established building and grounds committee to consider.  With certain 
adjustments, the organizational concepts presented here would be applicable to smaller churches, 
where the committee might be only 1 to 4 persons. 
 
Organization of the Building and Grounds Committee 
 
Each member church of the NYC Presbytery may have a committee already in operation or 
under consideration.  This “Committee” can be identified by many names: 
 

• Building and Grounds Committee 
• Property Ministries Committee or Team 
• Trustees Property Committee or Team 
• Building Ministries Team 

 
The Committee should consist of 3 to 10 male and female persons, depending on the size of the  
church and its needs.  A committee chair should be selected from those having the most 
experience in the operation of the church and general familiarity with the building and grounds.  
In many churches, the committee chair is also a member of the board of trustees or session, 
which allows him or her to report to this governing board on the monthly activities of the 
committee.  A secretary may also be selected to take and distribute minutes of each meeting, 
which can serve as a checklist for actions to be taken by the various members prior to the next 
meeting.  Often times, the Committee chair will take his or her own minutes. 
 
This Committee offers service opportunities for members of the congregation who are or could 
become familiar with the building facilities and operation, and especially for those with building 
related expertise in architecture, engineering, contracting, legal, kitchen and dining room 
operation, real estate and general maintenance.  Many other members who may not be versed in 
these areas are selected because of their strong interest in the maintenance and improvements of 
the buildings and grounds. 



37 
 

 

At the first meeting of the new church year, the Committee chair should present 12 month 
calendar of dates of monthly meetings for review and adoption.  It is important to establish the 
monthly meeting on the same date, time, and place.  This is also an opportunity for each member 
to identify their own expertise and interest in selected aspects of the overall activities.  They 
could act independently in a particular area, or two or more could serve as a subcommittee.  
These should be informally operated without the burden of minutes or other unnecessary 
paperwork.  It is most important that each member agree to give the necessary time commitment 
beyond attending the monthly meetings, especially to follow-up on their individual or group 
assignments.  The Committee should also select a person to serve as liaison with the Property 
Support Manger. 
 
Committee Operation and Interaction with Building Maintenance Personnel 
 
The Committee normally functions under the umbrella of the session or trustees.  This allows the 
necessary interaction with the governing bodies of the church in all matters involving the 
expenditure of funds and establishment of schedules for operation and maintenance of the 
buildings and grounds.  The liaison between these parties would be the Committee chair, whether 
the chair is also a member of the board of trustees or session, or not. 
 
Prior to the time of stewardship drives and establishment of church budgets for the coming new 
year, the Committee might meet with other church committees and ministry teams to review how 
their past years use of the buildings and grounds met their needs, and their anticipated use in the 
coming year.  This is a good time to also have a tour of the building and grounds with all 
interested parties present, to verify areas or items for maintenance and improvements. 
 
The Committee is not expected to actually operate or maintain the church facilities.  This is the 
duty of the maintenance supervisor or building custodian (“supervisor”) who may or may not be 
hired as a full-time employee.  The supervisor would also direct and monitor the maintenance 
and cleaning staff, whether they are in-house employees or contracted outside vendors and 
contractors. 
 
It is very important that the supervisor be a part of the Committee, where the supervisor would 
perform a vital role in reporting monthly on the activities and performance of the maintenance 
and cleaning staff, outside vendors and contractors.  The supervisor would work with the 
Committee and the church budget committee to prepare the annual budget for the coming year.  
The supervisor would also be in charge of working with the accounting office to prepare monthly 
progress reports for review by the Committee in order to monitor expenditures against the 
approved annual budget. 
 
Major Areas of Committee of Participation 
 
Once the annual budget and the areas of general involvement of the Committee are established, 
the individual members may identify their personal interest in selected areas of the buildings and 
grounds, for their major involvement.  These areas may include: 
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• Grounds Maintenance:  Exterior landscaping, including trees, plantings and lawn areas, 
fencing, public and private sidewalks, steps and ramps, parking lots, site watering and 
drainage control, snow removal and storage, and exterior lighting and signing. 
 

• Exterior Envelope of Building(s):  Walls of masonry, stone and other material, exterior 
doors and windows, stained glass windows, roofing, flashing and drainage systems, 
access and stair systems, canopies, awnings and other overhead features, and the need for 
reconstruction and improvements, including tuck pointing and sealants. 

• Basic Building Systems:  Maintenance, repair and/or replacement of systems for heating, 
ventilating, and air conditioning, electrical power and lighting, plumbing, fire protection 
and suppression and water protection (sump/ejection systems), elevators, security and 
communication (fire alarms, smoke detectors, motion detectors, alarms, etc.) other 
mechanical equipment such as pumps, motors, compressors, etc., and environmental and 
energy management systems. 

• Interior of Buildings:  Interior design and remodeling of existing rooms and areas, 
painting and wall coverings, flooring systems, lighting improvements, and furniture, 
furnishings and window treatments.  Includes special areas for infants, children and 
young adults. 

• Communication and Administrative Operational Systems:  Computer-based and related 
communication systems, office furniture and equipment, telecommunications systems, 
reproduction equipment, and archival storage systems and equipment. 

• Sanctuary, Chapel and other Designated Worship Areas:  Special systems for lighting, 
communications recordings, sound control, music equipment (organ, piano, orchestral), 
choir, ministerial staff, seasonal and other special occasions, seating areas including 
storage of bibles, hymnals and special sign-in cards, communion service, and portable 
audio and video systems, including uses in lecture and meeting rooms, dining halls, 
gymnasiums and other areas. 

• Gymnasiums and other Special Recreational Facilities:  Special hardwood flooring 
systems, wall coverings and window protection devices, ceiling and lighting systems, 
portable or build-in seating systems, basketball, volleyball and other special equipment, 
storage for tables, chairs and other items, portable sound and video systems, including 
scoreboards, and other special equipment. 

• Kitchen and Dining Facilities:  Kitchen equipment, including refrigerators, freezers, 
ovens and cook tops, food preparation and storage facilities, dishwashing, and equipment 
storage cabinetry, special fire suppression systems, portable transporting carts, tables and 
chairs (rigid, stackable and folding), including movable storage carts, dishes, glassware, 
silverware and tableware, and related items. 

• Manse (as applicable):  Separate or attached living facilities for ministerial or other staff 
members and families, including parking and garage areas. 
 

Special Areas of Committee Participation 
 
The following items generally apply to the buildings and grounds in their entirety, and are major 
areas for both group participation and individual participation by members with specialty 
expertise in these areas: 
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• Outside Consultants and Contractor Participation:  The Committee should establish a 
listing of specialty consultants and contractors to support and augment the property needs 
as required.  This list should be computerized and should include those who have 
successfully worked for the church in the past, and those who by reference or referral are 
deemed to be qualified to solicit proposals or bids from.  The Committee should seek 
referrals from other churches and their own members with references available for  
checking. 

• Americans for Disabilities Act:  Church should use every opportunity to make their 
facilities “totally accessible to all persons who are environmentally limited” whether or 
not it is required by the governing codes.  There are architectural firms and other 
specialty consultants available to plan and implement the necessary changes either as part 
of a new remodeling project or as a separate undertaking. 

• Local Fire Department:  The local fire department is a vital community resource which is 
established to respond to alerts for fire and other disasters.  Equally important is their 
ability to recognize potential violations and other unsafe conditions during their periodic 
reviews of the buildings and grounds with the church maintenance supervisor. 

• Environmental and Zoning and Building Code Compliance Issues:  Environmental issues 
such as standing water, contaminated soils, mold and tree blight should be addressed by 
retaining consultants knowledgeable in such specialized areas. 

• Historic Preservation:  Many churches and their sites are recognized as having historic 
significance, and often are designated as historic structures, sites and landmark districts.  
Local building and zoning codes and regulations are in effect to promote the 
conservation, protection, restoration, rehabilitation, use, and overall enhancement of these 
structures, sites and districts.  The Committee should become familiar with such 
governing regulations and the local representatives who are responsible for them. 

• Overseeing of Contracted Work:  Whenever the Committee arranges for remodeling or 
new construction work by a qualified contracting entity, several activities should precede 
the award of the contract.  The ideal situation is to hire an architect or engineer to provide 
construction documents for the full scope of the work to be undertaken.  His contract for 
construction phase services should include review of required submittals of contractor-
prepared drawings and material samples and monitoring the progress, compliance and 
cost of the work. 
 
For minor contractual work, the Committee should prepare a brief attachment to the 
contractor’s proposal identifying the “agent” representing the “owner” (church), the time 
for start and completion of the work, if specified, appropriate insurance coverage to 
protect the church, the cost of the work, and the length and extent of warranty of the 
work.  This attachment could be drafted for use in all small contracted work.  The “agent” 
could be a member of the committee, if appropriately qualified, or the supervisor or 
custodian who is normally available when the work is in progress. 

• Financial Management:  The Committee should prepare and/or oversee the yearly 
Facilities Operating Budget (FOB) including all maintenance and repair work, and long-
range planning or major repair and replacement work requiring capital expenditures not  
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included in the FOB.  This would include such major work as replacement of roofing, 
HVAC equipment, tuck pointing and sealing of exterior walls, the replacement of 
windows and doors, replacement of principal maintenance equipment, replacement of 
parking lot surfaces, concrete sidewalks and driveways, and other items. 

• Preventative Maintenance Program:  Consideration should be given to implementing a 
Preventative Maintenance Program.  This would identify all areas which either have been  
recently repaired or are planning to be repaired and funded accordingly.  Inspections  
should be made on an annual basis which would identify minor repairs needed.  These 
repairs should be scheduled, budgeted and implemented in order not to let them become 
major repairs needing emergency repair at some unknown time in the future.  This is 
especially applicable to building envelopes (roofs, exterior walls, windows and doors). 

• Building Reserves Program:  The Preventative Maintenance Program should be part of a 
Building Reserves Program which would identify over a suggested 20-year timeframe 
each and all of the needed replacements of equipment and systems at the expected end of 
their operating life, with the year to be done and the cost identified in inflated dollars.  
This would identify what will be required in each of the 20 years ahead so that the annual 
amount needed can be covered by the appropriate reserves, assuming they will be 
available.  A properly implemented Preventative Maintenance Program has been proven 
to extend the life of building systems beyond their expected life span, thus allowing more 
time to build up the necessary reserves to cover these future expenditures.  Consider the 
use of a specialty consultant to assist in establishing a Building Reserves Program, who 
would identify the areas to be included and the present and future cost of improvements. 

• Insurance Coverage:  The Committee should work with the church finance or insurance 
committee to ensure that proper replacement coverage’s are provided for the buildings 
and grounds, as well as to establish the limits of liability for all work and services of the 
church staff, church officers and clergy, the Committee and other applicable persons. 
 

Guide to Facilities Maintenance Priorities 
 
The Committee, and each of its members, has an implied responsibility to manage the process 
and meet the established budget to the best of their abilities, in order to get the job done in the 
timeframe established. 
 
The general order of importance (for more to less) is: 
 

• Emergency Maintenance 
• Public Safety and Code Compliance 
• Scheduled Maintenance 
• Accessibility 
• Program Improvements 
• Aesthetic Improvements 
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Under each category, examples of items needing attention are listed: 
 

• Emergency Maintenance (immediate need) 
o Smell of gas. 
o Visible signs of structural deterioration or stress (new cracks in beams) in 

columns, large cracks in bearing masonry walls, basements walls and foundations. 
o Roof and exterior wall leaks (from deteriorated plaster and paint). 
o Flickering of light and shorts (frequent tripping of circuits or fuses). 
o Exhaust or supply fans nonfunctional (kitchen, furnace room, or other). 
o Plumbing and heating pipe leaks. 
o Security systems not functioning properly (locks, alarms, etc.) 

• Public Safety and Code Compliance 
o Doors marked as exits should be clear of obstructions and exit doors easily 

recognizable and operable at all times from within (unlocked or with panic 
hardware) during hours of occupancy. 

o Stairs and stair railings in sound condition. 
o Exit lighting, emergency lighting and equipment (fire extinguishers, etc.) should 

be fully operational. 
o Smoke and CO detectors installed where required (sleeping areas, furnace rooms).  

Periodic testing to be scheduled. 
o Keep mechanical rooms neat, with plenty of open space around boilers, furnaces, 

hot water heaters, electrical panels, etc.  Do not store flammable material here. 
o Proper storage of hazardous material (oil paints, cleanser, pesticides, etc.). 

• Scheduled Maintenance (seasonal, annual periodic) 
o Seasonal maintenance (at least annually) of all gas and oil fired heating equipment 

(furnaces, hot water heaters, etc.). 
o Monthly maintenance and checking of boilers (blow downs, water levels, etc.). 
o Quarterly site inspection tour by the responsible church committee, and 

preparation of annual maintenance priorities and budget. 
• Accessibility as required by law or program (rest rooms, public building levels). 
• Program Improvements:  new or reconfigured space or equipment for program 

strengthening. 
• Aesthetic improvements in addition to those associated with items above. 

 

Notes to Church Staff 

Church property maintenance can involve church staff on payroll in a variety of ways from that 
of property administrator to custodial and “Jack or Jane of all trades.”  In general, what applies to 
the Owner above applies to all administrative staff; what applies to Volunteers below applies to 
all hands on employees except to the extent that the church’s insurance policies do cover paid 
employees and may not cover volunteers.  It remains the local session’s responsibilities to 
provide for insurance coverage, appropriate hiring practices for contractors and professional 
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consultants and for the identification of facility needs for its ministries.  Because the governing 
body is likely to rely heavily on a property administrator, it is important that this person have at 
the time of hiring or soon be trained to have experience and qualifications needed for this 
position.  Once assigned these responsibilities, he or she should be given oversight of the 
projects, skills and procedures to be employed for volunteer property maintenance projects as 
well as contracted activities. 

Notes on Volunteers 

Volunteers (both brain and brawn) can be a valuable resource for the congregation and its 
property stewardship committees.  Their activities provide both a chance for fellowship and 
property improvement and beautification.  Unfortunately, they can also expose the volunteer to 
injury and disappointment and the building to damage and financial loss in cases where the tasks 
exceed a prudent appraisal of volunteer skills or inadvertently place the volunteer at risk.  Risk 
can occur for example by falling, by failure of deteriorated or misused equipment such as 
ladders, by exposure to hazardous materials or equipment.  For these reasons, many 
organizations maintain strict definition of the line between tasks for volunteers and tasks only for 
outside contractors. 

Special Report:  Building Condition Surveys 

In order to properly identify and document the condition of the buildings and grounds, as part of 
any initial walkthrough, the Committee may wish to engage a specialty consultant who is a 
qualified building professional.  This consultant may be an architect, and may be further 
qualified as a preservation professional.  This may be particularly important when your church is 
recognized as a historical building or landmark, and thus is subject to review and controls by 
agents of the city in which you are located. 

Among work reserved for outside contractors should be listed any work where the state or 
community requires licensed skills (e.g. electrical, plumbing, HVAC) or ladders or scaffolding is 
needed.  Though member may possess such license, the church is nonetheless obligated to 
comply with all local and state building codes and permitting requirements whether performed 
by outside contractors or church members. 
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B. HOW TO PROCEED WITH YOUR PROJECT 
 
The congregation is the steward of the buildings it needs for its ministries.  This stewardship is a 
necessary part of its overall ministry.  The Book of Order G-3.0201c defines this session 
responsibility:  To provide for the management of the property of the church, including 
determination of the appropriate use of church buildings and facilities, and to obtain property and 
liability insurance coverage to protect the facilities, programs, and officers, including member of 
the session, staff, board of trustee, and deacons. 
 
Purpose of this Guide 
 
Few church members start with a broad experience of facility management or construction.  
Property Support believes that a general introduction to the process and components of building 
projects, though familiar to some, may be of interest and use to members wishing to be of service 
on session, building committees, special project teams and trustees.  What follows in outline 
form is not meant to drain the well, rather to prime the pump and to invite inquiries.  (Please 
refer also to “Church Building & Grounds” above). 
 
Start with Questions 
 

• Are the right members and staff involved in the discussion? 
o Is there an established group charged with the care of the facilities (e.g. Buildings 

& Grounds Committee, Properties Committee, Trustees or other)?  Property 
Support believes that such a groups is essential, should feel called to the work of 
sheltering the mission of the church, that others should support, occasionally 
volunteer when asked, but not overly engage in the property planning and that 
session and others of the congregation might thereby be and feel freed for and 
undistracted from developing the congregation’s life and ministry. 

o If not, convene an appropriate representative group of at least 3-5 persons with 
appropriate talents and experience (where possible) along with church staff with 
related duties.  When ready, proceed. 

 
• Why this project now (a question of priority)? 

o Emergency?  A matter of public safety (for example: flammable materials hazard, 
blocked exit ways, exit and emergency lighting malfunction, security system 
malfunction?   A leaf in a roof or a pipe?  A sudden change in the structure (a new 
crack in a beam or brick masonry, falling plaster, etc.)?  Vandalism?  Flickering 
lights or frequent losses of power?  Building department notice? 

o Deterioration?  On-going deterioration, deferred maintenance? 
o Next project on the list of property needs?  Is this list current?  In addition to 

projects for general upkeep and repairs, this list should also include projects 
affecting the usability and efficiency of the buildings such as ease of maintenance, 
energy efficiency, accessibility, welcoming appearance, physical comfort. 

o Expanded or changing program needs? 
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• What kind of help do we need to understand or address these projects? 
o Emergency or deterioration:  Is the cause of the problem clear or is the apparent 

problem a symptom of a less obvious cause (for example: a hidden leak, a 
building settlement)?  For a “problem” a qualified referred contractor (roofer, 
plumbing, electrical, masonry repair, etc.) can usually provide a reliable 
recommendation and estimate for such work, if the church does not have a 
relationship with a satisfactory contractor, a first step will be to seek a 
recommendation from a nearby church of the Presbytery or local community or 
the Presbytery (See (C) “How to Select and Hire a Contractor” below).  However, 
with structural emergencies, it is recommended to schedule an inspection by a 
New York licensed structural engineer, a first step should be to seek a 
recommendation along with a specification for remedial work required which can 
be used for pricing and selecting a contractor as needed. 

o List of Property Needs:  How can we prepare this list and understand its 
implication?  A list should be prepared methodically by a small committee (e.g. 
Buildings and Grounds Committee, Trustee members) whose tasks should include 
to tour and inspect the church no less than once a year, to consult with the 
principal ministries (worship, Christian education, social ministries) to find out 
their current difficulties, hopes for improvements and specific needs, and to work 
with the appropriate governing body (session) to prioritize the list and to receive 
guidance on how to proceed. 

o Expanding or Changing Program Needs:  If we do not have a long-range 
program/facility plan how can we prepare one?  A “plan” begins with the “list”, 
but can best be defined with the help of an architect/space planner because of the 
benefits to be provided by someone who can provide alternate ways to meet needs 
and develop preliminary budgets.  Again, a first step is to seek recommendations 
for architects used by other churches to interview candidates and to establish or 
continue the list committee to work with a selected firm (See (D) “How to Select 
& Hire an Architect” below).  Fees spent for this process, if well completed, will 
save themselves many times over in any design and construction process they 
may follow.  If you believe that the time has come to embark on a design and 
construction process or that you need to improve the appearance of your current 
spaces, what process should you consider?  A “design” must meet practical, legal 
and aesthetic objectives.  For a substantial remodeling or construction of a 
facility, a team composed of a lead architect with engineers is the usual and tested 
way to proceed.  Again, the seeking of recommendations, the interviewing and 
negotiation process is important.  The architect will also guide the appropriate 
governing body and congregation through the technical and legal process of 
selecting contractors and meeting public and legal requirements (See (D) “How to 
Select & Hire an Architect” below). 

o The above description of HOW TO START (identify and address) a project is 
intended to provide a vocabulary to discuss this challenge and to seek guidance 
either from known contractors and professionals or from sister churches or the 
Presbytery. 
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C. HOW TO SELECT AND HIRE A CONTRACTOR 
 

The congregation is the steward of the buildings it needs for its ministries.  This stewardship is a 
necessary part of its overall ministry.  The Book of Order G-3.0201c defines this session 
responsibility:  To provide for the management of the property of the church, including 
determination of the appropriate use of church buildings and facilities, and to obtain property and 
liability insurance coverage to protect the facilities, programs, and officers, including member of 
the session, staff, broad of trustees, and deacons. 
 
Purpose of this Guide 
 
The purpose of this publication is to review the issues and procedures related to the selecting and 
hiring of a contractor or contractors. 
 
Construction Contractors 
 
Contractors specialize along lines similar to architects and engineers, general HVAC, plumbing, 
electrical and a variety of specialties.  Standards for Owner-Contractor Agreements are available 
through the American Institute of Architects (AIA).  When an architect is employed, he/she will 
normally guide the owner through a selection process.  Contractors must have evidence of 
licensing by the state and, where required, by the local community for the services they render 
and their insurance carriers should provide certification to the owner of insurance coverage 
naming the church as additional insured including commercial liability (including completed 
operations) and worker compensation. 
 
Maintenance Contractors 
 
Many churches employ custodial and grounds maintenance companies and have standing 
agreements with independent contractors for (for example) seasonal maintenance of HVAC 
systems.  All such relationships should have written agreements stipulating services provided, 
schedules, base fees and extras, liability insurance and bonding requirements. 
 
The Owner-Contractor Relationship 
 
In summary, the key factors in selecting and hiring a contractor are to establish: 
 

• What work is needed? 
• That the prospective contractor is experienced in the work. 
• That the prospective contractor is licensed and insured to perform the work. 
• That past client’s have been satisfied with the performance of comparable work. 
• That the price for the work is appropriate. 
• That the contractor cans schedule the work to coordinate with church calendar, weather, 

etc. 
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Many churches have established relationships with one or more contractors with whose services 
they have been satisfied in maintaining, servicing and repairing one or more of their heating, 
electrical, plumbing, security or roofing systems.  In most cases when the church has determined 
that work is needed, these churches consult with a particular contractor when determining the 
scope of work.  When the work is of modest scope, the trusted contractor will be contacted to 
perform the work either on a fixed price or time-and-materials (T&M) basis with a not-to-exceed 
price as appropriate. 
 
However, when a church has not established or has lost satisfactory contractor relationships or 
when the scope of work suggests a search beyond familiar firms, the church is faced with how to 
find a contractor on which to rely.   
 
When the work is of larger scope involving one or more than one contractor, it is prudent for a 
church to consider taking bids on a written Project Description prepared by a consultant or 
member knowledgeable about the work needed.  When only one type of contractor is needed, 
this description can often be provided by the church in consultation with a familiar or 
recommended contractor and give to two or three recommended bidders as a basis for bids and 
selection. 
 
However, if the work involves a major change of system or when more than one type of 
contractor is needed (e.g. general work, heating, plumbing and electrical), an architect or 
technically trained Project Manager should be retained to prepare a Project Description that 
coordinates the different trades and if needed to oversee the work in the field, the Project 
Description may include both written (specifications) and graphic (plans) elements. 
 
Selecting a Contractor 
 
As listed above, a contractor should be able to demonstrate: 
 

• A record of experience (5 years minimum suggested). 
• Insurance for commercial liability (See (F) “Contractor Information” below) and 

workers’ compensation (as required by NY law). 
• Copy of license for the trade for which they are being employed (state and, if required, 

local). 
• A record of Session for comparable work that the church may contact.  These should be 

requested by the Session and furnished by the contractor being considered. 
 
For Projects to Repair or Replace Deteriorated, Broken or Obsolete Items (e.g.: furnace or 
boiler, obsolete electrical service, roofs, exterior walls) 
 

• Mechanical, Electrical:  Prospective mechanical or electrical contractors should be 
interviewed, their recommendations taken under consideration, the best of these 
incorporated in a project description and distributed back to three prospective bidders for 
a firm proposal.  If a contractor recommends significant changes to the operation of the 
system, there can be benefits to having a professional mechanical engineer review the 
proposals and to consolidate the bids to avoid “apples and oranges” confusion. 
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• Roofing:  For re-roofing, the issue can be complicated especially for flat or low-slope 
roofs because there are a number of different types and proprietary systems of roofing 
offering different pros and cons.  Unless the church intends to replace a roof that worked 
well with an identical system, it may be worthwhile to employ a Roofing Consultant to 
analyze the church’s roofing need and provide a document for competitive bidding. 

