
    

“Love… Learn… Lead…” 

 

Elders 

Policy, Procedures  

& 

 Details Manual 
 

St. John’s Lutheran Church 

Bakersfield, California 
JANUARY 2023 

REVISED JANUARY 18, 2023  

 



 

    

Table of Contents 

ELDERS POLICIES 

I. Basic Objectives (Constitution, Article VII, Section C) 1 

II. Elder Number and Term 1 

III. Elder Functions  1-2 

IV. Elder Qualifications 2-3 

V. Elder Nominating Procedure  3-4 

VI. Board of Directors (BoD) Nominating Procedure 4-7 

 
a.  St. John’s Lutheran Church Board of Directors Governance Policies (Section 2.4 Board Job 
 Description) 

4-6 

 b.  Summary of Nominating Committee Duties 6-7 

VII. Other Policies/Procedures 7-8 

 a.  Calling a Senior Pastor 7-8 

 b.  Removal from Office 8 

 c.