• Exterior Walls:  Exterior masonry repairs need to have a Project Description that 
addresses adequate joint preparation (removal of loose and outermost ¾ inch of old 
mortar) and proper application of new mortar both for keeping water out and appearance.  
Not infrequently, deteriorated lintels over window and doors may need to be replaced as 
well as individual deteriorated bricks or stone replaced.  Because poor performance can 
ruin the appearance of a masonry wall, the selection of contractor and the review of prior 
work is very worthwhile.  There are many competent masonry contractors. 

• For other kinds of work, churches are invited to consult with the Property Support 
Manager for recommended procedures. 

 
Important Note on Low Bid 
 
If a low bid is surprisingly lower than two other bids, this may be a sign that some work has been 
excluded or misunderstood that may invalidate the bid; then, unless this discrepancy is clarified, 
the church should move to the second lowest bid.  Of particular concern are issues of public 
safety and/or code compliance that may be jeopardized by the search for a low bid or project 
economies.   
 
For Projects to Modernize or Upgrade or Replace Entire Systems 
 
In these cases, NYC licensed engineers (either in separate practice or employed by more 
sophisticated contractors) should analyze the systems (e.g.:  electrical, plumbing, heating, 
security or other) and, in consultant with the church, prepare a Project Description for obtaining 
bids as above. 
 
For Additions to or Remodeling of Buildings 
 
Because such work usually requires coordinated design and construction of the work of various 
trades, virtually every community will require that NYC licensed architects and engineers (See 
(D) “Hiring an Architect” below) be employed to provide services and documents needed to 
obtain building permits and to provide documents that require contractors to comply with codes 
and other aspects of public safety. 
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D.  HOW TO SELECT & HIRE AN ARCHITECT 
 
The congregation is the steward of the buildings it needs for its ministries.  This stewardship is a 
necessary part of its overall ministry.  The Book of Order G-3.0201c defines this session 
responsibility:  To provide for the management of the property of the church, including 
determination of the appropriate use of church buildings and facilities, and to obtain property and 
liability insurance coverage to protect the facilities, programs, and officers, including member of 
the session, staff, broad of trustees, and deacons. 
 
Purpose of this Guide 
 
The purpose of this guide is briefly to review the steps suggested in the hiring of an architect or 
space planner.  This process is fundamentally different from hiring a contractor who performs 
specifically described work.  The principal difference is that the architect is expected to become 
intimately familiar with the needs of the church, a close collaborator of the committee of the 
church assigned to work with him or whatever the project ends up being and to develop a 
comprehensive approach to the space and operational needs of the church, in whole or in part. 
 
The architect is licensed by the state to certify that he/she has passed educational and training 
requirements aimed at his/her technical understanding and competence of the various 
components of buildings and is charged by the state for compliance with building and zoning 
codes established to meet public health and safety and planning criteria.  The architect is 
expected to provide professional independent judgment in the sole interest of the owner free of 
prior commitment to any building system or product and receives no compensation from any 
supplier or contractor. 
 
The traditional functions (services) offered by the architect normally include space program 
development (new or remodeled space), schematic design (layout and shaping), definitive design 
(additional detail and primary building systems for structure, environmental control and et al.), 
construction documents (for use in bidding and construction), and construction observation.  An 
architect can also work as a member of a design build team, including a pre-qualified/pre-
selected contractor and other consultants as needed. 
 
Most architects work with independent consultants for structural and other building systems 
(heating, air conditioning, electrical, plumbing).  A church may have special needs requiring the 
architect also to procure and coordinate the services of specialty consultants in areas such as 
space acoustics, sound systems, special lighting systems, telecommunications and security. 
 
For these reasons, there is no substitute for getting referrals from previous clients, preferably 
churches or not-for-profit institutions, and based on these for taking the time to interview and to 
get to know the persons with whom the church will be working and hearing from them their 
reactions to your explanations of the church’s needs.  A successful selection process can begin 
whatever you plan to do on a positive footing and with the hope of ultimately meeting your 
goals, even if these goals change in the process. 
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The architect (and consulting engineers as required) must be currently licensed by the State of 
New York and its insurance carrier should be able to provide certification of commercial and 
professional liability insurance. 
 
Hiring the Architect 
 
Simply summarized, the steps in finding and hiring an architect (or other special consultant such 
as security, telephone) are: 
 

• Obtain from the appropriate church governing body authorization to seek a candidate 
form to recommend as architect. 

• Seek recommendations from other churches and not-for-profits. 
• Invite a few candidate architects to submit a letter of interest in working with you on your 

project along with documentation about their firm. 
• Based on the letters, invite three or four firms for an initial interview, discuss with them 

what they understand your project to be, how they would propose to work on the project, 
what services they normally would provide, who would be their responsible individuals, 
how they would propose to be compensated.  Obtain from them names of previous clients 
you can talk to. 

• If necessary, re-interview one or two firms, possibly visit their offices (recommended), 
and narrow the list to one firm to recommend to the appropriate governing board. 

• Based on approval by the appropriate governing board, often after meeting with the 
recommended architect, proceed with the owner-architect agreement.  This initial 
contract may be on a feasibility phase during which the scope of the project, the available 
resources and the schedule will be coordinated.  After this, a second contract can stipulate 
the details of the services needed through the end of project. 

 
The benefits of a successful owner architect relationship can be many among them: 
 

• A clear understanding of what the church’s goals imply about its building needs. 
• Efficient utilization of existing and proposed additional space. 
• A well-coordinated and contemporary building that can meet in addition public goals 

including energy savings, accessibility and compliance with local and state regulations. 
• An attractive and well accepted facility that augments the evangelical goals of the 

congregation. 
 
Engineers 
 
As mentioned above, professional consulting engineers specializing in soils and foundations, 
structural, heating and air conditioning (HVAC), plumbing and electrical systems are routinely 
employed as part of the architectural team and their services subsumed under the agreement 
between the owner and architect or hired as independent consultants.  Comments above 
regarding architect’s licensing, responsibilities, professional independence, insurance and stages 
of work apply as well to the professional engineer. 
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Special Consultants 
 
For many projects, special functions or systems require the services of special consultants.  
Common examples are the spatial acoustics of gathering spaces (acousticians), sound systems, 
special lighting systems, and security and telecommunications systems. 
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E.  SEASON MAINTENANCE CHECKLIST 
 
The congregation is the steward of the buildings it needs for its ministries.  This stewardship is a 
necessary part of its overall ministry.  The Book of Order G-3.0201c defines this session 
responsibility:   To provide for the management of the property of the church, including 
determination of the appropriate use of church buildings and facilities, and to obtain property and 
liability insurance coverage to protect the facilities, programs, and officers, including member of 
the session, staff, broad of trustees, and deacons. 
 
A Checklist for Fall Maintenance of your Building Exterior and Grounds 
 
Fall is a good time for a review of the exterior of your building facilities and the grounds that 
they sit upon should be paramount to your church’s building maintenance team.  If you don’t 
already have one, you should consider implementing a comprehensive Preventive Maintenance 
Program. 
 
Please refer to implementing a Preventive Maintenance Program which was written by Douglas. 
D. Chasick CPM, specifically for a new apartment complex.  The process he defines is very 
applicable to church building facilities.  It includes: 
 

• Identifying items to be included in your Preventive Maintenance Program. 
• Defining what needs to be done to each included item. 
• Determining how often the items need maintenance. 
• Creating a written schedule of inspections and maintenance. 
• Creating a written inspection and maintenance checklist. 

 
Implementing this program and preparing the results manual will prove a very useful tool for the 
operation and maintenance of your facilities, as well as providing the best planning tool to assist 
you in establishing your short-rang and long-range budgeting needs. 
 
Please also refer to the Repair and Maintenance Guide available online from the Partners for 
Sacred Places (www.sacredplaces.org).  Partners for Sacred Places is a national, non-sectarian, 
non-profit organization dedicated to the sound stewardship and active community use of 
America’s older religious properties.  Their mission is to provide assistance to the people who 
care for sacred places while promoting a new understanding of how these places sustain 
communities.  You will find extensive information about the need for and management of 
preventative maintenance, energy systems, all types of roofing systems, stained glass, fire 
prevention and other common issues, and you will also find recommendations for managing and 
administering this program. 
 
Landscaping and Grounds (site elements) 
 

• Parking Lots: concrete or asphalt, inspect for loose cracked parts, open joints and trip 
hazards, recoat asphalt as needed and restripe lines, including accessible spaces.  Check 
signs for damage. 

http://www.sacredplaces.org/
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• Public and Private Sidewalks and Driveways, including trench or other types of drains 
same as parking lots. 

• Snow Removal (provision):  where to pile, snow, protection for trees, shrubs and light 
posts – mark edges with flags (for plowing). 

• Landscaped Areas (winter protection):  lawn, trees, shrubs, flowers, leaves, mulch, winter 
pruning and snow concerns. 

• Fences or Retaining Walls:  structural integrity, any damage? 
• Irrigation Systems:  including hose bibs and automatic sprinkler system, bleeding of 

pipes for winter freeze protection. 
• Flagpoles:  remove flags and halyards? 
• Signage Systems:  including sermon board, any problems? 
• Exterior Electrical Outlets and Lighting:  building, parking lot, sidewalks, signage, GFl 

and exterior covers for receptacles, mark exterior lights for snow removal. 
• Playground and Equipment:  remove during cold weather. 
• Emergency Generators:  need to test during winter months. 
• Storage Areas:  permanent (trash and recyclables) and temporary (discarded items and 

dumpsters), accessibility during winter months. 
 
Exterior Structure (building elements) 
 

• Concrete and Stone Foundations and Crawl Spaces:  free from cracks, holes, shifting and 
water damage, inspect crawl spaces for dampness, vermin and rot.  Protect against 
termite invasion. 

• Exterior Stone:  wall, lintels, copings and other decorative elements, inspect for 
looseness, cracks, shifting, mildew, integrity of mortar and sealant joints.  Look for 
damage from vegetation.   

• Exterior Masonry Walls:  same as above, plus integrity of flashing, counter flashing, 
weep holes, and mortar and sealant joints.  Check for water infiltration adjacent to or 
below walls. 

• Wood, Metal or Vinyl Siding:  inspect for weatherproof and watertight integrity, 
including sealant joints, structural soundness, water damage and condition of painted or 
other finishes. 

• Historic or Traditional Stucco:  patch damaged areas as required, check for mold, 
blistering, cracking, delaminating, staining, flaking and detachment. 

• Porches, Entranceways, Balconies, and Fire Escapes:  inspect for structural integrity of 
element and its attachment to the building, check for cracks, rot trip hazards, security of 
any railings and steps, rust or other finish protection problems. 

• Roofing Systems:  should be inspected in early spring, late fall and especially during 
winter after heavy snowfalls and subsequent thaws. 

o Clay, Stone, Slate or Concrete Tiles:  check for loose or broken tiles, shifting, 
mildew and damaged flashing.  Inventory extra tiles. 

o Wood or Asphalt Shingles:  check for curled or missing shingles, loss of granules, 
excessive moss, damaged flashing, improper repairs that are no longer valid, and 
evidence of leaks to the interior. 
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o Flat Roof:  built-up, composite adhered or ballasted membrane, inspect for 
ponding, loose flashing and counter flashing, air pockets, blisters, cracking 
(alligatoring), debris (particularly blocking roof drains), ballast or pavers shifting 
or missing, previous repairs that are cracked and suspect of leaking, and 
protection of membrane. 

• Roofing Penetrations:  access hatches, elevator penthouses, skylights, flues, exhaust 
pipes, plumbing risers, electrical conduit, HVAC vents, TV antennas, etc., inspect for 
condition and stability of devices, integrity of collar flashing, finish condition and 
“clouding” of skylights.  Check for origin of known leaks below these elements. 

• HVAC Equipment Cabinetry:  installed on roofs, check for integrity of equipment 
housing (rusting) and roof supports, deterioration of pipe wrapping, flashings and 
electrical connections. 

• Elastomeric and Metal Flashings:  inspect for continuity for flashing, deterioration of 
joints, termination bar and counter flashing protection, and condition of any previous 
repairs. 

• Roof Drains, Scuppers and Gutters:  inspect for plugged drains and water infiltration 
below, look for missing elements. 

• Snow and Ice Melting Systems:  inspect electrical heating cable installed on roofs.  
Check any bird control devices (owls). 

• Exterior Doors and Frames:  swing, sliding, overhead, and fixed with aluminum, steel, 
wood and painted finishes.  Inspect for forced entry, leaks and weather stripping, 
condition of finishes and operation of door closers and screen/storm units. 

• Automatic Door Systems (for handicapped accessibility):  inspect for weatherproof and 
structural integrity, operation, security of controls and safety to users.  Contact installer 
for service. 

• Door Hardware:  lock and latch sets, check for correct operation, change lock cylinders as 
desired for security. 

• Chimneys, Bell Towers and Steeples:  inspect masonry or other cladding for structural 
integrity and weatherproof, inside of clay the flue for effluent buildup (clean), and 
lighting protection system. 

• Exterior Windows:  fixed, casement and sliding systems with screen/storm units, inspect 
for forced entry, leaks and weather stripping, condition and operation of hardware, and 
finishes. 

• Stained Glass Windows:  inspect condition of windows relative to any added protective 
glazing, including integrity of seal around windows, corrosion of metal supports, water 
damage to glass, clouding of added glazing and moisture penetration on interior surfaces.  
Recommend retaining independent consultant if any of these conditions exist.  May need 
to consider removing added glazing if it has been a contributor to the problems. 

• Security Systems:  contact service company for maintenance. 
 
Ask for the “Detail Inspection and Seasonal Maintenance Manual” from the Property Support 
manager at the Presbytery of NYC office. 
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F.  CONTRACTOR INFORMATION 
 
The congregation is the steward of the buildings it needs for its ministries.  This stewardship is a 
necessary part of its overall ministry.  The Book of Order G-3.0201c (see below) defines this 
responsibility of the session:  To provide for the management of the property of the church, 
including determination of the appropriate use of church buildings and facilities, and to obtain 
property and liability insurance coverage to protect the facilities, programs, and officers, 
including member of the session, staff, broad of trustees, and deacons. 
 
The Purpose of this Guide 
 
The purpose of this guide is to establish general guidelines for the church for insurance 
protection in its relationship to engaging outside individuals and/or contractors for service 
relating to maintenance, repairs and capital improvements to its facilities. 
 
Injuries to persons including third parties and damage to property are matters of serious liability 
for any church, large or small, struggling or well-established.  Such injuries or damage are not 
uncommon in connection with work done in connection with church facilities.  Whenever the 
church hires or renews the contract of a contractor for the purpose(s) of construction, 
remodeling, installing or service of equipment of any kind or purposes of maintenance or 
custodial work for their building or their grounds, the church should review with its insurance 
consultant/broker the coverage that they carry as the owner (the church) and that they should 
require of each contractor. 
 
It is strongly recommended that all contractors, regardless of size, have insurance coverage.  The 
church assumes responsibility and liability for uninsured employed contractors.  A small 
contractor can cause significant claim as well as a larger contractor, particularly if he carries no 
insurance at all. 
 
Church Insurance (general) 
 
Book of Order G-3.0201c:  “The session is responsible for the mission and government of the 
particular church.  It therefore has the responsibility and power….to provide for the management 
of the property of the church, including determination of the appropriate use of church buildings 
and facilities, and to obtain property and liability insurance coverage to protect the facilities, 
programs, and officers, including member of the session, staff, board of trustees, and deacons. 
 
Church Insurance (in connection with construction) 
 
Since special contingencies may arise in connection with construction and the hiring of 
contractors to work in or on the building and grounds, the church should consult its insurance 
consultant/broker about coverage addressing these contingencies. 
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Contractor and Subcontractor Insurance 
 
The church should procure from each contractor (have the contractor instruct its insurance 
company to transmit directly to the church and Presbytery) Certificates of Liability Insurance 
showing the contractor’s insurance coverage and showing in the box labeled Certificate Holder 
(named Additional Insured) the names and addresses of the church and of the Presbytery.  The 
SAMPLE FORM (Certificate of Liability Insurance) is an industry standard.  Again, consulting 
with the church’s agent is important since insurance requirements will vary depending on factors 
including, but not limited to the client, the contractor, the state in which work is being performed 
and the issuing insurance agency. 
 
Types of Coverage (refer to Sample Form) 
 

• General Liability:  Generally, these policies have limits of liability that are in effect per 
occurrence rather than per claim (like a professional liability policy, for example).  The 
limits of insurance required will vary as will any additional insured wording (see further 
notes below).  The church should consult with its insurance agent regarding the 
differences in coverage for the church and cost to the contractor of these limits of 
liability. 

• Auto Liability:  When auto liability coverage is required, the basic minimum required in 
generally hired and non-owned auto coverage.  Again, limits and additional insured 
wording may vary. 

• Excess Umbrella Liability:  This policy generally provides excess limits over the limits of 
the general liability policy.  Depending on the insurance company issuing the excess 
umbrella policy, limits can also apply over the limits of the auto and workers 
compensation policies as well. 

• Workers Compensation:  Generally, the bare minimum limits accepted are the statutory 
limits required by the state.  Statutory limits will vary state-to-state. 

• Additional Insured Wording (Certificate Holders:  church and Presbytery of New York 
City):  Some contracts may require additional insured status, usually with respect to 
general liability coverage.  Sometimes, additional insured wording is requested with 
respect to general liability and automobile liability as well.  Additional insured wording is 
not applicable to workers compensation or professional liability coverage’s.  Generally, 
the additional insured wording requirements are spelled out in a written contract between 
the client and the contractor. 

• The Bare Minimum:  To repeat:  the church should discuss with its insurance consultant 
the kinds and amounts of coverage it should require of the contractor.  In the absence of 
any other advice, the church should at least require policies for Worker Compensation (a 
state requirement) and for Commercial Liability in the amount of $1,000,000 (one million 
dollars).  These policies should be current, should not expire during the expected duration 
of their work or new certificates be received at the times of expiration and renewal, and 
should cover all workers issued to be employed by the contractor or its subcontractors for 
the work.  Certificates should be issued to the church and to the Presbytery of New York 
City (Presbytery of New York City, 475 Riverside Drive, Suite 1600, New York, NY  
10115, Attn:  Property Support Manager) as Certificate Holders by the contractor’s 
insurance agent.   
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G.  WORKPLACE ISSUES AND PCUSA 
 

The congregation is the steward of the buildings it needs for its ministries.  This stewardship is a 
necessary part of its overall ministry.  The Book of Order G-3.0201c (see below) defines this 
responsibility of the session.  To provide for the management of the property of the church, 
including determination of the appropriate use of church buildings and facilities, and to obtain 
property and liability insurance coverage to protect the facilities, programs, and officers, 
including member of the session, staff, broad of trustees, and deacons. 
 
In addition, the Book of Order F-1.0304 states:  The Great Ends of the Church are the 
proclamation of the gospel for the salvation of human kind; the shelter, nurture, and spiritual 
fellowship of the children of God; the maintenance of divine worship; the preservation of the 
truth; the promotion of social righteousness; and the exhibition of the Kingdom of Heaven to the 
world. 

The Purpose of this Guide 

The purpose of this publication to make available to Property committees the Principles of 
Vocation and Work adopted by our denomination as guidelines for its own workplace and 
employment practice and to the extent that a committee may discern its applicability, for the 
worker policy and employment practice of contractors they may consider for hiring. 

The Presbyterian Church (USA) approved at its 1995 General Assembly the following policy: it 
is the expectation that individuals and governing bodies will use the “Principles of Vocation and 
Work” for guidance. 

Principles of Vocation and Work (1995 Statement – PC (USA), pp. 426-427) 

• Vocation is a lifelong response to God in all aspects of one’s life.  Work, paid and 
unpaid, is an integral part of the believer’s response to God’s call.  One’s vocation may 
include multiple careers, volunteer opportunities, and should involve continual spiritual 
growth in every step of the life journey to which God calls us. 

• The social policy of the Presbyterian Church (U.S.A.) should seek to change work from a 
burden to a glad and collaborative response to Jesus’ transformative life and work of 
redemption.  Such good work contributes to the creation as well as to the economy, by 
providing not only the means for subsistence, but also a way to honor human dignity and 
participate in community life. 

• The church must seek to become a model employer by providing workers with adequate 
compensation, meaningful opportunities for participation in decision making, leisure time 
in which to participate in family and community life, and by developing a “…reasonable 
relationship between the highest and the lowest salaries paid to all church employees. 
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• The Presbyterian Church (U.S.A.) should provide educational materials so that its 

members can become informed voters and advocates for economic policies that will serve 
to alleviate poverty, empower marginalized groups, and generate environmentally 
sustainable economic growth around the world. 

 
• All sectors of society, including labor, management, and government, must be engaged in 

the task of economic renewal of our life together.  The Presbyterian Church (U.S.A.) 
should play a significant role as a catalyst for conversation among these sectors. 

• The social safety net that supports individuals, families, and communities suffering from 
economic dislocation must link both private voluntary agencies and the public sector.  
The church alone cannot provide an adequate safety net. 

• The foundation upon which all just employment policies are built is access to 
employment at a level of compensation that allows people to live in dignity and security.  
In a market economy, the private sector provides the majority of jobs, supported by local, 
state, and federal government policies designed to ensure that there is sufficient 
employment for all willing and able to be in paid employment.  The cost of such policies 
must always be weighed against the cost to society of allowing high levels of 
unemployment or underemployment. 

• Inequalities in compensation and working conditions demand the strictest scrutiny.  As 
our workforce becomes increasingly diverse, these concerns become even more urgent.  
Employment for persons who have suffered the injustices of prejudice and bias is the 
object of laws requiring affirmative action.  A political economic, and social system that 
translates unalterable human differences - race, ethnicity, gender, age, and physical 
ability – into occasion for oppression, exploitation, and hopelessness, is incompatible 
with Reformed theology.  Restorative justice is the paradigm for affirmative action.  It 
was God’s way of restoring the Hebrews.  We have been restoring the inherent freedom 
of all of God’s children. 

• All conditions of paid employment, including compensation and working conditions 
should sustain and nurture the dignity of individuals, the well-being of households and 
families, the social cohesiveness of communities, and the integrity of the global 
environment. 

• Justice demands that social institutions guarantee all persons the opportunity to 
participate actively in economic decision making that affects them.  All workers – 
including undocumented, migrant, and farm workers – have the right to choose to 
organize for the purposes of collective bargaining. 

• Domestic economic policies should be judged in the light to their effect on the most 
vulnerable groups of people in the society, including racial ethnic and national minorities, 
women, older and younger people, and persons with disabilities. 

• International economic policies should be judged in the light of their ability to raise the 
standard of living of the world’s most vulnerable groups, the human rights of workers, as 
well as of their effects on the global environment. 
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How these Principles may apply in practice to the Property committees is not a simple matter but 
suggest that the Presbytery and/or its churches may wish to give consideration to the following 
topics in interviewing a contractor and/or subcontractors prior to hiring: 

• That the contractor employ workers sufficiently trained in the trades for which they are 
employed. 

• That the contractor provide just compensation, worker’s compensation insurance, access 
to healthcare and safe working conditions at a fair level representative of the industry in 
general in a particular geographic area.  (See (F) “Contractor Information” above) for 
necessary commercial liability and worker’s compensation certification. 

• That the contractor not discriminate against workers based on race, religion, national 
origin, gender or any other characteristic for which the PCUSA itself seeks to avoid 
discriminatory practice in its own hiring. 

• To the extent that union worker membership and contractor hiring practices can facilitate 
meeting these criteria, that union contractors be employed where practicable, especially 
in larger, multi-trade projects. 

• Recognizing that the financial burdens of meeting these criteria can penalize smaller 
contractors working on smaller, less complex remedial and remodeling projects, that non-
union contractors, if being considered, be asked to explain that hiring and compensation 
practice to the extent necessary for the church or Presbytery to satisfy itself as to the 
equity with which workers working for the contractor, and thus indirectly for the 
PCUSA, are being treated. 
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H.  HOW TO SAVE ENERGY 
 
The Book of Order G-3.0201c:  “The session is responsible for the mission and government of 
the particular church.  It therefore has the responsibility and power….to provide for the  
management of the property of the church, including determination of the appropriate use of 
church buildings and facilities, and to obtain property and liability insurance coverage to protect 
the facilities, programs, and officers, including member of the session, staff, broad of trustees, 
and deacons.” 
 
Purpose of this Guide 
 
Next to staff compensation, the cost of energy to heat and cool churches is usually its largest 
expense.  It is also subject to large fluctuation form year to year.  The Guide means to offer a 
checklist of actions that churches have found effective reducing exposure to these costs, i.e.: 
ways to reduce energy use. 
 

• Lighting:  Use fluorescent or halogen lighting wherever possible.  Fluorescent lighting 
provides the same light levels as a fraction of the wattage and is available in a variety of 
colors such as warm, cool and daylight and lasts up to 10 times the life of an incandescent 
bulb.  In addition to the familiar tubes, a variety of small fluorescent bulbs are available 
with bases adapted to the sockets that incandescent bulbs use.  Fluorescent lighting can 
replace virtually all the general incandescent lighting currently used in work lighting and 
exit lighting except for special effects lighting (dimmable, focusable) that may be 
required for worship or performance.  Halogen lighting can provide dimming and 
directional lighting.  NOTE:  Safe disposal is a matter of concern for fluorescent lighting 
due to small amounts of mercury. 

• Temperature Setting:  For every degree cooler (in winter) and warmer (in summer) 
thermostats are set substantial fuel savings may be realized.  Economical, comfortable 
temperatures in occupied spaces are considered to be 68 degrees in winter and 72 in 
summer; both can be further adjusted to be more economical, especially in winter when 
sweaters are available.  To maintain these settings under the control of the Buildings & 
Grounds Committee, it is advisable to cover thermostats with the transparent thermostats 
guards available. 

• Temperature Control:  Most church spaces are used in a ranging from a low of Sunday 
morning (about 6 hours) up to about 10 hours seven days a week (70 hours) for a church 
with many pastoral and social programs.  Either way this is a fraction of the 168 hours in 
a week.  To control fuel costs, it is essential to reset the thermostats (setback) during 
unoccupied hours.  The best way to do this is to use 7-day programmable thermostats that 
are readily available; these will allow the church to set the temperatures for each 
temperature zone in the building (including lead times for early warm up or cool down) 
for every hour of a typical week along with a short term override when needed. 
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Because of the risk of freezing piping (plumbing or heating) especially next to outside walls, the 
following winter set back guidelines should be followed: 

• When exterior temperatures in a 24 hour period are set back no lower than: 
o Above 32 degrees F.   50 degrees F. 
o Above 0 degrees F.   55 degrees F. 
o Below 0 degrees F.   60 degrees F. 
o Below minus 20 degrees F.  Do not setback 

 
Programming Building Use 
 
Churches challenged with fuel cost have also found it helpful to: 

• Coordinate building use (committee meetings, etc.) so as to maximize setback hours.  Of 
course, it would preferable to increase congregational and mission use of the facility for a 
more active ministry. 

• In multi-zone building (with more than one thermostat) to locate activities within a 
limited number of zones (one or more) so as to allow setback temperatures in the others. 

 
Building Construction 
 
Temperature transfer from exterior to interior is the reason we need to heat and cool buildings.  
Further economies may therefore be realized by: 

• Weather stripping doors and windows. 
• Installing insulating glass windows (which will also eliminate most drafts). 
• Installing insulation when re-roofing or renovating the inside of exterior walls. 
• Installing more efficient heating systems when upgrading or replacing components 

payback varies by building and system. 
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III. MARTINEZ FUND MATCHING GRANT 
 

MARTINEZ FUND MATCHING GRANT 
A matching-grant fund for PNYC congregations 

475 Riverside Drive, Suite 1600 New York, N.Y.  10015 
(212) 870-2221 – PMoore@presbynyc.org 

 

A.  GUIDELINES 
 
Amount of Grant:  Grants are for a Minimum of $5,000.00; Maximum of $20,000.00. 
 
Application Considerations: 

• A member Congregation of the Presbytery of New York City can receive only one 
Martinez grant in any three year period. 

• Applicant Congregation’s annual operating income cannot exceed $275,000.00/year. 
• The Martinez grant can fund no more than 2/3 of the project cost, up to a limit of 

$20,000.00.  (Due to limited funding and high demand, a grant at limit is rarely granted). 
• The applying Congregation must show as part of its application that it can provide 1/3 of 

the total project cost in matching funds. 
• Application for Martinez funds must be authorized by a recorded vote of the 

Session/Church Council. 
• Application must include evidence of a bidding process where at least three bids for the 

same work are considered by the Session/Church Council.  Session/Council Minutes 
must reflect consideration of the competing bids including a recorded vote of the 
Session’s final choice from among the bids. 

• Work must be done by a qualified, licensed, full insured entity.  Evidence of insurance 
and license is required with the grant application.  Both the Congregation and Presbytery 
must be named in the insurance certificate as additionally insured. 

• Completed application must be signed by both the Moderator and Clerk of Session. 
• Incomplete applications may be delayed and/or rejected. 

Grants can be given for: 
 

• Emergency repairs, particularly for safety (roof, boiler, sidewalk, gas/water, etc). 
• Deferred maintenance (interior and exterior renovation, landscaping, etc). 
• Capital improvements to the Congregation’s property (energy savings, accessibility, etc). 
• Mission (improvement of building resources to improve or expand ministry. 
• Other property and building related repairs or improvements. 
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Members of the Martinez Matching Grants Committee: 

• Two members from the Committee on Mission, Finance & Corporate Responsibility. 
• One member each from the Committee on Congregational Ministry and Nurture 

(CM&N), and Committee on Ministry (COM). 
• The Executive Presbyter or Designee (ex-oficio without vote). 
• Property Consultant (provides technical and administrative support without vote). 

Grant Payments: 
• Martinez Grant payments will be disbursed to grantees according to this procedure: 

o At the time the first payment is made by the congregation to the contractor, the 
Clerk of Council/Session should submit a cancelled check or receipt with a letter 
informing Presbytery that the church has made at least 1/3 initial payment for the 
work to be done. 

o The Presbytery will disburse 50% of the granted amount upon receipt of a notice 
of initial payment to contractor. 

o After the contracted work is completed, the Clerk must inform Presbytery by 
email or letter that the work has been completed. 

o At discretion, the Presbytery may schedule an opportunity to inspect the 
completed work. 

o Following inspection by the Presbytery’s Property Consultant, the second 50% of 
the granted amount will be disbursed. 
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B. APPLICATION DUE DATES 
 
Please contact the Presbytery Office for application due dates. 
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C.  APPLICATION CHECKLIST 
 
The following documents must be submitted with the grant application: 

• Bids.  Provide one proposal each from at least three qualified contractors/specialty 
tradesperson or vendors who are qualified to do the work.  The bids must be for the same 
work (apples-to-apples). 

• License and Warranty.  Bids should be from entities properly licensed by the NYC 
Department of Consumer Affairs.  The bids should include DCA license numbers and 
provide any information about any applicable warranty and/or guaranty in writing. 

• Workmen’s Insurance.  Provide a Certificate of Workmen’s Compensation Insurance 
from your chosen contractor. 

• Liability Insurance.  Provide a Certificate of Comprehensive Liability Insurance from 
your chosen contractor that names your Congregation and The Presbytery of New York 
City as additional insured’s (payee). 

• Insurance Throughout Term of Project.  All insurance must be in effect at the time of 
application for grant, and provide coverage throughout the duration of the work. 

• Congregation’s Funding.  Provide verification that congregation’s share of the matching 
funds is in hand to begin the project.   

• Minutes.  Provide a copy of relevant Session/Council minutes regarding the 
consideration/discussion and votes regarding project. 

• Income.  Provide the last two years Statement of Congregation’s Income and 
Expenditures, or annual reports. 

• Membership.  Provide membership figures. 
• Balance Sheet.  Provide the Congregation’s most current church balance sheet 

(Statement of Financial & Investment Accounts). 
• Denominational Linkages.  Provide a statement detailing current status of payments for 

Presbytery per-capita, pastor’s pension/pulpit vacancy dues, Session Records Review 
results, and/or outstanding loans. 

• Contact Information.  Provide the name of person selected by Session/Council to be the 
contact person with regard to this grant proposal (in case there are additional questions). 

• Submit.  Submit complete package to Presbytery Offices, c/o Martinez Grant 
Application.  Keep a copy of package for the church’s records. 
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MARTINEZ MATCHING GRANT AWARD – APPLICATION 

 
Church Name: ________________________________________________________________ 
Church Address: ______________________________________________________________ 
Borough: ________________________Block #_________________Lot#_________________ 
 
Average number at Worship on Sundays__________________________________________ 
 
Nature of the Project (describe in detail on separate page) 
 
Is your session current with: 

• Loans?__________ if not, please explain on separate page 
• Per Capital?__________ if not, please explain on separate page 
• Session Records Review?__________ if not, please explain on separate page 

 
Total Cost of Project (based on selected proposal): $____________________ 
 
Amount Requested from Martinez Fund:  $__________________________ 
 
Date Application was Approved by Council/Session: __________________ 
 
Name, Phone & Email of Session/Council-Designated Contact Person:  
 
______________________________________________________________________________ 
 
Moderator (name):      Clerk (name): 
 
__________________________________   ______________________________ 
 
 
Moderator’s Signature (and date):    Clerk’s Signature (and date): 
 
__________________________________   ______________________________ 
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IV. CHURCH FACILITY MAINTENANCE PROFESSIONALS 
 

A.  CHURCH SEXTON JOB DESCRIPTION 

The position has always been known as “Sexton.”  The purpose of the position is “to provide 
general maintenance and cleaning for church grounds, building, and its contents.”  Webster 
describes a Sexton as a church officer or employee who takes care of the church property.  We 
can sum it up this way “If it’s a routine mechanical, electrical, or housekeeping item, the 
“Sexton” will handle it.  If it’s broken, the “Sexton” will fix it or have it fixed, but if it costs 
more than $50, ask the Trustees first!” 

The list of responsibilities includes: 

• Mechanical (HCAC ) systems (i.e., operation, minor maintenance, improvements, 
procedures, etc.) 

o Chiller(s) and cooling tower(s) 
o Boiler(s) 
o Heating, ventilation, and air conditioning units 
o Hot water systems 
o Kitchen equipment 
o Piping Systems (i.e., gas, water, fire protection, and sewer systems) 

• Electrical & Instrument Systems (i.e., operation, minor maintenance, improvements, 
CBA’s, etc.) 

o High voltage distribution system 
o Low voltage security/communication system(s), and fire alarm system 
o Telephone wiring and computer LAN systems 

• Liaison w/Routine Contract Maintenance & Supply Companies (to service the 
building/equipment/grounds) 

o A-1 Fire and Safety Company 
o Clegg’s Termite and Pest 
o Greenville Contractors 
o Piedmont Mechanical Contractors 
o State Chemical Company 
o A & B Cleaning Service 
o Etc. 

• Ordering/receiving supplies and equipment for maintenance and upkeep of church 
property 

• Appearance, security, and fire protection for the building/equipment and grounds 
• Logistics for events on church calendar (chairs/tables, lighting, acoustics, audio/video, 

etc.) 
• Emergency response team member during bad weather, or property/grounds emergency 
• Building & Grounds tasks not handled by a contract service and/or church volunteer(s) 

o Replacement of ceiling light bulbs (within reach) 
o Picking up trash on grounds and taking articles left in Church to lost and found 
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o Returning Sanctuary/Pulpit/Choir area(s) to a neat and orderly state on Monday 
following weekend use 

o Work order request from the church office 
o Taking out the kitchen trash the next morning after a meeting or event where food 

is served 
o Local errands or trips that are needed by the church 
o Etc. 

 
The Sexton’s schedule of responsibilities is fairly routine but allows for flexibility depending on 
church use and needs.  Some tasks are done daily such as picking up trash on the grounds, others 
are done every other day, weekly, monthly, semi-annually, annually, etc. depending on the 
specific task.  Summers have less activity from outside groups and meetings so tasks such as 
painting, inspections, and other project work could be accomplished during this time period. 
 
The Sexton will work a reduced schedule Monday through Friday with time off for coverage on 
a Sunday and/or evening event. 
 
The Sexton will report to the Church Business Manager and work closely with the Chairs of the 
Building and Grounds and Trustee Committees.  These leaders will participate in an annual 
performance evaluation and will provide direction on priorities as they relate to their committees. 
 
The above listing of tasks is not all inclusive but rather a sampling of the types of work and 
responsibilities intended for this position. 
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V. NOT-FOR-PROFIT LEASE INFORMATION 
 

A.  GUIDELINES: NOT-FOR-PROFIT SPACE AND COST ALLOCATION 

To Calculate Space Usage in Not-for-Profit Leased Space 

• 100% Exclusive Head-Start Use – All space 100% exclusive to Head Start use, including 
classrooms, children’s bathrooms (inside or outside of classrooms), adult bathrooms, 
storage spaces, closets, janitor’s closet, corridors, kitchen, offices, parent’s room, therapy 
rooms (if applicable) and outdoor play space. 

• Common Areas – Common areas are spaces that include vestibules, corridors, stairways 
shared with other occupants.  These and any other areas not 100% exclusive to Head Start 
use shall be cost allocated based on the percentage of Head Start usage.  This does not 
include gymnasiums, auditoriums, or cafeterias (these spaces can be calculated as in-kind 
contributions). 

Space is measured by inside face of interior walls.   

To Arrive at Space Usage 
 

• Compute total interior space 
• Compute total exclusive Head Start space 
• Compute total common area space 

Based upon the above space usage, determine Head Start space as a percentage of total space. 
 
 TOTAL EXCLUSIVE HS SPACE 
 TOTAL INTERIOR SPACE   (MULTIPLY BY 100) = HS SPACE % 
 
Apply this percentage against total Head Start shared space to determine Head Start percentage 
of shared space. 
 
For Not-for-Profit Leased Space, Head Start reimburses the landlord or operational costs for the 
space that Head Start occupies (that is what is considered “rent”) 
 
Guidelines for Determining Current Annual Space Costs (below are the categories that are 
considered as operational expenses for the annual space costs) 
 

• Mortgage 
• Insurance 
• Taxes (if any) 
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• Water rates and sewer rents (if any) 
• Equipment service and/or maintenance service contracts (if any) 
• Capital improvements 
• Periodic maintenance and repair 

 
Utilities Cost Allocation 
 
To arrive at utilities usage, as with space usage, apply the Head Start percentage of total space 
against utility costs.  Where Head Start hours of use differ from that of other occupants, the 
percentage Head Start utility costs shall be adjusted to reflect actual Head Start hours of use. 
 
Guidelines to Determine Utility Costs (below are the categories that are considered as 
utility costs) 
 

• Fuel oil 
• Gas 
• Electricity 
• Steam (if any) 
• Water (where applicable) 

 
All operational costs must be justified with one (1) year of documentation, i.e., copies of bills, 
invoices, statements, etc. 
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B.  NON-EXCLUSIVE LICENSE AGREEMENT (SAMPLE) 
 
 
Made this day of July 1, 2004, between the EXAMPLE PRESBYTERIAN CHURCH (EPC), a 
New York State Religious and Not-For-Profit Corporation with office at 123 Main Street, New 
York, NY 10000, hereinafter referred to as Licensor, and ELPMAXE SENIOR CENTER & 
SERVICES (ESCS), with its principal office at 123 Main Street, New York, NY 10000, 
hereinafter referred to as Licensee, 
 

WITNESSETH 
 
THAT Licensor hereby Licenses to Licensee and Licensee hereby uses with Licensor’s express 
consent certain portions of the building premises owned by the EXAMPLE PRESBYTERIAN 
CHURCH at 123 Main Street, in the Borough of Manhattan, City, County and State of New 
York, hereinafter referred to as the Premises, to continue to be used and occupied by Licensee, 
for certain senior citizens program activities and for other related activities for a term to 
commence on July 1, 2004 and end of June 30, 2008, unless sooner terminated as hereinafter 
provided.  The annual contribution for 2004/5, for use and occupancy, shall begin at $93,287, 
and with the occupancy reimbursement to escalate at 2.5% per annum, upon the anniversary of 
this agreement, and the utility contribution to be evaluated annually.  The initial 2004/5 
contribution represents $64,787 for occupancy reimbursement and $28,500 in utility 
reimbursement.  The contribution for occupancy for 2005/6 will be $66,406 and for utilities an 
80/20% of actual costs per month.  The contribution shall be payable in twelve (12) equal 
monthly installments, which shall commence at $66,406 for use and occupancy, and escalate 
thereafter, each year on the 1st day of the new fiscal year during the term of this agreement. 
 
This agreement may be renewed for a successive three year period, or for a longer agreed upon 
term, with the contribution commencing at the annual use and occupancy herein state, plus an 
additional 2.5% increase each year thereafter for occupancy and during said successive renewal 
terms and on such other terms and conditions as may be mutually agreed upon by the parties. 
 

LICENSOR COVENANTS AND AGREES 
 

I. To comply with all requirements, rules, laws, regulations and orders of Federal, State or 
City Departments having jurisdiction over the licensed premises during the term 
hereby granted and to properly remove all violations which may be placed against the 
licensed premises or the real property upon which it is annexed, violations caused by 
Licensee and or its agents or assigns, shall be abated at the sole expense of Licensee.  
Should the Department for the Aging (Primary Program Funder) replace the Licensor 
with another comparable contractor, this agreement may be assigned to the 
replacement Licensee. 

II. To maintain the premises in good order and condition and to perform and provide the 
following acts and services: 

2.0 Maintain and repair the heating system and supply a sufficient amount of heat to maintain 
a constant temperature, during agreed hours of operation. 
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2.1 Supply adequate safe and sanitary water for drinking purposes, and sufficient hot and 
cold running water so as to enable Licensee to maintain health and sanitary conditions 
in the licensed premises. 

2.2 Supply Licensee with a designated space for garbage receptacles of adequate size and 
adapted to the use of Licensee.  Licensee shall store and keep said receptacles in a 
safe and sanitary manner and shall ensure adequate safe and sanitary removal of the 
contents of said receptacles.  Licensee shall supply appropriate metal receptacle bins. 

2.3 Shall allow for sufficient security to reasonably prevent unauthorized persons from 
entering the premises and permit Licensee to maintain electronic security system 
currently in operation.  Any changes to security system are to be presented to 
Licensor for approval prior to implementing. 

2.4 Make all exterior and interior building repairs other than those made necessary through 
the negligence of Licensee or are the responsibility of the Licensee under the terms of 
this agreement.  Subject to prior approval by Licensor, Licensee may place upon the 
building in convenient place such signs and advertisements as shall be reasonable in 
size and appearance but Licensee shall remove any and all such signs and 
advertisements and restore the places of display to their prior condition, after 
reasonable notice from Licensor, which notice shall not be less than two weeks. 

2.5 Arrange and pay for snow removal, and sidewalk and parking lot maintenance on 
Saturdays and Sundays. 

 
THE PARTIES AGREE 

 
III. Either party reserves the right to seek to enforce any duty breached by the other party in a 

court of law or equity or proceed against the breaching party for damages after reasonable 
notice to the offending party, to cure said breach, and after reasonable time said breach 
remains uncured. 

IV. Upon or before expiration of this agreement Licensee shall quite the licensed premises, in 
which event the duties and obligation of Licensee imposed by this License Agreements 
shall cease.  Any use and occupancy due and owing for the month in which Licensee 
shall vacate said Premises shall be paid in full if Licensee has not vacated the Premises 
by on or before the 1st day of the month. 

V. Licensee shall not permit any expenditure for or construct any significant physical 
improvements or repair work upon the licensed premises for any purpose without the 
express and written approval of Licensor.  Any work deemed necessary will be executed 
under the direct supervision of Licensor, which supervision includes the approval of the 
contractor or personnel to perform such work.  Licensee shall bear the full cost and 
expenses for such work.  Licensee agrees to bring any work deemed necessary to the 
attention of Licensor. 

VI. In return for Licensee’s contributions for the use and occupancy and its performance of 
the covenants herein, Licensee shall have quiet enjoyment of the designated areas for the 
uses and purposes stated herein between the hours of 5:30 a.m. and 4:30 p.m., Monday 
through Friday with Wednesday hours extended to 7:00 p.m., as well as the second and  
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fourth Saturday of each month from 10:00 a.m. to 3:00 p.m.  Exceptions are the legal 
holidays, and other days when the Senior Citizen activities program is not in session, 
which are identified in the annual schedule submitted by the Licensee to the Licensor for 
approval.  Licensor may use the licensed premises during the time the licensed premises 
are not being used by Licensee.  The designated areas on the first floor shall include the  
kitchen, dining hall, gymnasium (prep area), fellowship hall, coat room, bathrooms, 
offices, meeting room, closets and hallways.  The second floor shall include the music 
room and bathrooms.  The third floor shall include offices, meeting room, bathroom and 
hallway; and on the basement level, shall include a food storage area and closets.  The 
outdoor space shall include the outdoor sitting area and use of the parking lot during 
hours of operation with the exception of two designated parking spaces reserved for use 
by the Licensor at all times.  Licensee may leave program vehicle in a secured parking lot 
at any time not in use, provided the vehicle is fully registered and insured.  Licensor may 
use any and all of the licensed areas when Licensee’s senior citizen’s program is not in 
session.  Licensor may use any and all of the licensed areas during times not designated 
for exclusive use by the Licensee within this agreement or when Licensee’s senior 
citizen’s program is not in session and when said use shall not conflict with Licensee’s 
preparation for use. 

VII. Licensee will at all times clean and restore any area after it is used by Licensee so that it 
is left in reasonably the same condition in which it was found.  The same applies to 
Licensor. 

VIII. Licensee agrees and understands that they will provide the Licensor, prior to or upon 
signing of this License Agreement, the most recent keys and written key schedule to all 
the spaces occupied by Licensee.  If such keys are not provided, Licensor may when 
appropriate enter and use the licensed space and Licensee agrees to pay for any lock 
replacement or other damage to the doors or entrance associated with obtaining access to 
the premises. 

 
LICENSEE COVENANTS AND AGREES 

 
IX. To make contributions for the use and occupancy at the time specified herein at 

Licensor’s address hereinbefore set forth or at such other address or addresses as may be 
designated by Licensor. 

X. That the expiration of the term herein granted, Licensee shall quit and surrender said 
premises in good condition as reasonable use and wear thereof will permit, damage by 
the elements excepted.  Licensee will not remove any fixtures, or improvements made to 
Licensor’s property without prior consent from Licensor.  Licensee will remove all waste 
and materials and leave premises in a clean and operational condition for Licensor’s use.  
If any fixtures or original structures are to be removed, Licensee agrees to replace them 
with the original or similar fixtures in good visual and usable condition. 

XI. Considering that ESCS have met the security by diligent payment of occupancy cost in 
the first year and we expect that to continue into the future, the security payment is 
waived.  In the event that costs of restoration arise, Licensee shall make timely payment 
to Licensor for the amount required. 
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XII. Licensee shall maintain adequate liability insurance and Licensor as an additional insured 
and hold Licensor harmless against all claims for all injuries resulting from Licensor’s 
acts or negligence in connection with the occupancy or use of the premises.  Licensee 
shall provide to Licensor current certificates of insurance upon execution of this 
agreement. 

XIII. Licensee shall provide for extermination services and take all necessary steps to ensure 
that the areas used exclusively and primarily by the Licensee remain free of vermin and 
insect infestation.  Licensee shall make every attempt to comply with reasonable 
standards of health and sanitation. 

XIV. Licensee shall provide all janitorial service and garbage removal for the licensed space, 
and shall maintain and repair the electric and lighting systems and plumbing system 
including fixtures, in the men’s and ladies’ bathrooms and kitchen, all at its sole cost and 
expense. 

XV. Licensee shall arrange and pay for snow removal, and sidewalk and parking lot 
maintenance on Mondays commencing 12:01 a.m. through Friday ending 5:00 p.m. 

 

THE PARTIES HERETO MUTUALLY COVENANT AND AGREE 
 

XVI. Licensee shall not assign, mortgage, sublet or underlet or transfer this Agreement, except 
DFTA shall reserve the right to replace Licensee with another contractor, which meets 
the approval of the session of EPC, for any unexpired term in this agreement. 

XVII. Any notice required to be given shall be in writing and shall be delivered or sent by 
certified mail addressed to the respective party at the address herein before set forth. 

XVIII. The invalidity or unenforceability of any provision of this agreement shall in no way 
effect the validity or enforceability of any other provision hereof. 

XIX. This instrument sets forth the entire agreement between the parties, superseding all prior 
agreements and understandings, written or oral; and may not be altered or modified 
except by a writing signed by both parties. 

XX. This agreement shall be binding on the parties hereto, their successors, legal 
representatives or assigns. 

XXI. In the event that at any time during the term hereof and by reason of the Licensee’s use 
and or occupancy of the demised premises, the Licensor’s exemption from real property 
or other taxes shall be changed or terminated so that a real property or other tax be paid 
by the Licensee.  In the event the Licensor makes such a demand upon the Licensee for 
the payment of any real property or other taxes levied in connection with or becoming a 
lien on the demised Premises, Licensee shall pay the same within ten (10) days after such 
demand.  Licensor shall make prompt application to restore such exemption, and pursue 
the same diligently as additional use and occupancy and with continuity, but at the 
expense of the Licensee. 

XXII. The Premises to be used and occupied by Licensee as hereinbefore described interior 
space and 1500 sq. feet of outdoor space, consisting of parking, seating areas and ramped 
walkways.  It is further understood and agreed that Licensee shall be responsible for the 
care, supervision and custody of the senior citizens in its charge on Licensor’s premises.   
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Licensee shall provide to Licensor a current copy of the insurance coverage it maintains,  
as provided in Licensee’s purchase of service agreement with New York City Department  
for the Aging, as well as registering Licensor as additional insured on all its policies. 

XXIII. Licensor is a Not-for-Profit Corporation exempt from income taxation pursuant to 
Section 501(c)(3) of the Internal Revenue Code. 

 

 
________________________________  ____________________________________ 
For Example Presbyterian Church   For Elpmaxe Senior Center & Services, Inc. 
 

 
________________________________  ____________________________________ 
Print Name and Title                     Date  Print Name and Title                              Date 
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VI. LOAN POLICY 
 

(Currently under review and subject to change by the Loan Committee) 
(December, 2015) 

Presbyterian of New York City – Loan Policy – Including Loan Guarantees and Emergency 
Loans (3/13/01) 

1.0 Governing Philosophy and Structure 

1.1 Presbytery loan funds are a trust to be administered in faithfulness to Jesus Christ, in 
commitment to the mission of the Church, in observance of state law, and in full 
awareness of the many and competing needs our churches face as they minister in 
New York City. 

1.1.1 The potential needs of our member churches for financing, whether 
through grants, loans or guarantees, far outstrip the Presbytery’s current 
resources.  Presbytery’s capacity for providing such financing is 
effectively limited to what can be made available from the operating 
budget and the unrestricted endowment. 

1.1.2 Borrowing churches are expected to covenant with the larger church to 
apply loans faithfully to the specific mission uses for which they are 
granted and to repay loans in a timely manner.  Failure to do so erodes 
Presbytery’s ability to support the future mission needs of other churches. 

1.1.3 The Sessions of a borrowing church is therefore required to reaffirm, by 
resolution, their church’s outstanding loan and guarantee obligations 
annually. 

1.2 Presbytery has determined to finance loans and encumbrance guarantees to member 
churches from endowment.  Presbytery views its endowment as a covenant among the 
generations of the church, balancing its use for present day mission with the 
responsibility of stewarding resources for those who will come after us.  Loans and 
guarantees are an investment by the larger church, from its endowment, in the 
mission of particular churches. 

1.2.1 Current constraints on Presbytery’s operating budget preclude financing 
loans and guarantees from operations unless revenues are increased (e.g. 
by raising apportionments) or expenses reduced (e.g. by eliminating staff 
or cutting into other mission programming). 

1.2.2 Presbytery loan policy is intended to be consistent with Presbytery’s 
overall policies on managing the endowment. 
1.2.2.1 To that end, the Board of Trustees is charged with establishing, 

from time to time a maximum amount of endowment funds 
available for loans and guarantees consistent with sound portfolio 
management; an annual loan budget; credit criteria; rates and fees 
applicable to loans and guarantees; and such other lending 
guidelines as it may deem necessary. 
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1.2.2.2 The interest rates and guarantee fees paid by borrowing churches 

shall be adequate to replace the income Presbytery would 
otherwise gain from these funds in fixed income portfolio 
investments. 

1.2.2.3 Borrowing churches shall also absorb the expenses of 
administering the loan program, including site visits, lawyer’s fees, 
appraisals and other closing costs. 

1.2.3 Presbytery may from time to time make provisions in its operating budget 
for direct grants to borrowing churches in order to reduce interest rates or 
absorb closing costs. 

2.0 Application Process 
2.1 In the interests of equity and good stewardship, competing requests for loans and 

guarantees will be evaluated against one another and in light of overall Presbytery 
mission priorities. 

2.2 Primary responsibility for this review is vested in the Presbytery Loan Processing 
Group, comprised of the Chair of the Property Committee of the Board of Trustees 
(who shall serve as Chair), the Chair of the Council for Congregational Ministry and 
Nurture (CM&N), the Chair of the Committee on Ministry (COM), the Chair of the 
Council for Administrative Support and Services (CAS), the Executive Presbyter, the 
Treasurer of three additional representatives, one each from the Board of Trustees, 
CM&N, and COM.  The Associate for Finance will be non-voting staff to the Loan 
Processing Group.  The parties mentioned may send designees. 

2.3 The Loan Processing Group will evaluate for loans and guarantees twice a year, with 
application deadlines of April 1 and November 1.  An application must be complete 
by these deadlines in order to be considered, and otherwise will be deferred until the 
next year. 

2.3.1 The primary contact with the applicants will be the Associate for Finance 
in the executive office of the Presbytery.  All questions should be directed 
to that person. 

2.3.2 Applications for loans shall be submitted to the Associate for Finance in 
the office of the Presbytery located at 475 Riverside Drive, Room 240, 
New York, NY 10115.  All applications shall be submitted on the 
appropriate form with all required documents.  (See attached list) These 
may be obtained from the Associate for Finance by calling (212) 874-2221 
ext. 7. 

2.4 The Loan Processing Group will consider each application according to the criteria 
specified in this policy and develop from among them a slate of recommended loans 
and guarantees that does not exceed the loan budget for that period established by the 
Board of Trustees.  In developing its recommendations, the Loan Processing Group 
will verify that all documents have been properly submitted and may, as it deems 
necessary, make site visits and meet with representatives of the applicant church. 

2.5 The recommendations of the Loan Processing Group go directly to Presbytery for 
final approval. 

 
3.0 Loan Criteria 

3.1 In acting upon a church’s request for a direct loan, or a guarantee of a loan from 
another source, consideration will be given to the following factors: 
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• The church’s role in serving the community; 
• The church’s role in fulfilling the mission priorities of the Presbytery, including 

all reports required by the Presbytery; 
• The willingness and ability of the church to meet its financial obligations, 

especially apportionments; 
• The quality of financial management, including preparation of satisfactory 

budgets, timely financial reports, etc; 
• Satisfactory explanation of intended use of the loan proceeds; 
• Satisfactory explanation of source of funds to assure ability to repay any loan; 
• Availability of alternative sources of financing (including alternatives to direct 

loans or guarantees, such as leasing). 
 
4.0 Loan Structure 

4.1 All loans will be self-amortizing and payable monthly.  The final maturity of no loan 
or guarantee may exceed 10 years, and the average life of the all loans and guarantees 
will be maintain as closely as possible to 5 years. 

4.2 Presbytery will loan or guarantee no more than 2/3 of the total funds required.  In 
other words, churches are required to provide 1/3 of the required funds. 

4.3 A schedule for payment of loan proceeds will be set up at the time the loan is 
approved.  Payouts for renovation or construction projects are usually one third of the 
proceeds at a time.  Final payouts will be made after the proof of completion and 
required sign-offs are obtained from all professionals and government agencies (e.g., 
certificate of occupancy). Ten percent of the total loan amount will be held in reserve 
pending completion of any building or renovation work. 

4.4 Liens will be placed by the Presbytery on any and all property related to the one being 
purchased or repaired, including the manse or any rental property owned by the 
church. 

4.5 Interest rates and guarantee fees shall be fixed at the time of origination according to 
schedules established from time to time by the Board of Trustees. 
 

5.0 Conditions of Default 
5.1 The following are conditions of default under the loan agreement: 

• Failure to meet three consecutive month’s worth of scheduled loan payments, or 
• Failure to pay any and all apportionments by the end of the year in which they are 

due. 
5.2 In the event a condition of default exists, the Pastor, Clerk of Session and Chair of the 

BOT, if applicable, of the church will each be notified by certified mail.  If the church 
wants to negotiate new terms, it is advised to do so before a condition of default is 
declared.  Terms of any loan renegotiation will be reported to the Presbytery for its 
approval. 

5.3 If the condition persists and no satisfactory arrangements are forthcoming, a report 
will be brought by the Loan Processing Group to the floor of the Presbytery.  The 
Presbytery may: 
• Immediately declare the entire loan due and payable; 
• Take steps to assume direct title to all church property (including the manse) and 

any rental property, and/or 
• Appoint an administrative commission to review church affairs. 
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6.0 Session Approval 

6.1 The Session of a borrowing church must signify its approval by submitting a copy of 
the official minutes of the meeting at which approval was granted.  In addition, the 
names and telephone numbers of each member of Session must be attached to the 
minutes of the meeting. 

 
7.0 Revisions to this Policy 
 
Notice of proposed changes to this policy must be in writing and mailed with the call to a 
meeting of Presbytery. 
 
8.0 Emergency Loans 

8.1 The Loan Processing Group shall hold in reserve five percent (5%) of the annual loan 
budget specified by the Board of Trustees as a contingency for bone fide emergency 
loans, outside the normal competitive review process specified in this Loan Policy. 

8.2 Emergency loans may be extended by the Executive Presbyter upon the concurrence 
of at least three other members of the Loan Processing Group. 

8.2.1 No emergency loan is to exceed $5,000. 
8.2.2 The maximum maturity of an emergency loan will be 3 years. 
8.2.3 No emergency loan may be extended that would exceed the amount 

available in the contingency fund. 
 
New York City Presbytery Loan Application Addendum 
 
Requirements for Submitting a Church Loan Application or Loan Guarantee 
 
In order to make the process of obtaining a loan easier, we have compiled this list.  For your 
application to be considered for approval, please attach the following to your completed loan 
application: 
 

A. Support of the Presbytery by your Church 
• Annual Statistical report for last 2 years 
• Report of Missing Giving for the last 2 years 
• A copy of your Mission Strategy Statement.  (Please prepare on a separate sheet of 

paper and attach to your application.  Describe how your mission strategy fits into the 
Presbytery’s mission strategy). 

• A statement of accounts payable to Presbytery and other Presbyterian Church (USA) 
entities (covering all items, including apportionment, insurance, direct loans and 
guaranteed loans) for the last 2 years 

• Names of members of your church who have served on Presbytery Committees 
during the last 2 years 

B. Financial Statements 
• Current income and Expense Statement 
• Balance Sheet for the last fiscal year 
• Current Budget 
• Proposed Budget, if available 
• Proposed repayment plan 
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C. Building Documentation 
• Architect’s drawings (file size please), showing floor plan and elevation (if 

construction loan) 
• Appraisal (for purchase contracts) 
• Copies of three (3) contractors’ estimates 
• NB. The Loan Processing Group is available to recommend ways to find suitable 

architects and contractors 
D. Purpose of the Loan 

• Describe briefly your goals and objectives for the next twelve months 
• How will the proposed site relocation, renovation or addition facilitate the 

implementation of the congregation’s mission goals and objectives 
• How will the proposed new site respond to the need for improved stewardship of the 

earth’s natural resources and to the need for more efficient use of energy? 
E. Additional items required prior to loan closing or loan guarantee 

• Acknowledgement of receipt of the commitment letter 
• Copy of your church’s By-Laws certified by your Clerk of Session 
• Copy of your Articles of Incorporation certified by NY State within the last two years 
• Copy of the title insurance for the property, showing clear title.  Draft of the proposed 

mortgage.  Copy of the Promissory Note 
• Copies of the construction contracts, if applicable.  Copy of the Performance Bond, if 

applicable 
• Evidence of compliance with zoning regulations 
• Evidence of liability and fire insurance coverage naming the lender as mortgagee 
• Builder’s risk insurance, if applicable 
• Copy of the minutes of the meeting of the congregation showing approval of the 

construction/renovation 
 

Please return your application along with all requested documents to: 
Presbytery of New York City 

Attention Associate for Finance 
475 Riverside Drive, Room 240 

New York, NY 10115 
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VII.  SUGGESTED PROCEDURES AND MATERIAL TO 
BRING BEFORE BOARD OF TRUSTEES (BOT) 

 

Page 1-41 of Legal Resource Manual for PCUSA (www.pcusa.org/resource/legal-resource-
manual/) spells out the legal context of ownership and responsibilities of each PCUSA Church.  
It also explains the Board of Trustees oversight to all property matters. 

When a church decides to lease its property to others for more than 5 years, sell its property, 
transfer rights to its property, mortgage and construction projects, the local church must 
approach the Board of Trustees of the local Presbytery.  The church must get Presbytery 
approval, and that in PNYC such approval begins with a review by the Board of Trustees. 

 The extent of information requested by the Board of Trustees varies with the scope of each 
property issue. 

The Board of Trustees may ask for a few or many documents to perform its review.  It’s best to 
contact the Board of Trustees before an issue is too far along to determine what may be asked. 

The Board of Trustees usually asks for:   

A. Review and recommendation from Committee on Congregational Ministry & Nurture as 
to how this will enhance the ministry of the church.   

B. The Church Mission Statement and its role in serving the community. 

The Board of Trustees will or may ask for: 

I. Copy of signed “Certification of Session action by the Clerk of Session.” 

II. Church’s designated contact person or person and their contact information. 

III. Cover letter of executive summary signed by Pastor or Moderator and Clerk of Session. 

IV. Names and contact information for tenants, attorneys, real estate people, developer, 
architect, and developer. 

V. Copies of all related documents, contracts, leases, insurance certificate appraisals, site 
plan, bonds, mortgages, promissory note, architect drawings, and evidence of compliance 
with zoning laws. 

VI. Insurance Items: copies of church’s current insurance coverage naming PNYC as 
additional insured, and Builders Risk Insurance if applicable.   

http://www.pcusa.org/resource/legal-resource-manual/
http://www.pcusa.org/resource/legal-resource-manual/
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VII. Income: provide the last 2 years of statements of congregation’s income (including all 
investment income) and expenditures or annual reports and provide balance sheet, current 
year budget, status of per capita payments, Pastor’s pension dues owed, and status of all 
outstanding loans. 

VIII. Other documents: copy of church’s by-laws, copy of Articles of Incorporation certified 
by NY State within the last 2 years, updated membership and attendance figures, and 
copies of exempt certificates from City of New York.   
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VIII. LIST OF CHURCH BLOCKS & LOTS 
 

A.  ACCESS TO PROPERTY RECORDS, DEEDS, ETC. 
 

Church Ownership Schedule – By Borough 
 (Information taken from New York City Dept. of Finance, 

 Office of the City Register, ACRIS Search by Parcel Website 8/24/2006) 
 

# of Churches Church Abbrv. Name Full Church 
Name 

Address Block Lot Owner Violations 

98        
        

Bronx       

1 Beck Beck Memorial 
Presbyterian 
Church 

980 East 180 Street, Bronx, NY 
10460 

3132 30   

2 Bedford Park Bedford Park 
Presbyterian 
Church 

2943 Bainbridge Avenue, Bronx, 
NY 10458 

3298 1   

3 Eastchester Eastchester 
Presbyterian 
Church 

3154 Fish Avenue, Bronx, NY 
10469 

4759 48   

 Emmanuel Reform      
4 El Buen Pastor El Buen Pastor 

Presbyterian 
Church 

1954 Grand Concourse, Bronx, 
NY 10457 

2811 15   

5 Featherbed Lane Featherbed Lane 
Presbyterian 
Church 

141 Featherbed Lane, Bronx, NY 
10457 

2876 60   

6 Ft. Schuyler Fort Schuyler 
Presbyterian 
Church 

2950 Dewey Avenue, Bronx, NY 
10465 

5444 1   

7 Fourth Fourth 
Presbyterian 
Church 

1239 Olmstead Avenue, Bronx, 
NY 10462 

3804 35   

8 Home Home 
Presbyterian 
Church 

1017 Home Street, Bronx, NY 
10459 

2993 31   

9 Laconia Laconia 
Presbyterian 
Church 

3915 Laconia Avenue, Bronx, 
NY 10466 

4869 69   

10 Riverdale Riverdale 
Presbyterian 
Church 

4759 Henry Hudson Pkwy W, 
Bronx, NY 10471 

5912 13   

11 San Andreas San Andreas 
Presbyterian 
Church 

370 Underhill Avenue, Bronx, 
NY 10473 

3473 31   

12 Soundview Sound View 
Presbyterian 
Church 

760 Soundview Avenue, Bronx, 
NY 10473 

3596 1   
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# of 

Churches 
Church Abbrv. Name Full Church 

Name 
Address Block Lot Owner Violations 

13 St. Augustine St. Augustine 
Presbyterian 
Church 

1013 Prospect Avenue, Bronx, 
NY 10459 

2678 37   

14 Throggs Neck Throggs Neck 
Presbyterian 
Church 

3049 East Tremont Avenue, 
Bronx, NY 10461 

5375 5   

15 Tremont Tremont 
Presbyterian 
Church 

1954 Grand Concourse, Bronx, 
NY 10457 

2811 15   

16 University Heights University 
Heights 
Presbyterian 
Church 

2181 Dr MLKing Jr Blvd, 
Bronx, NY 10453 

3217 60   

17 Williamsbridge Williamsbridge/
First 
Presbyterian 
Church of 

734 East 225 Street, Bronx, NY 
10466 

4838 68   

Brooklyn       
18 Bay Ridge United Bay Ridge 

United 
Presbyterian 
Church 

638 Bay Ridge Parkway, 
Brooklyn NY 11209 

5943 21   

19 Bedford Central Bedford Central 
Presbyterian 
Church 

605 Nostrand Avenue, Brooklyn, 
NY 11216 

1213 5   

20 Beverly Beverly 
Presbyterian 
Church 

254 East 8 Street, Brooklyn, NY 
11218 

5340 42   

21 Crossroads The 
Presbyterian 
Church of the 
Crossroads  

266 Arlington Avenue, 
Brooklyn, NY 11208 

3941 1   

22 Duryea Duryea 
Presbyterian 
Church 

362 Sterling Place, Brooklyn, 
NY 11238 

1173 10   

23 First Brooklyn First 
Presbyterian 
Church of 
Brooklyn 

118 Henry Street, Brooklyn, NY 
11201 

236 118   

24 First Spanish First Spanish 
Presbyterian 
Church 

756 Driggs Avenue, Brooklyn, 
NY 11211 

2418 31   

25 Flatbush Redeemer Flatbush Church 
of the Redeemer 

494 East 23 Street, Brooklyn, 
NY 11226 

5222 86   

26 Ft. Hamilton Ghanaian 
Presbyterian 
Reformed 
Church 

367 94 Street, Brooklyn, NY 
11209 

6107 46   

27 Fourth Avenue Fourth Avenue 
Presbyterian 
Church 

6753 4 Avenue, Brooklyn, NY 
11220 

5855 3   

28 Gethsemane Gethsemane/Ch
urch of  

1014 8 Avenue, Brooklyn, NY 
11215 

1094 41   
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# of 

Churches 
Church Abbrv. Name Full Church 

Name 
Address Block Lot Owner Violations 

29 Ghanaian       
30 Glenmore Ave Glenmore 

Avenue 
Presbyterian 
Church 

994 Glenmore Avenue, 
Brooklyn, NY 11208 

4212 20   

31 Homecrest Homecrest 
Presbyterian 
Church 

1413 Avenue T, Brooklyn, NY 
11229 

7293 43   

32 Kingslawn Kingslawn 
United 
Presbyterian 
Church 

2362 Ralph Avenue, Brooklyn, 
NY 11234 

7884 71   

33 Lafayette Ave Lafayette Ave 
Presbyterian 
Church 

77 South Oxford Street, 
Brooklyn, NY 11217 

2118 11   

34 Living Christ (Cristo 
Vivo) 

Living Christ 
Presbyterian 
Church 

346 Atlantic Avenue, Brooklyn, 
NY 11217 

182 27   

35 Memorial Memorial 
Presbyterian 
Church 

48 7th Avenue, Brooklyn, NY 
11217 

948 37   

36 Redeemer Redeemer/ 
Church of the 

435 Etna Street, Brooklyn, NY 
11208 

4112 94   

37 Siloam Siloam 
Presbyterian 
Church 

260 Jefferson Avenue, Brooklyn, 
NY 11216 

1833 38   

38 Trinity United Trinity United 
Presbyterian 
Church 

523 Wilson Avenue, Brooklyn, 
NY 11221 

3398 1   

39 Union Bay Ridge Union Church 
of Bay Ridge 

8101 Ridge Blvd, Brooklyn, NY 
11209 

5996 6   

40 Westminster-Bethany Westminster-
Bethany 
Presbyterian 
Church 

644 MacDonough Street, 
Brooklyn, NY 11233 

1500 36   

41 Zion Zion 
Presbyterian 
Church 

4802 6 Avenue, Brooklyn, NY 
11220 

775 44   

        
Manhattan       

42 Brick The Brick 
Presbyterian 
Church 

62 East 92 Street, New York, 
NY 10128 

1503 44   

43 Broadway Broadway 
Presbyterian 
Church 

2925 Broadway, New York, NY 
10025 

1896 20   

44 Central Central 
Presbyterian 
Church 

593 Park Avenue, New York, 
NY 10021 

1398 72   

45 Covenant Church of the 
Covenant 
Presbyterian 
Church 

310 East 42 Street, New York, 
NY 10017 

1334 46   
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# of 

Churches 
Church Abbrv. Name Full Church 

Name 
Address Block Lot Owner Violations 

46 Emmanuel Emmanuel 
Presbyterian 
Church 

725 East 6 Street, New York, 
NY 10009 

376 44   

47 Fifth Ave Fifth Avenue 
Presbyterian 
Church 

708 5th Avenue, New York, NY 
10019 

1271 30   

48 First Chinese First Chinese 
Presbyterian 
Church 

15 Market Street, New York, NY 
10002 

280 22   

49 First NYC First 
Presbyterian 
Church in City 
of New York 

12 West 12 Street, New York, 
NY 10011 

575 48   

50 Ft. George Fort George 
Presbyterian 
Church 

1521 St. Nicholas Avenue, New 
York, NY 10033 

2166 82   

51 Ft. Washington Fort 
Washington 
Heights 
Presbyterian 
Church 

21 Wadsworth Avenue, New 
York, NY 10033 

2143 38   

52 French Evangelical French 
Evangelical 
Presbyterian 
Church 

124 West 16 Street, New York, 
NY 10011 

791 56   

53 Good Neighbor Good 
Neighbor/Churc
h of the 

115 East 106 Street, New York, 
NY 10029 

1634 9   

54 Good Shepherd-Faith Good 
Shepherd-Faith 
Presbyterian 
Church 

152 West 66 Street, New York, 
NY 10023 

1137 57   

55 Jan Hus Jan Hus 
Presbyterian 
Church 

351 East 74 Street, New York, 
NY 10021 

1449 20   

56 Madison Avenue Madison 
Avenue 
Presbyterian 
Church 

921 Madison Avenue, New 
York, NY 10021 

1388 21   

57 Manhattan Cornerstone Manhattan 
Cornerstone 
Presbyterian 
Church 

14 Irving Place, New York, NY 
10003 

871 25   

58 Master Master/Church 
of the 

81 Morningside Avenue, New 
York, NY 10027 

1948 4   

59 Mt. Morris-Ascension Mt. Morris-
Ascension 
Presbyterian 
Church 

15 Mt. Morris Park West, New 
York, NY 10027 

1720 58   

60 Mt. Washington Mt. Washington 
Presbyterian 
Church 

80 Vermilyea Avenue, New 
York, NY 10034 

2234 29   
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# of 

Churches 
Church Abbrv. Name Full Church 

Name 
Address Block Lot Owner Violations 

61 North (Manh) North (Manh) 
Presbyterian 
Church 

521 West 155 Street, New York, 
NY 10032 

2114 58   

62 Rendall Memorial Rendall 
Memorial 
Presbyterian 
Church 

59 West 137 Street, New York, 
NY 10037 

1735 10   

63 Rutgers Rutgers 
Presbyterian 
Church 

2095 Broadway, New York, NY 
10023 

1164 37   

64 Second Second 
Presbyterian 
Church 

360 Central Park West, New 
York, NY 10025 

1209 33   

65 St. James St. James 
Presbyterian 
Church 

409 West 141 Street, New York, 
NY 10031 

2050 183   

66 Trinity Trinity 
Presbyterian 
Church 

422 West 57 Street, New York, 
NY 10019 

1066 43   

67 West End West End 
Presbyterian 
Church 

921 Amsterdam Avenue, New 
York, NY 10025 

1860 1   

68 West-Park West-Park 
Presbyterian 
Church 

165 West 86 Street, New York, 
NY 10024 

1217 1   

        
Queens       

69 Astoria First 
Presbyterian 
Church of 
Astoria 

31-30 33 Street, Queens, NY 
11106 

614 54   

70 Christ by the Sea Christ by the 
Sea 
Presbyterian 
Church 

7-20 Church Road, Queens, NY 
11693 

15456 5   

71 Dunton Dunton 
Presbyterian 
Church 

109-29 135 Street, Queens, NY 
11420 

11615 80   

72 Faith Faith 
Presbyterian 
Church 

53-71 72 Place, Queens, NY 
11378 

2507 2   

73 Far Rockaway First 
Presbyterian 
Church of Far 
Rockaway 

896 Central Avenue, Queens, 
NY 11691 

15506 1   

74 Flushing First 
Presbyterian 
Church of 
Flushing 

150-24 Barclay Avenue, Queens, 
NY 11355 

5059 16   

75 Forest Hills First 
Presbyterian 
Church of 
Forest Hills 

70-35 112 Street, Queens, NY 
11375 

2246 4   
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# of 

Churches 
Church Abbrv. Name Full Church 

Name 
Address Block Lot Owner Violations 

76 First Jamaica First 
Presbyterian 
Church of 
Jamaica 

89-60 164 Street, Queens, NY 
11432 

9793 86   

77 Glen Morris Glen Morris 
Presbyterian 
Church 

120-18 107 Avenue, Queens, 
NY 11419 

9600 9   

78 Hollis Hollis 
Presbyterian 
Church 

195-15 104 Avenue, Queens, 
NY 11412 

10862 49   

79 House of Hope House of Hope 
Presbyterian 
Church 

84-58 248 Street, Queens, NY 
11426 

8601 109   

80 Korean Central Korean Central 
Presbyterian 
Church 

220-15 Springfield Blvd, 
Queens, NY 11364 

7471 7   

81 Korean Forest Hills Korean 
Presbyterian 
Church of 
Forest Hills 

70-35 112 Street, Queens, NY 
11375 

2246 4   

82 Korean United Korean United 
Presbyterian 
Church 

150-24 Barclay Avenue, Queens, 
NY 11355 

5059 16   

83 Newton Newton/First 
Presbyterian 
Church of 

54-02 Queens Blvd, Queens, NY 
11373 

2852 6   

84 North (Qns) North (Queens) 
Presbyterian 
Church 

25-33 154 Street, Queens, NY 
11354 

4848 1   

85 Indonesian Indonesian Presbyterian Church 1    
86 Ozone Park Ozone Park  1    
87 Queens Chinese Queens Chinese 

Presbyterian 
Church 

98-54 Horace Harding Exwp Sr 
S., Queens, NY 11374 

2093 40   

88 Queens Village Queens Village/First United Church of 1    
89 Ridgewood Ridgewood 

Presbyterian 
Church 

59-14 70 Avenue, Queens, NY 
11385 

3508 9   

90 Ridgewood United Ridgewood 
United 
Presbyterian 
Church 

62-56 60 Place, Queens, NY 
11385 

3493 40   

91 Springfield Gardens Springfield 
Gardens/First 
Presbyterian 
Church of 

216-02 137 Avenue, Queens, 
NY 11413 

13030 30   

92 St. Albans St. Albans 
Presbyterian 
Church 

190-02 119 Avenue, Queens, 
NY 11412 

12646 1   
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# of 

Churches 
Church Abbrv. Name Full Church 

Name 
Address Block Lot Owner Violations 

93 St. Luke’s St. Luke's 
Presbyterian 
Church 

121-20 111 Avenue, Queens, 
NY 11420 

11626 6   

94 Throop Throop 
Memorial 
Presbyterian 
Church 

140-15 Memphis Avenue, 
Queens, NY 11422 

13599 3   

95 Westminster-Cedar 
Manor 

Westminster-
Cedar Manor 
Presbyterian 
Church 

159-05 115 Road, Queens, NY 
11434 

12196 38   

96 Whitestone Whitestone 
Presbyterian 
Church 

20-01 149 Street, Queens, NY 
11357 

4670 1   

Staten Island       
97 Calvary Calvary 

Presbyterian 
Church 

909 Castleton Avenue, Staten 
Island, NY 10310 

160 58   

98 Olivet  Olivet 
Presbyterian 
Church 

97 Myrtle Avenue, Staten Island, 
NY 10310 

182 1   

99    1    
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IX. EMERGENCY AND DISASTER PREPAREDNESS & 
RESPONSE CHECKLIST 

 
 
Phases of Disaster and Response 
 
Disaster events have three basic phases, (1) before, (2) during, and (3) after the disaster.  
 
This checklist is intended to help you help your congregation toward being as prepared as you 
can be.  People and Property are your two top priorities.  Consider both as you make your plan.   
 
Congregational Tasks in Organizing a Disaster Preparation and Response Plan 
 

• Determine who will develop and implement your plan.   
• Review this checklist and “tweak” it to meet the needs of your church.   
• Use the “tweaked” checklist and other documents to meet your needs and requirements. 
• Educate, train, and prepare your congregation on how to prepare for a disaster; it’s a 

matter of life or death. 
• Identify those in your congregation who will need assistance in escaping the perils of a 

disastrous situation and encourage them to develop their personal plan. 
• Network with community authorities and organizations as you plan. 

 
Prepare your Congregation’s People 
 
Determine who will develop and implement your plan:  
 

• Select and empower a Director of Disaster Preparation and Response; develop a job 
description and plan of action for this person.  Charge the Director with the overall 
development, operation, and continuing maintenance of your disaster plan. 

• Recruit at least two people to back up the director, assist with the development and 
maintenance of a plan, and assume responsibility for the following: 

o Maintain a database of members’ skills and needs for special assistance. 
o Maintain an inventory of property, equipment, and supplies. 

• Name the person (and a back-up) who is empowered to activate your plan. 
 

Complete a member survey for basic contact information: 
 

• Identify members with special needs. 
• Use acquired information to form a database.   
• Collect contact data when each new member joins. 
• Collect onsite and offsite emergency contact data for each child in the child care facility 

and/or church school (if there is one) 



90 
 

 
 

• Establish a phone chain (telephone tree) within the congregation. 
• Promote pre-disaster planning of church members: 

o Distribute locally/nationally-prepared materials to help each household meet 
disaster needs. 

o Encourage members to identify a “safe room” within each house and a meeting 
place where family members can gather outside the home. 

o Encourage members to prepare a Disaster Supplies Kit and a Go Bag. 
• Encourage members who have pets to plan for their pets’ needs. 
• Familiarize members with mandatory evacuation rules and zones. 
• Assign appropriate responsibilities to church staff; remember that they will have personal 

responsibilities as well. 
•  Pre-arrange for someone(s) to provide emotional and spiritual care for the pastor. 
• Plan for emergency communication methods: 

o Agree on a meeting time and location of all leaders following a disaster. 
o Identify out-of-area emergency telephone numbers. 

 
Prepare your Congregation’s Property 
 

• Develop a complete inventory of church property, including equipment and furnishings: 
• Prepare a DVD, camcorder tape, or other file of the entire inventory. 
• Make several hard copies of the inventory and tapes and store off-site.  
• Store one copy of the inventory and tapes with the church’s insurance company. 
• Review and revise the inventory annually. 
• Review insurance coverage annually, and adjust as necessary.  Review your current flood 

zone classification. 
 
Protect Church Property 
 

• Develop checklists that identify what needs to be done in case of a crisis. 
• Identify the person responsible for each task. 
• Obtain and maintain in an appropriate, accessible place, plastic, tarps, duct tape, and 

twine to cover equipment and special pieces of furniture. 
• Identify equipment to be moved to an inner room or hallway away from windows. 
• Post instructions for turning off electrical equipment and water sources in prominent 

locations. 
• Decide how to protect items of importance for your worship services. 
• Consider purchasing a generator for emergency use. 

 
Protect Church Records 
 

• Back up all records, computer files, etc. frequently.  Scan old files into a computer.  Back 
up files kept by volunteers as well as by office staff. 

• Arrange for multiple copies, and store such copies at an off-site location, preferably out 
of the immediate area. 

• Appoint a person to maintain backups. 
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Review Facility Communication Systems 
 

• Supply backup and/or alternative means of communication should electricity and/or 
phone systems be compromised. 

• Plan communication among church staff, members, and presbytery. 
• Plan with your alarm system company (if applicable) for proper use of the system. 
• Plan building evacuation for possible scenarios, including when employees, 

members and/or outsiders are present, and when few or many are present. 
• If facility houses a childcare program, develop a plan specific to program needs. 
• Identify a “safe room” or rooms within the church; have at least one for your childcare 

facility. 
• Identify a meeting place(s) outside the church where church employees/members can 

gather after exiting the building.  Designate a secure meeting place for your childcare 
facility.  Meeting areas should be clear of emergency vehicles. 

 
Develop a Floor Plan for each level and/or building of your Church 
 

• Mark exit doors. 
• Mark location of fire extinguishers and fire alarms. 
• Place floor plan throughout facility, designating “You Are Here” as appropriate.  Show 

how to get to two nearest exits. 
• Check annually for updates and quality of signs. 

 
Train Church Employees and/or Officers in Emergency First Aid 
 

• CPR, use of defibrillators, evacuation and safe room procedures, notification procedures, 
and disaster checklists. 

• Develop checklists of steps to be taken immediately following a disaster, including 
calling appropriate authorities and shutting off utilities. 

• Appoint someone to inspect church facilities immediately following a disaster. 
 
Develop and Post a Phone List prominently, next to all phones with outside lines (include 
Internet contacts if also available) 
 

• Church employees. 
• Presbytery staff. 
• Others of importance in an emergency, including insurance representatives, police, fire 

and other public authorities, EOC and ARC representatives, utility companies, and radio 
and TV stations. 
 

Notifications 
 

• Develop process to alert building occupants of internal or external emergencies. 
• Develop criteria for deciding on evacuation or sheltering in place. 
• Develop procedures for providing current information on status of worship and church 

programs on telephone answering machine, website, and to media. 
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Develop Alternatives, including Off-site, for “Normal Business Practices” 
 

• Develop an alternative method of notification should phone service be interrupted. 
• Make reciprocal or other agreement for an alternative church office/worship and activity 

site. 
• Develop off-site capabilities to keep the church website operational in case church 

computer systems are damaged or destroyed.  Consider identifying an out-of-state person, 
e.g., winter or summer residents or out-of-town students, to be your phone 
contact/temporary webperson. 

• Identify possible off-site storage for church vehicles. 
 
Identify and Affiliate with Operational Community and County Disaster Response   
Groups (as of 2015) 
 

• Brooklyn Long Term Recovery Group, 
Website: http://brooklynrecovers.org/ 
Twitter:  @BrooklynLTRGrp 
Facebook:  BrooklynLongTermRecoveryGroup 

  
• Staten Island Long Term Recovery Organization 

 Website:  https://sisandyhelp.org/  
 Twitter:  @SISandyHelp 
 Facebook:  SISandyHelp 
  

• Queens Rockaways and Broad Channel Disaster Long Term Recovery Group 
 Twitter:  @QRBCLTRG 
 Facebook:  QRBCLTRG 
  

• Manhattan 
 Lower East Side Ready NYC 
 Website:  http://lesready.org/ 
 Twitter:  @LESReadyNYC 
 Facebook:  LESReadyNYC 
  
Consider offering your facility to be used as a pre-disaster or post-disaster shelter, a distribution 
facility, or a volunteer center. 
 
Your building may be needed as a shelter, service center, warehouse, or volunteer staging area 
during a response and recovery operation.  Adapting your facility in a way that is consistent with 
your capabilities, and aligns with your mission and other programs takes advance planning and 
close coordination with emergency management, human service networks and public health 
officials.   
 
Evaluate your facility with the American Red Cross Greater New York chapter.  (877) 733-2767.  
There are a number of options including becoming a Red Cross shelter, Partner Shelter, or 
Supported Shelter. If accepted, your congregation will need to undertake required Red Cross 
training. 
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Supply the presbytery office with a copy of the signed agreement that includes reimbursement 
for damages, liability issues, and a process for turning your facility over to you when it is 
deactivated. 
 
Spontaneous sheltering is rarely a good idea.  If during a crisis, people come to your church 
seeking shelter, make contact with the American Red Cross.  Check their online National Shelter 
System to locate a more formal shelter facility that may be better suited.  
https://nss.communityos.org/cms/ 
 
When Local Authorities Announce a Pending Emergency: 
 

• Activate plans for contacting member groups/members. 
• Communicate with presbytery regarding activation of immediate response plans. 

 
When a disaster strikes your church, community, or region, contact your presbytery leader to 
request a deployment of a Presbyterian Disaster Assistance (PDA) National Response Team 
(NRT). PDA can ONLY respond when a presbytery requests their assistance. This process is 
designed to respect the channels of communication and to reduce any confusion that might 
further complicate the already chaotic atmosphere following a disaster.  
 

Adapted from Tampa Bay Presbytery document, 1/28/2015 
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X. SAMPLE FORMS 
 

 A.  LICENSE AGREEMENT 
 
This is a License Agreement (the “License”), dated as of May 22, 2011 by and between the 
Presbytery of New York City (the “Presbytery”) and the Emmanuel Presbyterian Reformed 
Church (the “EPRC”), a congregation of the Presbyterian Church (USA) in the Presbytery. 
 
 WHEREAS, the EPRC is a new congregation of the Presbyterian Church (USA) formed 
from the Presbyterian Church of Ghana Mission, assisted by the Ghanaian Task Force of the 
Presbytery, the Committee of Ministry and Nurture of the Presbytery, and the Classis of New 
York City of the Reformed Church in America (the “RCA”); and 
 
 WHEREAS, the former Woodlawn Heights Presbyterian Church, a congregation of the 
Presbyterian Church (USA) in the Presbytery, has been dissolved, and its property is now in the 
possession of, and under the ownership and control of, the Presbytery in trust for the 
Presbyterian Church (USA); and 
 
 WHEREAS, the property of the former Woodlawn Heights Presbyterian Church includes 
the church sanctuary at 4371 Martha Avenue, Bronx, New York and the church manse at 425 
East 239th Street, Bronx, New York (the “Property”); and 
 
 WHEREAS, the EPRC is a congregation of the Presbytery able to carry out a viable 
Presbyterian congregational ministry, in concert with the RCA, by using the Property, and 
 

WHEREAS, to assist the EPRC in its mission, the Presbytery wishes to allow the EPRC 
to be permitted to occupy the Property on the terms provided in this License, 
 
 NOW, in consideration of the foregoing, the parties agree as follows: 
 

1. Grant of License.  Effective May 22, 2011 (the “Effective Date”), the Presbytery  
grants EPRC a revocable license to use the Property for the purpose of conducting religious 
services, religious education, and mission outreach programs (“EPRC’s Mission”) and for no 
other purpose. 
 

2. Limits on Use.  EPRC agrees that its activities at the Property will be exclusively  
religious, charitable, and educational and in aid of EPRC’s Mission. 
 

3. Terms of License.  This License shall commence on the Effective Date and shall  
continue month-to-month until terminated by the Presbytery or by the dissolution of the EPRC 
congregation. 
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4. Termination by the Presbytery.  The Presbytery may terminate this license for any  

reason or no reason on 90 days written notice to the EPRC. 
 

5. Legal Status of the EPRC.  The EPRC represents and warrants that it is a religious 
corporation incorporated under the Religious Corporations Law of the State of New York.  
EPRC further represents and warrants that it will take all steps necessary to remain in good 
standing as such a corporation.  A true copy of the certificate of incorporation and bylaws of the 
EPRC are attached to this Agreement. 
 

6. No Payment for Use of the Property.  The EPRC may use the Property without  
payment of any fees or rent for such use, but shall the responsibilities for the maintenance and 
operation of the Property as described elsewhere in this License. 

 
7. License Only.  This License creates a license only.  It does not, and shall not be 

deemed to, constitute any lease or conveyance of personal or real property by the Presbytery; or 
to confer any right, title, estate, or interest in the Property to the EPRC.  This License grants the 
EPRC only a personal privilege to use and occupy the Property for the Term of this License 
revocable on the terms set forth elsewhere in this License. 

 
8. Property “As Is”.  The EPRC represents that it has made a thorough inspection of the  

Property and accepts the same in its “as is” condition as of the date of this License.  The 
Presbytery shall have no obligation to perform any work on the Property to prepare it for the 
EPRC’s use or otherwise, and shall not be responsible for any defects in the Property, whether 
latent or otherwise.  The Presbytery shall not be required to expend any funds to modify, change, 
improve, or repair the Property for use by the EPRC. 
 

9. Maintenance of the Property.  The EPRC shall pay all the costs and take all necessary  
steps, to maintain the Property in good condition.  This includes, at the EPRC’s sole expense, 
ensuring that the Property, including its grounds and signage, are kept clean and consistent with 
the character of place of worship.  The EPRC shall not permit or commit any damage to the 
Property, ordinary wear and tear excepted.  The EPRC agrees to repair promptly, at its sole cost 
and expense, any damage to the Property, except for any damage caused by the willful or 
reckless acts of the Presbytery. 
 

10. Operating the Property.  The EPRC will pay all the costs of operating the Property, 
 including, but not limited to, all utilities and similar services at the Property.  The EPRC shall 
also be responsible for arranging, at its own expense, for any telephone, facsimile, internet, cable 
television, and mail service necessary to EPRC’s operations at the Property.  It is the intention of 
the parties that during the term of the license the Presbytery shall not incur any costs of any kind 
for the operation, maintenance, and upkeep of the Property. 
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11. Alterations.  The EPRC shall not make any structural changes, or any other changes,  
to the Property that may adversely affect the Property.  Subject to having received the prior 
written consent of the Presbytery, the EPRC may make alterations, installations, additions, or 
improvements in or to the Property by using vendors, contractors, and mechanics holding valid 
and current professional and governmental licenses, certifications, and permits for their 
specialties.  At its own expense, the EPRC shall, before making any such alterations, additions, 
installations, or improvements, obtain all permits, approvals, and certificates required by any 
governmental or quasi-governmental bodies and, upon completion, certificates of final approval 
for such alterations, additions, installations, or improvements (collectively, the “Permits”).  As it 
receives the requisite Permits, the EPRC shall deliver duplicates of them to the Presbytery.  The 
EPRC further agrees that it will carry, and shall cause its vendors, contractors, and mechanics to 
carry, such workers’ compensation, general liability, personal and property damage insurance as 
is specified in this License or otherwise by the Presbytery.  If any mechanic’s lien is filed against 
the Property for work claimed to have been done for, or materials furnished to, the EPRC, the 
same shall be discharged by the EPRC within thirty (30) days after the EPRC receives notice of 
it.  At the Presbytery’s request, the EPRC shall restore the Property to its pre-alteration condition 
prior to any termination of this Agreement. 
 

12. No Assignment.  The EPRC shall not assign or transfer any of its rights or duties in or  
under this License without the prior written consent of the Presbytery.  Any such assignment 
made without prior written consent of the Presbytery shall be null and void. 
 

13. Indemnity.  The EPRC, for and on behalf of itself and its employees, agents, and  
invitees, and their respective successors and assigns shall defend, indemnify and save harmless 
the Presbytery, its officers, members, trustees, employees, agents, and contractors (the 
“Indemnities”) from and against all liabilities, obligations, damages, penalties, claims, costs, 
charges, and expenses, including, without limitation, reasonable attorneys fees and costs 
(including those resulting from the enforcement of this indemnification), arising from, or which 
may be imposed upon, incurred by, or asserted against any of the Indemnities by reason of: 
 

a. any work or thing done in, on or about the Property, or the use of it by or on  
behalf of the EPRC, its members, officers, trustees, agents, contractors, subcontractors,  
servants, employees, licensees, visitors, or invitees; 
 

b. any act, omission or negligence of the EPRC, its members, officers, trustees,  
agents, contractors, subcontractors, servants, employees, licensees, visitors, or invitees; 
 

c. any accident, injury, or damage caused to any person or to the property of any  
 person occurring in, on or about the Property but which is the result of the act, omission,  
 or negligence of the EPRC, its members, officers, trustees, agents, contractors,  
 subcontractors, servants, employees, licensees, visitors, or invitees; or 
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d. any failure on the part of the EPRC, its members, officers, trustees, agents,  

 contractors, subcontractors, servants, employees, licensees, visitors, or invitees to observe  
 or perform any of the covenants, agreements, terms, provisions, conditions, or limitations  
 contained in the License on the EPRC’s part to be observed or performed. 
 
In any action or proceeding is brought against any Indemnity by reason of any claim arising from 
the foregoing, then upon written notice from the Presbytery, the EPRC shall, at the EPRC’s sole 
cost and expense, resist or defend such action or proceeding by counsel of the EPRC’s choice, 
which counsel shall be subject to the Presbytery’s prior approval (such approval not be 
unreasonably withheld, conditioned or delayed).  The provisions of this Section 13 shall survive 
the termination of this License. 
 

14. Building and Property Security.  The EPRC shall comply with such security measures  
as may be required from time to time by the Presbytery. 
 

15. Compliance with Laws.  The EPRC shall comply with all applicable federal, state and  
local laws, rules, regulations, and orders, and shall obtain in its own name all required 
governmental licenses and permits for the operation of the Property. 
 

16. Insurance.  The EPRC, at its sole cost and expense, shall purchase and keep in full  
force and effect during the term of this License: 
 

a. Commercial General Public Liability Insurance (including, but not limited to,  
 contractual liability insurance covering, without limitation, the EPRC’s indemnification  
 obligations under this License) in an amount not less than One Mission Dollars  
 ($1,000,000.00) per occurrence whether involving bodily injury liability (or resulting  
 death) or property damage liability or a combination thereof with a minimum aggregate  
 limit of Two Million Dollars ($2,000,000.00); and 
 

b. Fire, Legal Liability coverage with limits of not less than Five Hundred  
 Thousand Dollars ($500,000.00); and 
 

c. Worker’s Compensation Insurance and Employer’s Liability Insurance with  
 limits of not less than Five Hundred Thousand Dollars ($500,000.00) in respect of bodily  
 injury, sickness, disease, or death or any person resulting from any one occurrence and as  
 required by any employee benefits act or other applicable statute. 
 
The EPRC’s obligation to maintain the insurance coverage set forth above may be satisfied by 
the Presbytery arranging to have the EPRC named as an additional insured on the Presbytery’s 
liability and workers’ compensation policies.  The EPRC shall pay to the Presbytery its 
proportionate share of the periodic premiums for such insurance.  If for any reason that 
arrangement cannot be implemented or maintained, the EPRC shall remain responsible for  
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obtaining and maintaining its own policies of insurance as set forth above, and the EPRC shall 
provide the Presbytery with a certificate of insurance evidencing the foregoing coverages from 
an insurance company licensed to do business in the State of New York and rated not less than 
“A” in claims-paying ability by the A.M. Best, together with satisfactory evidence of payment of 
the premiums for such insurance.  All such insurance shall name the Presbytery as an additional 
insured.  The EPRC shall provide the Presbytery with prompt notice upon receipt of any notice 
of cancellation of such insurance policies. 
 

17. Breach by the ERPC.  If the EPRC breaches any provision in this License and fails to  
cure any such breach within thirty (30) days after written notice of such breach is sent to it, the 
Presbytery shall have the right, but not the obligation, to do any or all of the following: 
 

a. To cure any such breach, with the EPRC to reimburse the Presbytery for all  
 costs of such cure upon demand; 
 

b. To recover, during or after the term of this License, for any such breach; and 
 

c. To terminate this License without any further notice, and notwithstanding the  
provisions for notice in paragraph 4 above. 

 
18. No Representations.  The Presbytery has not made any representations, statements,  

warranties, or agreements to the EPRC concerning the Property or this License, except as 
expressly provided in this License.  This License embodies the entire understanding of the 
parties hereto, and supersedes and replaces any other agreements or understandings, written or 
oral, in effect between the parties relating to its subject matter. 

 
19. Notice.  All notices and other communications given pursuit to this License shall be 

 in writing and shall be deemed properly served if delivered in person to the party whom it is 
addressed, or on the third day after deposit in the U.S. Mail as registered or certified mail, return 
receipt requested, postage prepaid, as follows: 

 
Executive Presbyter 
Presbytery of New York City 
475 Riverside Drive, Suite 1600 
New York, New York  10115 

 
Emmanuel Presbyterian Reformed Church 
4371 Martha Avenue 
Bronx, New York  10470 

 
20. Governing Law.  This License shall be governed by and interpreted under the laws of  

the State of New York without regard to its conflict of laws provisions. 
 

21. Acknowledgement by the RCA.  The Classis of New York City of the RCA, by  
acknowledging this License, represents and warrants that the RCA does not and will not claim 
any interest of any kind whatsoever in the Property. 
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 IN WITNESS WHEROF, the parties have executed this License as of the date first above 
written. 
 
 

THE PRESBYTERY OF NEW YORK CITY 
 
By:____________________________________ 
 
Print name:______________________________ 
 
Title:___________________________________  

 
       

 
 
EMMANUEL PRESBYTERIAN REFORMED 

      CHURCH 
 
 

By:____________________________________ 
 
Print name:______________________________ 
 
Title:___________________________________  

 
 
 
Acknowledged: 
 
THE CLASSIS OF NEW YORK CITY OF 
THE REFORMED CHURCH IN AMERICA 
 
By:____________________________________ 

 
Print name:______________________________ 

 
Title:___________________________________  
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B.  SEXUAL MISCONDUCT POLICY AND ITS PROCEDURES 
 
G-3.0106:  All councils shall adopt and implement a Sexual Misconduct Policy and a Child 
Protection Policy. 
 

I. Policy Statement 
 

It is the policy of the Presbyterian Church (U.S.A.) (hereinafter referred to as PC(USA)) 
that all church members, church officers, non-member employees, and volunteers of 
congregations, councils, and entities of the church are to maintain the integrity of the ministerial, 
employment, and professional relationship at all times. Persons who engage in sexual 
misconduct are in violation of the principles set forth in Scripture, and also of the ministerial, 
pastoral, employment, and professional relationship. It is never permissible or acceptable for a 
church member, officer, employee, or volunteer to engage in sexual misconduct. 
 

Distribution 
 

Copies of this policy and its procedures shall be made available to all council and entity 
offices. It is intended as guidance for churches, mid-councils, and related entities and if properly 
implemented by them can be used by church members, church officers, employees, and 
volunteers. This is a policy of the General Assembly of the PC(USA), which governs and 
protects employees of the General Assembly Mission Council and the Office of the General 
Assembly. This policy and its procedures should be made available to persons who accuse others 
of misconduct, including those who are or claim to be victims of sexual misconduct and their 
families. Other councils of the PC(USA) may use this policy as a guide to develop their own 
policies and procedures related to sexual misconduct. 
 

II. Standards of Conduct 
 

… As [God] who called you is holy, be 
holy yourselves in all your conduct; 

… Tend the flock of God that is in your charge, … 
not under compulsion but willingly, … 

not for sordid gain but eagerly. … 
not lord it over those in your charge, 

but be examples to the flock. 
 

… You know that we who teach will be judged with greater strictness. 
1 Pet. 1:15; 5:2–3; Jas. 3:1, NRSV 
 

The ethical conduct of all who minister in the name of Jesus Christ is of vital importance 
to the church because through these representatives an understanding of God and the gospel’s 
good news is conveyed. “Their manner of life should be a demonstration of the Christian gospel 
in the church and in the world” (Book of Order, G-2.0104a). 
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The basic principles of conduct guiding this policy are as follows: 
 

1. Sexual misconduct is a violation of the role of pastors, employees, volunteers,  
counselors, supervisors, teachers, and advisors of any kind who are called upon to 
exercise integrity, sensitivity, and caring in a trust relationship. It breaks the covenant to 
act in the best interests of parishioners, clients, co-workers, and students. 
 
2. Sexual misconduct is a misuse of authority and power that breaches Christian ethical  
principles by misusing a trust relation to gain advantage over another for personal 
pleasure in an abusive, exploitative, and unjust manner. If the parishioner, student, client, 
or employee initiates or invites sexual content in the relationship, it is the pastor’s, 
counselor’s, officer’s, or supervisor’s responsibility to maintain the appropriate role and 
prohibit a sexual relationship. 

 
3. Sexual misconduct takes advantage of the vulnerability of persons who are less  
powerful to act for their own welfare, including children. It is antithetical to the gospel 
call to work as God’s servant in the struggle to bring wholeness to a broken world. It 
violates the mandate to protect the vulnerable from harm. 

 
Definitions 
 

Sexual Misconduct is the comprehensive term used in this policy to include: 
 

Child sexual abuse; including, but is not limited to, any contact or interaction between a  
child and an adult when the child is being used for the sexual stimulation of the adult 
person or of a third person. The behavior may or may not involve touching. Sexual 
behavior between a child and an adult is always considered forced whether or not 
consented to by the child. In the Presbyterian Church (U.S.A.), the sexual abuse 
definition of a child is anyone under age eighteen. 

 
Sexual abuse as defined in the Book of Order: “Sexual abuse of another person is any 
offense involving sexual conduct in relation to (1) any person under the age of eighteen 
years or anyone over the age of eighteen years without the mental capacity to consent; or 
(2) any person when the conduct includes force, threat, coercion, intimidation, or misuse 
of ordered ministry or position” (Book of Order, D-10.0401c). 

 
Sexual harassment; defined for this policy is as follows: unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of a sexual nature 
constitute sexual harassment when: 

 
a. submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual’s employment, or their continued status in an 
institution; 
 
b. submission to or rejection of such conduct is used as the basis for employment 
decisions affecting such an individual; 
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c. such conduct has the purpose or effect of unreasonably interfering with an  
individual’s work performance by creating an intimidating, hostile, or offensive 
working environment; or 
 
d. an individual is subjected to unwelcome sexual jokes, unwelcome or  
inappropriate touching, or display of sexual visuals that insult, degrade, and/or 
sexually exploit men, women, or children. 

 
Rape or sexual contact by force, threat, or intimidation. 

 
Sexual conduct is offensive, obsessive or suggestive language or behavior, unacceptable 
visual contact, unwelcome touching or fondling that is injurious to the physical or 
emotional health of another. 

 
Sexual Malfeasance; is defined by the broken trust resulting from sexual activities within 
a professional ministerial relationship that results in misuse of office or position arising 
from the professional ministerial relationship. 

 
Misuse of technology; use of technology that results in sexually harassing or abusing 
another person, including texting or emailing suggestive messages and images to persons 
with whom one has a ministerial relationship. It is never appropriate to view pornography 
on church property. When this includes a person under the age of eighteen, it is 
considered child abuse. There is never an expectation of personal privacy when using 
technological equipment owned by a church or church entity or within the context of 
ministry. 

 
III. Church Response to Allegations of Sexual Misconduct 

 
A. Principles 
 

In responding to allegations of sexual misconduct, members, officers, and employees of 
the church should seek healing and assure the protection of all persons. Where possible, the 
privacy of persons should be respected and confidentiality of communications should be 
maintained. 
 

In responding to allegations of sexual misconduct, members, officers, and employees of 
the church should seek to uphold the dignity of all persons involved, including persons who are 
alleging harm, persons who are accused of sexual misconduct, and the families and communities 
of each. 
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The PC(USA) has jurisdiction over its members, officers, and employees such that if a 

member, officer, or employee is alleged to have committed an offense against Scripture or the 
PC(USA) Constitution, the church has the duty to inquire into the allegations and, if the 
allegations are proven, to correct the behavior of the member, officer, or employee and ensure 
the safety of others in the community. Allegations of sexual misconduct are always considered 
allegations of offense against Scripture or the PC(USA) Constitution that trigger the disciplinary 
processes of the PC(USA) set forth in the Book of Order. In the case of an active non-member 
who is employed or volunteers with the church, the individual will be covered by the procedures 
of the written personnel policies of the council or entity. 
 

If the person accused of sexual misconduct is no longer a member, officer, or employee 
of the PC(USA), but the conduct occurred while the person was acting on behalf of the 
PC(USA), the church does not have jurisdiction to correct the behavior, but it does have a duty to 
hear the allegations of offense and to take measures to prevent future occurrences of harm. The 
council may appoint an administrative committee or commission to hear the allegations of sexual 
misconduct. The council may also take measures to prevent future occurrences of harm through 
education and policy. 
 
B.  Reporting Requirements 
 

1.   Reporting Sexual Misconduct 
 

A person needing to report that a member, officer, employee, or volunteer of the 
PC(USA) has committed sexual misconduct is encouraged to seek guidance from a PC(USA) 
teaching elder or ruling elder regarding filing the report. 
 

Congregation: If the person who is accused of committing sexual misconduct is a 
member, ruling elder, deacon, volunteer, or employee of a congregation, the report of allegations 
should be made to the teaching elder, the clerk of session, or the chair of the personnel 
committee. If the accused is a member or officer of the church, the church will respond by using 
the procedures set forth in the Rules of Discipline of the Book of Order. If the accused is a 
nonmember employee or volunteer, the church will respond by using procedures set forth by the 
session of the congregation. 
 

Presbytery: If the person who is accused of committing sexual misconduct is a teaching 
elder member, the report of allegations should be made to the stated clerk of the presbytery. If 
the report of allegations is placed in writing, the presbytery will respond by using the procedures 
set forth in the Rules of Discipline of the Book of Order. If the person who is accused of 
committing sexual misconduct is a volunteer or nonmember employee of the presbytery, the 
report of allegations may be made to any of the staff or volunteers of the presbytery. The 
presbytery will respond by using procedures set forth by policy or bylaws of the presbytery. 
 

Higher Council or Entity of the General Assembly: If the person who is accused of 
committing sexual misconduct is an employee or volunteer of the higher council or entity, 
contact the council or entity directly for the appropriate person to receive the report of 
allegations. The report of allegations may be made to any person with supervising capacity. The 
entity will respond by using procedures set forth by policy or bylaws of the entity. 
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2.   Receiving Reports of Sexual Misconduct 
 
Reports of allegations of sexual misconduct will occur in a variety of ways. 

 
Because a council or entity cannot control to whom the victim of sexual misconduct will 

speak first, it is important that officers, employees, and persons highly visible to church members 
and visitors understand how reports of incidents are channeled to the proper person. The 
allegations may come from persons who have or who do not have a formal relationship with the 
PC(USA) and may be made to a variety of officers or leaders within the PC(USA). It is the duty 
of these officers to see that any allegation of sexual misconduct is reported appropriately keeping 
in mind the mandatory reporting requirements for allegations of child abuse. 

 
Reports of allegations of sexual misconduct should never be taken lightly or disregarded 

and allowed to circulate without concern for the integrity and reputation of the victim, the  
accused, and the church. Reports of allegations should be dealt with as matters of highest 
confidentiality, both before and after they have been submitted to appropriate authorities as 
outlined below. 
 

The first person to learn of an incident of sexual misconduct should not undertake an 
inquiry alone or question either the victim or the accused unless the incident is divulged in the 
process of pastoral care, counseling, or a therapy session. If the victim is hesitant to talk to 
“higher authorities,” the person who has received the initial report has a special pastoral 
responsibility to build trust and willingness to speak with the accuser, lest the church be unable 
to respond because no one is able to give firsthand information. 
 

The person receiving the initial report of allegations of sexual misconduct shall analyze 
the relationship of the person accused of sexual misconduct with the PC(USA) and shall make 
sure that the allegations of offense are filed with the council with jurisdiction over the person 
accused. This may be done by the person alleging harm or by any member of the PC(USA). 
 

If the report is made orally, the person receiving the report of allegations should request 
that the person making the report of allegations place it in writing. A report of allegations of 
sexual misconduct in writing from a member of the PC(USA) alleging another member or officer 
of the PC(USA) committed an offense must be acted on according to the Rules of Discipline of 
the Book of Order. If a clerk or stated clerk receives a report of allegations in writing from a 
nonmember of the PC(USA) alleging another member or officer of the PC(USA) committed 
sexual misconduct, the report also should be acted on according to the Rules of Discipline of the 
Book of Order. If the person who makes the report is unwilling or unable to place it in writing, 
any member of the PC(USA) may make the written statement that will automatically trigger the 
Rules of Discipline of the Book of Order. 
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3.    Mandatory Reporting of Child Abuse 

 
All ruling elders, deacons, Certified Christian Educators, and teaching elders are 

required to report knowledge of child abuse to the civil and ecclesiastical authorities according 
to the Book of Order. The Book of Order requires that 
 
•  “Any member of this church engaged in ordered ministry and any certified Christian 
educator employed by this church or its congregations, shall report to ecclesiastical and civil 
legal authorities knowledge of harm, or the risk of harm, related to the physical abuse, neglect, 
and/or sexual molestation or abuse of a minor or an adult who lacks mental capacity when (1) 
such information is gained outside of a confidential communication as defined in G-4.0301, (2) 
she or he is not bound by an obligation of privileged communication under law, or (3) she or he 
reasonably believes that there is risk of future physical harm or abuse” (G-4.0302)  
 
Further 
 

“In the exercise of pastoral care, teaching elders (also called ministers of the Word and 
Sacrament) and ruling elders who have been commissioned by a presbytery to limited pastoral 
service (G-2.10), shall maintain a relationship of trust and confidentiality, and shall hold in 
confidence all information revealed to them in the course of providing care and all information 
relating to the exercise of such care. 

 
When the person whose confidences are at issue gives express consent to reveal 

confidential information, then a teaching elder or a ruling elder commissioned to pastoral service 
may, but cannot be compelled to, reveal confidential information. 

 
A teaching elder or a ruling elder commissioned to pastoral service may reveal 

confidential information when she or he reasonably believes that there is risk of imminent bodily 
harm to any person (G-4.0301). 

 
All persons covered by this policy have an additional duty to report knowledge of child 

sexual abuse to the employing entity, supervisor, or council representative. All persons should be 
informed of and must comply with state and local laws regarding incidents of actual or suspected 
child sexual abuse. These reports should be made within a reasonable time of receiving the 
information. 
 

These provisions of the Book of Order attempt to balance conflicting moral duties for 
officers of the Presbyterian Church (U.S.A.). 
 

For teaching elders, the provision strives to balance the duty to protect children from 
future harm with the duty of a teaching elder to hold in confidence any information revealed 
to them during the exercise of pastoral care in any ministry setting as defined in G-4.0301 in 
the Book of Order. 
 

For ruling elders, deacons, and certified Christian educators, the provisions strive to 
balance the duty of an officer of the church to protect children from harm and any secular duty 
the officer may have to hold in confidence any information revealed as a result of a secular 
relationship such as attorney/client, counselor/client, or physician/patient. The secular duties will 
be a function of secular law and may vary from state to state. 
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C.  Responding 
 

The appropriate council or entity response will vary according to the relationship of 
the PC(USA) with the person who is accused of sexual misconduct. Church members and 
officers are subject to inquiry and discipline (censure and correction) under the Book of 
Order. Non- church member employees and volunteers are subject to oversight and 
correction by the council or entity that employs them. 
 

1.    Accused Covered by Book of Order 
 

When an allegation of offense of sexual misconduct has been received by the clerk of 
session or stated clerk of the presbytery, the clerk of the council will report to the council that 
an offense has been alleged and that the council will proceed according to the procedures set 
forth in the Rules of Discipline of the Book of Order. The council should appoint an 
investigating committee to inquire into the allegations. The investigating committee must 
promptly be-gin its inquiry into the allegations. Delay may cause further harm to the victim 
and/or the accused. 
 

Councils and entities must cooperate with civil authorities in an investigation of child 
sexual abuse or other criminal sexual misconduct. Church disciplinary proceedings cannot 
interfere with a criminal investigation by civil authorities and may have to be suspended until 
these are completed. 
 

The session has original jurisdiction in disciplinary cases involving members, ruling 
elders, and deacons of the church, each congregation having juris-diction only over its own 
members. 
 

A presbytery has original jurisdiction in disciplinary cases involving teaching elders. A 
presbytery may dissolve a pastoral relationship when the “Word imperatively demands it” (G- 
2.0904). However, a presbytery may only place a teaching elder on administrative leave when 
allegations of child abuse have been received and the presbytery has followed the Book of Order 
procedures to conduct its risk evaluation to determine whether or not a teaching elder member 
accused of child abuse should be placed on administrative leave (D-10.0106). It is recommended 
that the permanent judicial commission (PJC) members who will conduct this risk evaluation 
based upon the allegations and a hearing should also take into account secular legal advice. 
 

When a church officer renounces jurisdiction, the clerk or stated clerk shall report the 
renunciation at the next meeting of the council and shall record the renunciation in the minutes 
of the council. The status of any pending charges may be shared with the council at that time. 
 

2.    Accused Not Covered by Book of Order 
 

When a council or entity of the General Assembly receives an accusation of offense of 
sexual misconduct against a nonmember employee or volunteer, the procedural response of the 
council or entity will be guided by the written personnel policies of the council or entity. 
Usually the council or entity will have a personnel committee that will be responsible for the 
inquiry. If a council does not have a personnel committee, it may appoint either a committee or 
administrative commission for the review of the allegation. 
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The committee or commission that will respond to the allegation of offense of sexual 

misconduct will do the following: 
 

a. Determine whether or not the allegation gives rise to a reasonable suspicion of  
sexual misconduct by the accused. 
 
b. If so, gather additional information necessary to make a decision about  
correcting the behavior. 
 
c. Determine any remedies, including limiting ministry, suspension, or  
termination necessary and advisable under the circum-stances. If the accused is a 
member of another denomination, that denomination will be notified of the 
allegations and the response. 
 
d. Inform the victim and the accused of the remedy. 

 
e. In all cases, the personnel committee shall prepare a written report, which 
shall be included in the accused’s permanent personnel file. The accused shall be 
allowed to attach any written statements to said documents, also for permanent 
inclusion in the permanent file. 
 

All procedures shall follow the guidelines set forth by the council, employing agency, 
or entity of the General Assembly. 
 

3.  Council or Entity Record Keeping 
 
The council or entity should keep detailed records of its actions and minutes of its 

deliberations and its conversations with the accuser, the accused, and other parties involved, 
correspondence, and copies of the reports received from committees or commissions. Such 
records will be kept confidential as far as possible. In Case # 208-6, the General Assembly 
Permanent Judicial Commission (GAPJC) interpreted the Rules of Discipline to say that a 
council or entity may share the contents of inquiry reports with other councils or entities of the 
PC(USA) when necessary. The clerk of the council or director of the entity will maintain the 
records while the inquiry is in process. 

 
IV Prevention and Risk Management 

A.  Implementation 
 

The Book of Order requires that all councils adopt and implement a sexual misconduct 
policy (G-3.0106). The General Assembly urges all councils and related entities including 
colleges, universities, and theological institutions to establish policies, procedures, that make it a 
violation of the employer’s work rules to engage in sexual misconduct and that encourage 
reporting of sexual misconduct. Councils and entities are strongly encouraged to take appropriate 
steps to inform members, employees, volunteers, and students of the council’s sexual misconduct 
policy and the standards of conduct and the procedures for effective response when receiving a 
report of sexual misconduct. 
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B.  Liability and Insurance 
 

A council or entity can be held liable for harm caused by sexual misconduct of an 
officer, teaching elder or employee based on a number of legal theories. Councils and entities 
should take such potential liability into consideration when establishing hiring and supervisory 
practices. 
 

Councils and entities should regularly inform their liability insurance carriers of the 
activities and programs they operate or sponsor and of the duties and responsibilities of officers, 
employees, and volunteers. The standard insurance policy should usually be enhanced by 
endorsements to cover specific exposures such as camps, day-care operations, shelters, or other 
outreach programs. 
 

It is also recommended that councils and entities obtain an endorsement to their general 
liability insurance policy specifically covering sexual abuse and molestation. Such coverage may 
provide for legal defense expenses and judgments in civil suits brought against the council or 
entity, its officers, directors, or employees. 
 
C.  Employment Practices 
 

1.   Record Keeping 
 

Accurate record keeping is an essential part of hiring and supervision practices of 
churches, middle governing, bodies and related entities. Every council and entity should 
maintain a personnel file on every employee, including teaching elders s. The file should contain 
the application for employment, any employment questionnaires, background checks, references 
responses, and all other documents related to an employee’s employment, except records which 
may be required, by law, to be kept in separate files. 
 

2.   Prescreening Applicants 
 

Councils and entities are urged to establish thorough and consistent hiring practices. If 
an applicant is unknown to the employer, the employer should confirm the applicant's identity 
by requiring photographic identification such as a driver's license. The council should perform 
a background check, including a national criminal background check, on all applicants that 
may have interaction with children and youth. 
 

Part of pre-employment screening should include specific questions related to 
discovering previous complaints of sexual misconduct. See Appendix B: Sample Exhibit E. 
 

3.   References 
 

The employing council or entity is responsible for contacting references for prospective 
teaching elders , employees, or volunteers. A written record of conversations or correspondence 
with references should be kept in the teaching elder or employee's personnel file. (See Appendix 
B: Sample Exhibit B for a sample reference form). 
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A council should delegate responsibility for previous employer reference checks. 
 
The person within the council or entity authorized to give a reference is obligated to give 

truthful information regarding allegations, inquiries, and administrative or disciplinary action 
related to sexual misconduct of the applicant. 
 

If false or misleading information is given by the applicant, or relevant information is 
withheld, the applicant should be eliminated from consideration. 
 

Applicants should be informed of negative comments regarding sexual misconduct and 
shall be given an opportunity to submit additional references or to give other evidence to correct 
or respond to harmful information obtained from a reference. 
 

V.  Educating and Training- Awareness 
 

Since the issue of sexual misconduct has become an ever more present reality, there is an 
emerging need to educate and train a wide variety of persons. Persons needing this specific 
education include: teaching elders; volunteers; officers; nonprofessional and professional staff; 
ministerial candidates; professionals who will be working with this issue within the 
denomination; members of the congregation; and council staff including supervisors, employees, 
and stated clerks. 
 

Education for these persons and groups will be different on a group-by-group basis. A 
primary requirement for all persons should be common knowledge regarding professional and 
ministerial boundaries, the General Assembly Sexual Misconduct policy and their own specific 
council or entity policy. 
 

Theological institutions should include material in their existing curriculum on sexual 
ethics including the appropriate use of ministerial power, the General Assembly policy and its 
procedures on sexual misconduct, and other resources. It is further urged that the appropriate 
presbytery committee(s) include training for inquirers, candidates, newly ordained pastors, and 
new pastors to their presbyteries regarding sexual misconduct, especially including education on 
their specific policy and procedures. 
 

Much of a congregation's education currently happens in response to an actual case of 
sexual misconduct. However, it is recommended that the congregation be as proactive in this 
area as possible offering education in a variety of settings. There are already numerous resource 
materials available that could be adapted to a congregation's setting. 
 

Employing entities need to make sure all employees are well acquainted with, 
understand, and abide by their policy and procedures. Employing entities should offer additional 
training and resources, such as: a workshop during staff meeting; lunchtime discussion group; 
articles and books made available; etc. 
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Any professional (therapists, attorneys, advocates, mediators, arbitrators) used by a 

council should have access to experts qualified in the field of sexual misconduct if they 
themselves are not. 
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Appendix A 

Definitions 
 

Accused is the term used to represent the person against whom a claim of sexual 
misconduct is made. 

 
Accuser is a term used to represent the person claiming knowledge of sexual misconduct 

by a person covered by this policy. The accuser may or may not have been the victim of the 
alleged sexual misconduct. A person such as a family member, friend, or colleague may be the 
accuser. 

 
Church when spelled with the initial capitalized refers to the Presbyterian Church 

(U.S.A.).  Church when spelled with the initial in lowercase refers to local churches. The word 
congregation is used loosely for members and participants. 

 
Employee is the comprehensive term used to cover individuals who are hired or called to 

work for the Church for salary or wages. 
 

Entity is the term used to refer to any program or office managed by a board, committee, 
council, or other body whose membership is elected by a council. 
 

Council is a representative body composed of ruling elders and teaching elders: sessions, 
presbyteries, synods, and the General Assembly. A council may establish entities such as day-
care centers, conference centers, camps, or homes for the aged. A council may have both church 
members and nonmembers as employees. 
 

Inquiry is the term used in the Rules of Discipline to determine whether charges should 
be filed based upon allegations of an offense received by a council. See Book of Order, D-
10.0000. 
 

Mandated Reporter includes a person under the PCUSA constitution who is mandated to 
report to the civil authorities any reasonably held belief that there will be future harm and is also 
described by some states’ laws as a person who is required to report any and all suspected 
incidents of child abuse, including child sexual abuse that come to their attention. State laws vary 
from defining “all persons having knowledge” as mandated reporters to specifying very limited 
lists of professions whose members are required to report. 

 
Persons Covered by this policy includes church members, church officers, teaching 

elders , and nonmembers who are employees or volunteers of the General Assembly of the 
PC(USA). All other councils or entities of the General Assembly are urged to create a sexual 
misconduct policy using the guidelines set out in this policy. 

 
Response is the action taken by the council or entity when a report of sexual misconduct 

is received. It may include (1) inquiry into facts and circumstances, (2) possible disciplinary 
action (administrative or judicial or both), (3) pastoral care for victims and their families and 
others, and (4) pastoral care and rehabilitation for the accused and care for their families. 
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Civil Authorities are the governmental bodies, whether city, county, state, or federal, who 
are given the responsibility to investigate, criminally prosecute, and/or bring civil charges against 
individuals accused of sexual crimes or offenses against adults and children. 
 

Secular Law is the body of municipal, state, and federal laws and is often referred to 
collectively as civil and criminal law. Prohibited behavior addressed by this policy may result in 
criminal and/or civil charges filed under secular law.  
 

Victim is a person claiming to have been harmed and/or abused by a person covered 
under this policy. 
 

Volunteer is the term used for those who provide services for the General Assembly of 
the PC(USA). Volunteers include persons elected or appointed to serve on boards, committees, 
and other groups. For purposes of this policy, volunteers are treated the same as employees. 
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Appendix B 

 
Employment Procedures-With Forms 

 
Each "Employing Entity" should have already established and implemented entity 

personnel policies that include employment procedures for the search, selection, and call of 
entity staff. The employment procedures should spell out the process to be followed during the 
election of chief administrative officers and other staff, the appointment of exempt and 
nonexempt staff, and the call of teaching elders, chief administrative officers, and elected staff. 
These employment procedures should also include candidate/applicant reference checks prior to 
employment. Employing entity personnel policies should contain a clearly defined grievance 
process, a periodic performance review process, and a section that prohibits sexual misconduct 
(including sexual harassment). These provisions should be applicable to all full-time, part-time, 
temporary, and interim staff. The personnel policies should also provide for confidential 
communication channels whereby staff members can voice concerns or apprehensions without 
fear of retribution. 
 

Church-wide and public advertisement of vacant positions as a part of an employing 
entity's search procedures to fill vacant positions is required of General Assembly entities and 
related bodies and is recommended as a guideline for councils by the church-wide personnel 
policies as well as the Church-wide Plan for Equal Employment and Affirmative Action. In 
support of this policy and its procedures on sexual misconduct, all vacant positions of religious 
leadership forwarded to publications for advertisement, distributed to units of the church, as well 
as posted on local bulletin boards will include the following statement: 

 
"The Presbyterian Church (U.S.A.) is an equal opportunity employer. In addition the  
church has a strong policy opposing sexual harassment or abuse. References and records 
will be checked during the employment process." 

 
This statement will also be included in all information distributed through the Personnel 

Referral Services of the Church Vocations Ministry Unit. 
 

The following forms are included in this appendix: Exhibit A, Employee Questionnaire; 
and Exhibit B, Confidential Employee References. These two forms will be used by General 
Assembly entities and institutions, and are recommended for use by all other employing units of 
the church. Exhibit C, a form for Implementing Policy of Sexual Misconduct, is to be used by 
each employing entity as it distributes its sexual misconduct policy to employees and others. 
Exhibit D, Report of Suspected Sexual Misconduct, is for gathering basic information to be 
passed along to the appropriate person or group handling sexual misconduct cases for a unit or 
other entity. 

 
As required by acceptable personnel procedures, an employee handbook should be 

written, published, and distributed to each employee of church employing entities. All existing 
personnel policies and employee handbooks should be updated to include a sexual misconduct 
policy. 
 

It is advisable to seek legal advice as other councils, related bodies, and entities develop 
and publish policy and procedures on sexual misconduct using this General Assembly policy as a 
guide. All forms should be checked for compliance with state laws. 
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Sample Exhibits and Forms for Implementation 

Sample Exhibit A 
 
This is a sample employment questionnaire. In addition to the usual questions one finds on an 
employment questionnaire, the writing team has added certifications and releases that focus on 
past incidents of sexual misconduct. All entities are urged to have this or any substitute form 
they design examined by their legal counsel before using it. 
 
Sample Employment Questionnaire 
 
Name:________________________________________________________________________ 

Last    First     Middle 
Address:______________________________________________________________________ 

Street 
_____________________________________________________________________________ 

City    State     Zip 
 
Business Phone:___________________ Home Phone:_______________________ 
 
Have you ever been known by any other name? ______Yes_____ No 
 
If yes, please provide other name(s):________________________________________________ 
 
Employment Record (List current and previous employers for the last five years) 
 
Employed by:__________________________________________________________________ 
 
Address:______________________________________________________________________ 
 
City, State, Zip:_________________________________________________________________ 
 
Supervisor:______________________________________ Phone:________________________ 
 
Supervisor's Title_______________________________________________________________ 
 
Employed from (month/year) to______________ (month/year)____________________ 
 
Why did you leave?_____________________________________________________________ 
 
Employed by:__________________________________________________________________ 
 
Address:______________________________________________________________________ 
 
City, State, Zip:_________________________________________________________________ 
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Supervisor:____________________________________ Phone:__________________________ 
 
Supervisor's Title_______________________________________________________________ 
 
Employed from (month/year) to______________ (month/year)______________ 
 
Why did you leave?_____________________________________________________________ 
 
Employed by:__________________________________________________________________ 
 
Address:______________________________________________________________________ 
 
City, State, Zip:_________________________________________________________________ 
 
Supervisor:__________________________ Phone:___________________________ 
 
Supervisor's Title_______________________________________________________________ 
 
Employed from (month/year) to______________ (month/year)________________ 
 
Why did you leave?_____________________________________________________________ 
 
I certify that (a) no civil, criminal, ecclesiastical complaint has ever been sustained or is pending 
against me for sexual misconduct; (b) I have never resigned or been terminated from a position 
for reasons related to sexual misconduct. 
 
_____________________________________________________________________________ 
Signature Date 
 
Note: If you are unable to make the above certification you may instead give in the space 
provided a description of the complaint, termination, or the outcome of the situation and any 
explanatory comments you care to add. 
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Release 

 
The information contained in this questionnaire is accurate to the best of my knowledge and may 
be verified by the employing entity. I hereby authorize (Name of Employing Entity) to make any 
and all contacts necessary to verify my prior employment history, and to inquire concerning any 
criminal records or any judicial proceedings involving me as a defendant. By means of this 
release I also authorize any previous employer and any law enforcement agencies or judicial 
authorities to release any and all requested relevant information to the (Name of Employing 
Entity) _____________________________________________________________________. 
I have read this release and understand fully that the information obtained may be used to deny 
me employment or any other type of position from the employing entity. I also agree that I will 
hold harmless the employing entity or judicial authority from any and all claims, liabilities, and 
cause of action for the legitimate release or use of any information. 
 
Signature _______________________________________________________________ 
 
Witness_________________________________________________________________ 
 
Witness_________________________________________________________________ 
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Sample Exhibit B 

 
This is a sample form that may be used to keep a record of all face-to-face or telephone reference 
checks. Additions that have to do with sexual misconduct or child abuse may be needed by the 
entity to justify to a court of law that they have done reasonable and prudent screening before 
hiring a person for a position within that entity. 
 

Confidential Employment Reference 
 

1. Name of applicant:____________________________________________________________ 
 
2. Reference or church contacted (if a church, identify both the church and person contacted): 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
3. Date and time of contact:_______________________________________________________ 
 
4. Person contacting the reference or church:__________________________________________ 
 
5. Method of contact (phone, letter, personal conversation):______________________________ 
 
6. Summary of conversation (summarize the reference's remarks concerning the applicant's 
fitness and suitability for the position, any convictions for or actions pending related to sexual 
misconduct, sexual harassment or child abuse):________________________________________ 
 
______________________________________________________________________________ 
 
 
Name_______________________________________________ Title_____________________ 
 
Signature____________________________________________ Date_____________________ 
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Sample Exhibit C 

 
This is a sample designed to implement the sexual misconduct policy. It is necessary that all 
employees acknowledge being in receipt of the sexual misconduct policy. The policy provides 
protection and empowerment for die employee. 
 

Form for Implementing Policy of Sexual Misconduct Acknowledgement of Receipt 
 

I hereby acknowledge that I received on _____________________________(date), a 
copy of the "Policy and Its Procedures on Sexual Misconduct of the Presbyterian Church 
(U.S.A.)" dated that I have read the policy, understand its meaning, and agree to conduct myself 
in accordance with the policy. 
 
Signature_____________________________________________________________________ 
 
A similar acknowledgement should be signed at the time amendments to the policy are made and 
distributed. 
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Sample Exhibit D 

 
This exhibit provides entities with a sample Report of Suspected Sexual Misconduct. It provides 
space for the names, addresses, and telephone numbers of victims, the accused, possible 
witnesses, and others involved. It also provides space for a description of the offending behavior 
as well as other pertinent information. This form or a revision of it should be filed with the 
appropriate supervisor, office, or administrator of an entity who is required to file this with the 
constituting authority or its response coordination team (See section on Subsequent Reporting in 
this policy and its procedures.) 
 

Report of Suspected Sexual Misconduct 
 
Reported by:___________________________________________________________________ 
 
Name_________________________________________________________________________ 
 
Title__________________________________________________________________________ 
 
Address_______________________________________________________________________ 
 
City, State, and Zip Code_________________________________________________________ 
 
Telephone___________________________________ 
 
Date of Report:_______________________________ 
 
Person suspected of misconduct: 
 
Name_________________________________________________________________________ 
 
Title__________________________________________________________________________ 
 
Address_______________________________________________________________________ 
 
City, State, and Zip Code_________________________________________________________ 
 
Telephone___________________________________ 
 
Other person(s) involved (witness or victims): 
 
Name_____________________________________________ Title_______________________ 
 
Age_________________________________________ Sex_____________________________ 
 
Address______________________________________________________________________ 
 
City, State, and Zip Code_________________________________________________________ 
 
Telephone______________________________________ 
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Report of Suspected Sexual Misconduct 
 
Describe incident(s) of suspected sexual misconduct, including date(s), time(s), and location(s): 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Identify eyewitnesses to the incident, including names, addresses, and telephone numbers, where 
available:______________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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Sample Exhibit E 

 
Employment Questions to ask of potential employees: 
 
Councils and entities should ask persons seeking ministerial calls or employment in non-
ordained positions questions such as: 
 

a. Has a civil, criminal, or ecclesiastical complaint ever been sustained against  
you involving sexual misconduct by you? 
 

b. Have you ever resigned or been terminated from a position for reasons 
relating to allegations of sexual misconduct by you? 
 

c. If so, indicate the date, nature and place of these allegations, and the name,   
address, and telephone number of your employer at that time. 
 

d. Have you been required to receive professional treatment, physical or  
psychological, for reasons related to sexual misconduct to you? 
 

e. If so, please give a short description of the treatment including the date, nature  
of treatment, place, and name, address, and telephone number of the treating physician or other 
professional. 
 

A sample employment questionnaire is attached as Exhibit A for adaptation by councils 
and entities. The questions included in this sample may be integrated into a standard employment 
questionnaire along with other necessary questions. 
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Appendix C 

Meeting the Needs of All Involved 
 

In cases of sexual misconduct there are needs that have to be met for the good of all 
persons, groups, and entities. To ensure that the council is ready to meet the variety of needs 
present, an independent response coordination team may be named. This team will not 
investigate the allegation or in any way function as an investigating committee for disciplining 
members or officers, but should confine itself to coordinating a process that will meet the 
specific needs of victims and their families (if any), the accused and family (if any), employing 
entities, congregations, and councils: 

 
A.  The Needs of the Victim 
 

The council, employing entity, and response coordination team should assure that 
adequate treatment and care are available for alleged victims of sexual misconduct and their 
families. Sometimes, the victim or family is so angry and alienated from the church, that offers 
of help may be perceived as insincere or as attempts of a cover-up. If the victim or family at first 
refuses, the church should continue to offer help. Above all the church should not act in a self-
protective manner by ignoring the victim and their families. 

 
The extent of the damage to the victims of sexual misconduct will vary from person to 

person, and is influenced by such factors as the degree or severity of abuse, the age and 
emotional condition of the victim, human dynamics, and the importance of one’s religious faith. 
The council, entity, and response coordination team is to assume in all cases that the victim has 
been wounded by the experience. 
 

Feelings of guilt, shame, anger, mistrust, lowered self-esteem, unworthiness, and feelings 
of alienation from God, self, the religious community, and family are frequent injuries suffered 
by victims. It is important for the response coordination team to be sensitive to the victim’s pain 
and need for healing, and to act by making appropriate pastoral care available. 

 
The following are some of the needs of the victim: 
 
1. To be heard and taken seriously. From the time that the victim is first able to indicate 

that sexual misconduct has occurred, that person should receive immediate attention and serious 
consideration from all church representatives. 
 

2. To receive pastoral and therapeutic support. The victim may require spiritual and 
professional assistance as a result of sexual misconduct. The response coordination team should 
offer to help arrange for such support from a pastor and therapist, if the victim desires. 
Discussions with such people would be confidential, privileged conversations. 

 
3. To be informed about church process and progress with regard to the accusation. One 

member of the response coordination team should be the church contact person for the victim. 
Frequently, this contact person will give the victim information as to what is happening in the 
church as a result of the accusation. 
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4. To receive legal advice. The response coordination team should suggest that the victim 

might benefit from independent legal advice. (Legitimate claims might be more effectively 
pursued and flimsy or false claims discouraged.) If requested, the response coordination team 
should suggest ways in which independent legal advice can be obtained. 

 
5. To be assured of an advocate of one’s own choosing. A victim may need continuing 

moral support from one individual who is present while the church process deals with the 
accusation. This advocate may be a relative, friend, or someone suggested by the response 
coordination team. This advocate could speak for the victim, if necessary. 

 
• To be assured that justice will be pursued. The victim needs to be told by the 

response coordination team, and shown by the processes of the church, that justice 
is being pursued through fact-finding, truth-telling, confrontation, and agreement 
that may include removal or temporary exclusion of the accused from office or 
adjudication of the complaint. 
 

• To receive healing and reconciliation. In addition to specific forms of restitution 
mentioned above, the victim needs to receive a sense of healing and reconciliation 
with all concerned—the self, the family, the church and, ideally, the accused. The 
response coordination team can help bring this about using the church’s processes 
and resources. While the above are needs of the victim, one recognizes that all of 
these needs may also not be met through a reasonable handling of a specific case, 
but may only occur over a lengthier period of time. All of these needs, however, 
should be taken seriously and compassionately, and the rights of the victim 
respected. 

 
B.  The Needs of the Accused 
 

The council or entity shall offer treatment and care for the accused as well as alleged 
victims and families. If the accused is a teaching elder , this is the primary responsibility of the 
presbytery (Book of Order, G-3.0307). 
 

Feelings of guilt, shame, anger, mistrust, lowered self-esteem, depression, unworthiness, 
and feelings of alienation from God, self, the religious community, and family are often 
experienced by the accused. In addition, there may be fear of job loss, incarceration, and 
indignation if an allegation is false. 

 
When a person is found not guilty of charges of sexual misconduct, it is important for the 

council or entity to see that the decision is disseminated as widely as possible within their power, 
unless doing so would further injure the person accused. 

 
1.  Personal Care 

 
Whether the allegations about the accused are eventually found to be true or not, the 

accused deserves to be treated with Christian kindness and respect. 
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The response coordination team may suggest that the accused seek spiritual support or 

professional counseling. People in staff positions, such as presbytery executives or stated clerks, 
should not engage in personal counseling of the accused because of their potential involvement 
in disciplinary process. 
 

2.  Economic Security and Care for Family of Accused 
 

When an allegation of sexual misconduct has been made against a teaching elder , the 
economic security of the accused is directly threatened, along with reputation, career, and family 
relationships. Again, the presbytery can be of assistance. 
 

The response coordination team may alert the presbytery to the possible spiritual, 
emotional, and financial needs of the family of the accused and recommend expert resources. 

 
C.  The Needs of a Congregation in a Context of Sexual Misconduct 
 

The council, employing entity, and response coordination team should be aware of the 
problems a congregation or employing entity may experience following allegations of sexual 
misconduct by a teaching elder, employee, or volunteer. The allegations may polarize the 
congregation or organization, damage morale, create serious internal problems, and even limit 
the trust a congregation may place in succeeding pastors. Efforts should be taken to recognize 
and identify the problems and heal any damage that may be done to the congregation or 
organization. 
 

When there is sexual misconduct on the part of a teaching elder, non-ordained staff, or 
volunteer in a particular congregation, a number of needs unique to that congregation will 
emerge since sexual misconduct impacts congregations in different ways. Therefore, these needs 
will not necessarily emerge in the same sequence in each situation. Depending on the parties 
involved in the sexual misconduct, some of the needs may not emerge. In any event, those 
managing the church’s response to the sexual misconduct will want to know that the following 
needs may emerge:  

 
1.  Pastoral Care 

 
Members and staff of the congregation will need pastoral care. If it is the pastor who is 

involved in the sexual misconduct, care will need to be provided by another member of the 
ordained staff (if the church is a multiple-staff church) or by a trained interim pastor. If the pastor 
leaves as a result of sexual misconduct, in extreme cases a trained interim pastor or consultant in 
sexual misconduct may need to work with the congregation for an extended period of time. 

 
If it is not a pastor who is involved in the sexual misconduct, then the pastor will provide 

the needed care for the congregation. The pastor, if not previously trained in this specialty area, 
will need to consult with denominational specialists who will advise him or her how to proceed 
and any anticipated problems. 
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2.  Information About the Case 

 
Members of the congregation will need opportunities both to receive and give 

information. If a case of sexual misconduct becomes a matter of public knowledge within a 
congregation and if a pastor has been found guilty of sexual misconduct, the interim pastor or 
consultant may hold appropriate meetings with individuals, small groups, or with the whole 
congregation. Such meetings should provide information about sexual misconduct in general, 
Presbyterian polity and our judicial process, and how others who may have been victimized may 
be heard and ministered to. If the offender is not the pastor, then the pastor may perform these 
functions. At such meetings, one may expect members to vent their feelings. An opportunity for 
this to happen should be provided. If this venting does not take place, then it may create serious 
problems for the future of the congregation, for future pastors, and for the governing body.’ 
Dynamics may differ somewhat in racial ethnic churches, but no empirical studies have yet 
demonstrated different dynamics. 
 

3.  Resource Persons 
 

In light of the above needs, the following are several resource persons whose services 
would be valuable to a congregation in the context of sexual misconduct: a trained interim 
pastor, a presbytery representative knowledgeable in polity and the effects of sexual misconduct 
in the church, a consultant or therapist with knowledge and experience in dealing with sexual 
misconduct, an attorney who can discuss legal aspects of a case, an insurance agent who can 
advise the congregation about their exposure to liability or coverage. 
 

It is the responsibility of the council to establish policy and its procedures governing 
cases of sexual misconduct in that jurisdiction. The PC(USA) policy and its procedures are 
intended to guide the development of council policy and procedures. 

 
Revised/Approved by COGA, October 2013 
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C.  CHILD PROTECTION POLICY 
 
G-3.0106:  All councils shall adopt and implement a Sexual Misconduct Policy and a Child 
Protection Policy. 
 
Please refer to: 
 

• “We Won’t Let it Happen Here: Creating a Child Safe Church” 
https://www.presbyterianmission.org/site_media/media/uploads/compassion-peace-
justice/pcan-we_won't_let_it_happen_here-052214.pdf (as of November, 2015) 

 
• New York State Office of Children and Family Services: http://ocfs.ny.gov/main/cps/  

as of November, 2015) 

https://www.presbyterianmission.org/site_media/media/uploads/compassion-peace-justice/pcan-we_won't_let_it_happen_here-052214.pdf
https://www.presbyterianmission.org/site_media/media/uploads/compassion-peace-justice/pcan-we_won't_let_it_happen_here-052214.pdf
http://ocfs.ny.gov/main/cps/
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D.  CONFLICT OF INTEREST POLICY FOR TRUSTEES, OFFICERS,            
SENIOR MANAGERS, BOARD OF TRUSTEES AND CHURCH      
EXECUTIVES 
 
In accordance with Section 715-a of the New York Not-For-Profit Corporation Law, every New 
York not-for-profit corporation (and the Presbytery of New York City is a New York not-for-
profit corporation) must adopt a conflict of interest policy to ensure that its directors, officers and 
key employees act in the corporation’s best interest and comply with applicable legal 
requirements.  Such legal requirements include, but are not limited to, those under Section 715 of 
the New York Not-For-Profit Corporation Law, which requires that no New York not-for-profit 
corporation shall enter into any “related party transaction” unless the transaction is determined 
by the board to be fair, reasonable and in the corporation’s best interest.  A “related party 
transaction” is any transaction, agreement or other arrangement in which a related party -- a 
director, officer or key employee or a relative of a director, officer or key employee -- has a 
financial interest and in which the corporation is a participant. 
 
Section 715-b of the New York Not-For-Profit Corporation requires certain not-for-profit 
corporations to adopt a Whistleblower Policy. 
 
Conflict of Interest definition:  A situation that has the potential to undermine the impartiality of 
a person because of the possibility of a clash between the person’s self-interest and professional 
interest or public interest. 
 
For more information, please see: (as of November, 2015): 
http://www.businessdictionary.com/definition/conflict-of-interest.html#ixzz3tGxpGWUo and 
https://www.councilofnonprofits.org/print/612. 
 
 
Board of Trustees of the Presbytery of New York City 
 
I. POLICY. 

 
The Trustees of the Board of Trustees of the Presbytery of New York City (the 

“Board”) and the officers and senior managers employed by the corporation of the Presbytery of 
New York City (the “Presbytery”) have certain fiduciary obligations in those roles.  This 
Conflicts of Interest Policy for Trustees, Officers, and Senior Managers of the Presbytery of New 
York City (the “Policy”) has been adopted by the Board of Trustees to help insure that those 
obligations are met. 
 

A. The provisions of this Policy shall apply to the Board’s elected Trustees, as well 
as to the officers and senior managers (including, but not limited to, any 
Executive Presbyter, Stated Clerk, and Treasurer) employed by the Presbytery 
(collectively, the “Officers”).  A senior manager is an employee who is in a 
position to exert substantial influence over material decisions of the organization. 

http://www.businessdictionary.com/definition/conflict-of-interest.html#ixzz3tGxpGWUo
https://www.councilofnonprofits.org/print/612
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B. This Policy also applies to any action where a Trustee or an Officer has a material 

personal interest in a proposed transaction or arrangement with the Board or the 
Presbytery.  It is intended to ensure that any decision in such a matter is reviewed 
and acted upon by disinterested persons. 

 
C. Each Trustee and Officer shall certify, by January 1 of each fiscal year, that he or 

she has read and understood this Policy and will abide by it.  A form of annual 
certification is attached as Exhibit B. 

 
II. DEFINITIONS 

 
The following terms shall have the meanings set forth below. 
 
1. “Compensation” means direct and indirect remuneration and gifts or 

favors which are substantial in nature and paid or given to you.  The 
Internal Revenue Service (“IRS”) guidelines on de minimis fringe benefits 
shall be a guide to whether a gift or favor is “substantial in nature.” 
 

2. “Fiduciary Interest” means a duty of loyalty or trust to an entity other than 
the Presbytery or the Board arising from service as a trustee, officer, 
director, or senior manager of the entity. 

 
3. “Financial Interest” means, directly or indirectly, through business, 

investment, or an immediate family member, having: 
 

a. A substantial or controlling ownership or investment interest in, or 
a Compensation arrangement with, any entity or individual with 
which the Presbytery has a transaction or financial arrangement; or 
 

b. An ownership or investment interest in, or a Compensation 
arrangement with, any entity or individual that would stand to 
benefit if a transaction or arrangement being considered was to be 
approved by the Board or agreed to by the Presbytery. 
 

(A Financial Interest is to be distinguished from a subject interest.  
Trustees and Officers may have professional interests that may be 
advanced or impeded by competition, market forces, and industry trends.  
Such interests constitute subject interests, not Financial Interests.  A 
subject interest should be disclosed when a particular transaction is under 
discussion or review, as a matter of courtesy and professionalism, but does 
not constitute a conflict of interest and is not subject to these procedures). 
 

4. Membership in (a membership by an immediate family member in) the 
Benefits Plan of the Presbyterian Church (U.S.A.) shall not constitute a 
Financial Interest or Fiduciary Interest invoking the procedure set forth in 
this Policy. 
 

5. “Interested Person” means a person who is a Trustee or Officer and who 
has a Financial Interest or Fiduciary Interest. 
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III. HONEST AND ETHICAL CONDUCT. 

 
Each Trustee and Officer shall: 
 
1. Always conduct himself or herself in an honest and ethical manner; 

 
2. Act with the highest standards of personal and professional integrity; 

 
3. Respect the confidentiality of information acquired during the course of 

his or her tenure with the Board or the Presbytery and not use any such 
confidential information for personal gain; 

 
4. Achieve responsible use of and control over all assets and resources 

employed or entrusted to him or her; 
 

5. Promote and advocate ethical behavior by the Board and the Presbytery all 
in their work environments; and 

 
6. Ensure that he or she discloses, to the President of the Board of Trustees 

or the Executive Presbyter, as appropriate, any material facts or 
information that come into the Trustee’s or Officer’s possession 
concerning any Interested Person transaction. 

 
IV. CONFLICTS OF INTEREST. 

 
A. Annual Disclosure Statements 
 

1. Each Trustee and Officer shall execute a disclosure statement in 
substantially the form of Exhibit A attached to this Policy upon election or 
hiring, and annually thereafter, disclosing the facts relating to any actual 
or potential Financial Interest and Fiduciary Interest or stating that he or 
she has no reportable Financial or Fiduciary Interest.  The annual 
disclosure statement shall also recite that the person: 
 
a. has received a copy of this Policy, 

 
b. has read and understands this Policy, and 

 
c. agrees to comply with this Policy. 

 
2. The President of the Board of Trustees shall distribute to the Board a 

report summarizing the completed annual disclosure statements from the 
Trustees and Officers. 
 

3. Each person required to complete an annual disclosure statement under 
this Policy has the obligation to report any new reportable Financial or 
Fiduciary Interest promptly to the President to the Board of Trustees, or 
the Executive Presbyter, as appropriate. 
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B. Procedure for Disclosing and Identifying Conflicts of Interest 

 
1. An Interested Personal shall openly and candidly disclose the existence 

and nature of any Financial or Fiduciary Interest to the Board or a 
Presbytery or Board committee (or council) that is considering a proposed 
transaction or arrangement that may result in a conflict of interest or create 
the appearance of a conflict of interest. 
 

2. The Interested Person may be counted for purposes of determining 
whether a quorum is present at a meeting. 

 
3. After disclosure of the Financial Interest or Fiduciary Interest and all 

material facts, the Interested Person shall indicate whether he or she 
believes the interest causes a conflict of interest or the potential for the 
appearance of a conflict of interest such that he or she intends to abstain 
from participation in the action. 

 
a. If the Interested Person indicates that he or she does not consider 

the interest as a material personal conflict of interest with his or her 
responsibility to the Board or Presbytery, and indicates a desire to 
participate in the action, then, after any discussion with the 
Interested Person, the Interested Person shall leave the Board or 
committee (or council) meeting while the determination of the 
conflict of interest is discussed and voted upon. 
 

b. The remaining voting body or committee (or council) members 
shall decide if a conflict of interest exists.  If a majority of non-
Interested Persons present to vote conclude that a conflict exists, 
the process for addressing the conflict described below shall be 
followed. 
 

C. Addressing Conflicts of Interest 
 
1. When a conflict of interest exists involving a matter before the Board or a 

Board or Presbytery committee (or council), the Board or such committee 
(or council) shall permit the Interested Person to make a presentation at 
the Board or Committee (or council) meeting, but after such presentation, 
the Interested Person shall leave the meeting during the discussion of, and 
the vote on, the transaction or arrangement that results in the conflict of 
interest. 
 

2. If the Interested Person is a party to the recommendation, transaction, or 
arrangement with the Board or Presbytery, the Board or committee (or 
council) may, if it deems it necessary and appropriate, appoint a non-
Interested Person or committee to investigate alternatives to the proposed 
transaction or arrangement. 
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3. After exercising due diligence, the Board or committee (or council) should 

determine whether the Board or Presbytery can obtain a more 
advantageous transaction or arrangement with reasonable efforts from a 
person or entity that would not give rise to a conflict of interest; and, if a 
more advantageous transaction or arrangement is not reasonably attainable 
under circumstances that would not give rise to a conflict of interest, the 
Board or committee (or council) may determine by a majority vote of the 
non-Interested Persons present that the transaction or arrangement: 

 
a. is in the best interest of the Board or Presbytery and for its own 

benefit; and 
 

b. is fair and reasonable to the Board or Presbytery. 
 

D. Violations of the Conflicts of Interest Policy 
 

1. If the Board or a Board or Presbytery committee (or council) has reason to 
believe that a person has failed to disclose a Financial or Fiduciary 
Interest, it shall inform the person of the basis for such belief and afford 
the individual an opportunity to explain the alleged failure to disclose. 
 

2. If, after hearing the response of the person and making such further 
investigation as may be warranted in the circumstances, the Board or 
committee (or council) determines that the individual has in fact failed to 
disclose an actual or potential conflict of interest, it shall take appropriate 
disciplinary and corrective action. 

 
E. Record-keeping Procedures 

 
1. The minutes of meetings of the Board or Presbytery committees (or 

council) shall include: 
 
a. the names of all persons who attended the meeting; 

 
b. the names of all persons who disclosed or were found to have a 

Financial or Fiduciary Interest in connection with an action, the 
nature of the Interest, any action taken to determine whether a 
conflict of interest existed, and whether the Board or committee (or 
council) determined there was a conflict of interest; 

 
c. the names of the persons who absented themselves from the 

meeting during discussions and votes relating to the transaction or 
arrangement; 

 
d. a record of any discussion relating to the transaction or 

arrangement, including any alternatives to the proposed transaction 
or arrangement; and 
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e. a record of the vote on the proposed transaction or arrangement. 

 
2. Copies of any reports, appraisals, or other written data presented at the 

meeting to analyze the conflict of interest or to vote on the proposed 
transaction or arrangement shall be filed with the minutes. 

 
V. RESTRICTION ON EMPLOYMENT OF ELECTED REPRESENTATIVES. 

 
No Trustee shall be eligible during the term for which he or she is elected or 

appointed to become an employee of the Presbytery unless the person resigns from the elected 
position before accepting an offer of employment from the Presbytery. 

 
VI. REPORTING ANY VIOLATIONS OF THIS POLICY. 

 
If a Trustee or an Officer believes that actions have occurred, may be taking 

place or may be about to take place that violate or would violate this Policy, he or she must bring 
the matter to the attention of the President of the Board or the Executive Presbyter, as 
appropriate. 
 
VII. REMEDIAL ACTION. 

 
A violation of this Policy will subject a Trustee or an Officer to disciplinary 

action, up to and including a discharge from the Board of the Presbytery. 
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EXHIBIT A 

BOARD OF TRUSTEES OF THE PRESBYTERY OF NEW YORK CITY 
INITIAL CONFLICT OF INTEREST POLICY CERTIFICATION 

 
 
  I hereby certify that I have read, understand and will abide by the current version 
of the Conflicts of Interest Policy for Trustees, Officers, and Senior Managers of the Presbytery 
of New York City (the “Policy”).  I understand that any failure to follow the Policy will be a 
sufficient basis for dismissal for cause (if I am then an employee of the Presbytery of New York 
City), referral to appropriate authorities, or other appropriate action. 
 
 
 
      _____________________________________ 
      Name of Trustee, Officer, or Senior Manager 

 
 

  _____________________________________ 
      Date 
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EXHIBIT B 
BOARD OF TRUSTEES OF THE PRESBYTERY OF NEW YORK CITY 

ANNUAL CONFLICTS OF INTEREST POLICY CERTIFICATION 
 
 
  All Trustees of the Board of Trustees of the Presbytery of New York City (the 
“Board”) and all officers and senior managers of the corporation of the Presbytery of New York 
City (the “Presbytery”) must avoid even the appearance of a conflict of interest.  The Conflicts of 
Interest Policy for Trustees, Officers, and Senior Managers of the Presbytery of New York City 
(the “Policy”) describes this in further detail.  It applies to any action where a trustee, officers, or 
senior manager has a material personal interest (whether financial or fiduciary) in a proposed 
transaction or arrangement with the Presbytery.  The Policy requires identification and disclosure 
of such conflicts of interest.  It also provides a method for determination of whether a conflict 
requires voting approval or abstention from voting on any matter involving the potential conflict. 
 
______________________________________________________________________________ 
 
 I, __________________________________________affirm that: 
   (please print name) 
 

1. I have received, read and understand the Conflicts of Interest Policy for Trustees, 
Officers, and Senior Managers of the Presbytery of New York City. 
 

2. On the reverse side of this form, I have disclosed any Financial or Fiduciary 
Interests (as defined in the Policy) that I currently have. 
 

3. At the present time, I am not aware of any conflict of interest involving my 
position other than the interests disclosed on the reverse side. 
 

4. If at any time I discover that I am in a position of conflict, I shall immediately 
report the conflict to the President of the Board of Trustees or the Executive 
Presbyter of the Presbytery of New York City, as appropriate. 
 

5. In any situation involving a Financial or Fiduciary Interest (as defined in the 
Policy), I shall disclose the conflict and abstain from participation in any 
discussion or vote on the issue in order to avoid even the appearance of conflicts 
of interest or favoring of any special interest, unless the President of the Board of 
Trustees or the Board of Trustees itself directs otherwise. 

 
__________________________________  ___________________________________  

Date      Signature of Trustee, Officer or Senior 
      Manager 
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FINANCIAL OR FIDUCIARY INTEREST DISCLOSURE 
 
 
____________________________________  ______________________________ 
Name of Trustee, Officer, or Senior Manager  Position Held 
 
  If you have any financial or fiduciary interest (as those terms are described below) 
that might constitute a conflict of interest under the Conflicts of Interest Policy for Trustees, 
Officers, and Senior Managers of the Presbytery of New York City (the “Policy”), it must be 
disclosed on the form below.  The Policy defines those terms as follows: 
 

“Compensation” means direct and indirect remuneration, gifts, or favors which are 
substantial in nature and paid or given to you.  The Internal Revenue Service (“IRS”) 
guidelines on de minimis fringe benefits shall be a guide to whether a gift or favor is 
“substantial in nature.” 
 
“Fiduciary Interest” means a duty of loyalty or trust to an entity other than the Presbytery 
of New York City or its Board of Trustees arising from service as a trustee, officer, 
director, or senior manager of the entity. 
 
“Financial Interest” means directly or indirectly, through business, investment, or 
immediate family, having 

 
(1) A substantial or controlling ownership or investment interest in, or a 
Compensation arrangement with, any entity or individual with which the 
Presbytery of New York City has a transaction or financial arrangement; or 
 
(2) An ownership or investment interest in, or a Compensation arrangement 
with, any entity or individual that would stand to benefit if a transaction or 
arrangement being considered was to be approved by the Board of Trustees of 
the Presbytery of New York City or agreed to by the Presbytery of New York 
City. 

 
A Financial or Fiduciary Interest may or may not constitute a conflict of interest.  All potential 
conflicts must nonetheless be disclosed to the Executive Presbyter or President of the Board of 
Trustees of the Presbytery of New York City, as appropriate. 
 
  Through business, investment, or family, I have the following Financial or 
Fiduciary Interests: 
 
___________________________________  ____________________________________ 
Entity or Individual     Nature of Interest 
 
 
___________________________________  ____________________________________ 
Entity or Individual     Nature of Interest 
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___________________________________  ____________________________________ 
Entity or Individual     Nature of Interest 
 
Date:______________________________  ____________________________________ 
       Signature of Trustee, Officer or Senior 
       Manager 
 
       ____________________________________ 
       Print Name of Trustee, Officer or Senior 
       Manager 
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XI. STEWARDSHIP IN LOCAL CONGREGATIONS 
 
Please see the following websites for additional resources: 
 

• What Do Presbyterians Believe About Stewardship? (Presbyterians Today article 
October 2015): 
http://www.presbyterianmission.org/ministries/today/stewardship/  
 

• Stewardship Manual. A Guide for Year-Round Financial Stewardship Planning 
(Presbyterian Mission Agency) (as of November, 2015): 
http://www.ourpresbytery.org/docs/financial/stewardship_manual.pdf 
 

• Stewardship Resource Center (Presbyterian Foundation) (as of November, 2015): 
http://www.presbyterianfoundation.org/stewardship 
 

• PCUSA Stewardship Manual (Presbyterian Foundation) (as of November, 2015): 
http://www.presbyterianfoundation.org/Resource-Files/Fundraising-Management-How-
To/PCUSA-Stewardship-Manual.aspx 
 

• Ministry Tool Box (Presbyterian Foundation) (as of November, 2015): 
http://www.presbyterianfoundation.org/Resources/Ministry-Resources/Church-Tool-
Box.aspx 
 

• The Generous Steward Resources (as of November, 2015): 
http://www.thegeneroussteward.com/Resources_and_Links.html 
 

• Church Improvement Tool Box (PCUSA Research Services, Mission Study tools) (as 
of November, 2015): 
https://www.presbyterianmission.org/ministries/research/help-congregations/ 

http://www.presbyterianmission.org/ministries/today/stewardship/
http://www.ourpresbytery.org/docs/financial/stewardship_manual.pdf
http://www.presbyterianfoundation.org/stewardship
http://www.presbyterianfoundation.org/Resource-Files/Fundraising-Management-How-To/PCUSA-Stewardship-Manual.aspx
http://www.presbyterianfoundation.org/Resource-Files/Fundraising-Management-How-To/PCUSA-Stewardship-Manual.aspx
http://www.presbyterianfoundation.org/Resources/Ministry-Resources/Church-Tool-Box.aspx
http://www.presbyterianfoundation.org/Resources/Ministry-Resources/Church-Tool-Box.aspx
http://www.thegeneroussteward.com/Resources_and_Links.html
https://www.presbyterianmission.org/ministries/research/help-congregations/
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XII. DEALING WITH THE CITY 
 

A.  TAX EXEMPT FORM & PROCEDURES 
 
For forms and procedures see the following websites: 
 

• Application for Exemption from Real Estate Taxation for Property Owned by Non-Profit 
Organizations (as of November, 2015):  
http://www1.nyc.gov/assets/finance/downloads/pdf/08pdf/not_for_profit_appl.pdf 
 

• Not-for-Profit Property Tax Exemption Renewal Forms (as of November, 2015): 
http://www1.nyc.gov/assets/finance/downloads/pdf/faq/nfp_online_renewal_faq.pdf 

 
• Federal Tax Exempt Status.  See Link: http://www.pcusa.org/resource/legal-resource-

manual (as of November, 2015) or contact Kathie Lyvers, Legal Office Administrator, 
Presbyterian Mission Agency, 100 Witherspoon Street, Room 5631A, Louisville, KY 
40202-1396.  Phone Number: (502) 569-5020.  Email:  kathie.lyvers@pcusa.org 
 

• Property Refund Request (as of November, 2015):   
http://www1.nyc.gov/assets/finance/downloads/pdf/05pdf/property_refund.pdf 
 

• Not-for-Profit (NFP) Organization Property Tax Exemptions/Reductions (as of 
November, 2015):   
http://www1.nyc.gov/site/finance/benefits/benefits-not-for-profit-organizations.page 
. 

• A User Guide to Not-for-Profit Online Renewals (as of November, 2015):   
http://www1.nyc.gov/assets/finance/downloads/pdf/not_for_profit/nfp-
online_renewal_guide.pdf 
 
 

http://www1.nyc.gov/assets/finance/downloads/pdf/08pdf/not_for_profit_appl.pdf
http://www1.nyc.gov/assets/finance/downloads/pdf/faq/nfp_online_renewal_faq.pdf
http://www.pcusa.org/resource/legal-resource-manual
http://www.pcusa.org/resource/legal-resource-manual
mailto:kathie.lyvers@pcusa.org
http://www1.nyc.gov/assets/finance/downloads/pdf/05pdf/property_refund.pdf
http://www1.nyc.gov/site/finance/benefits/benefits-not-for-profit-organizations.page
http://www1.nyc.gov/assets/finance/downloads/pdf/not_for_profit/nfp-online_renewal_guide.pdf
http://www1.nyc.gov/assets/finance/downloads/pdf/not_for_profit/nfp-online_renewal_guide.pdf
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XIII. DEPARTMENT OF BUILDINGS 
 

A.  RESOLVING VIOLATIONS 
 
For procedures and contact information see the following websites: 

• Resolving your Department of Buildings Violations (as of November, 2015): 
http://www.nyc.gov/html/dob/downloads/pdf/infoviol.pdf 

 
• Certifying Correction for an ECB Violation (as of November, 2015): 

http://www.nyc.gov/html/dob/html/safety/certifying_ecb.shtml 
 

• Stop Work Orders (as of November, 2015): 
http://www.nyc.gov/html/dob/html/safety/stop_work_order.shtml 
 

• Contact the Buildings Department (as of November, 2015): 
http://www.nyc.gov/html/dob/html/contact/contact.shtml 

http://www.nyc.gov/html/dob/downloads/pdf/infoviol.pdf
http://www.nyc.gov/html/dob/html/safety/certifying_ecb.shtml
http://www.nyc.gov/html/dob/html/safety/stop_work_order.shtml
http://www.nyc.gov/html/dob/html/contact/contact.shtml
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XIV. NEW YORK CITY ENVIRONMENTAL PROTECTION 
 
 
A.  PROCEDURES & FORMS FOR DEALING WITH WATER AND SEWER 
    ISSUES 

For forms and procedures see the following websites: 
 

• Application for Exemption from Water and Sewer Charges (as of November, 2015): 
http://www.nyc.gov/html/dep/pdf/water_sewer/application-for-exemption-from-water-
and-sewer-charges.pdf 
 

• Refund and Transfer of Credit Application (as of November, 2015): 
http://www.nyc.gov/html/dep/pdf/refund.pdf 
 

• Registration for Water & Sewer Billing (as of November, 2015): 
http://www.nyc.gov/html/dep/pdf/custreg.pdf 
 

• Customer Account Information and Complaint Resolution (as of November, 2015): 
http://www.nyc.gov/html/dep/pdf/partviii.pdf 
 

• Construction, Demolition and Abatement (as of November, 2015): 
http://www.nyc.gov/html/dep/html/construction_demolition_abatement/index.shtml 
 

• NYC Lien Sale & Payment Agreements: Frequently Asked Questions (as of November, 
2015): 
http://www.nyc.gov/html/dep/html/customer_services/lienfaq.shtml 
 
 
 

http://www.nyc.gov/html/dep/pdf/water_sewer/application-for-exemption-from-water-and-sewer-charges.pdf
http://www.nyc.gov/html/dep/pdf/water_sewer/application-for-exemption-from-water-and-sewer-charges.pdf
http://www.nyc.gov/html/dep/pdf/refund.pdf
http://www.nyc.gov/html/dep/pdf/custreg.pdf
http://www.nyc.gov/html/dep/pdf/partviii.pdf
http://www.nyc.gov/html/dep/html/construction_demolition_abatement/index.shtml
http://www.nyc.gov/html/dep/html/customer_services/lienfaq.shtml
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XV. FDNYC 
 

A.  DEALING WITH FDNYC INSPECTIONS 
 
See the following websites: 
 

• Fire Company Inspections (as of November, 2015): 
http://www.nyc.gov/html/fdny/html/cda/cda_fireco_inspections.shtml 

 
• FDNY Bureau of Fire Prevention Inspections (as of November, 2015): 

http://www.nyc.gov/html/fdny/html/cda/cda_fire_prev.shtml 
 

http://www.nyc.gov/html/fdny/html/cda/cda_fireco_inspections.shtml
http://www.nyc.gov/html/fdny/html/cda/cda_fire_prev.shtml
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XVI. ACCESS TO CITY DEPARTMENTS 

 
See the following websites: 
 

• How to Read a Zoning Map (as of November, 2015): 
http://www.nyc.gov/html/dcp/html/zone/zh_readmap.shtml 
 

• Zoning Map (as of November, 2015): 
http://www.nyc.gov/html/dcp/pdf/zone/map3d.pdf 
 

• Historical Zoning Maps (as of November, 2015): 
http://www.oasisnyc.net/map.aspx 
 

• NYC Department of Buildings (as of November, 2015): 
http://a810-
bisweb.nyc.gov/bisweb/PropertyProfileOverviewServlet?boro=2&block=3132&lot=30 
 

• NYC Department of Finance Assessment Roll (as of November, 2015): 
http://nycprop.nyc.gov/nycproperty/nynav/jsp/stmtassesslst.jsp 
 

• NYC HPD Data (as of November, 2015): 
https://hpdonline.hpdnyc.org/HPDonline/provide_address.aspx 
 

• NYC Planning ZoLa Application (as of November, 2015): 
http://gis.nyc.gov/doitt/nycitymap/template?z=8&p=1017387,246498&a=ZOLA&c=ZO
LA&s=l:Bronx,3132,30,PLUTO 
 

• NYC Digit Tax Map (as of November, 2015): 
http://maps.nyc.gov/taxmap/map.htm?searchType=BblSearch&featureTypeName=EVER
Y_BBL&featureName=2031320030 
 

• NYC Zoning Guide (as of November, 2015): 
http://www.nyc.gov/html/dcp/html/subcats/zoning.shtml 
 

• NYC Watershed Resources (as of November, 2015): 
http://www.oasisnyc.net/watershed/watershed.aspx 
 
 
 

http://www.nyc.gov/html/dcp/html/zone/zh_readmap.shtml
http://www.nyc.gov/html/dcp/pdf/zone/map3d.pdf
http://www.oasisnyc.net/map.aspx
http://a810-bisweb.nyc.gov/bisweb/PropertyProfileOverviewServlet?boro=2&block=3132&lot=30
http://a810-bisweb.nyc.gov/bisweb/PropertyProfileOverviewServlet?boro=2&block=3132&lot=30
http://nycprop.nyc.gov/nycproperty/nynav/jsp/stmtassesslst.jsp
https://hpdonline.hpdnyc.org/HPDonline/provide_address.aspx
http://gis.nyc.gov/doitt/nycitymap/template?z=8&p=1017387,246498&a=ZOLA&c=ZOLA&s=l:Bronx,3132,30,PLUTO
http://gis.nyc.gov/doitt/nycitymap/template?z=8&p=1017387,246498&a=ZOLA&c=ZOLA&s=l:Bronx,3132,30,PLUTO
http://maps.nyc.gov/taxmap/map.htm?searchType=BblSearch&featureTypeName=EVERY_BBL&featureName=2031320030
http://maps.nyc.gov/taxmap/map.htm?searchType=BblSearch&featureTypeName=EVERY_BBL&featureName=2031320030
http://www.nyc.gov/html/dcp/html/subcats/zoning.shtml
http://www.oasisnyc.net/watershed/watershed.aspx


ADDENDUM 

 

THE FOLLOWING PAGES WERE RECEIVED AFTER THE PRINTING OF THIS 
PROPERTY SUPPORT GENERAL INFORMATION MANUAL AND REPLACE PAGES 
94-99 IN THE MANUAL. 
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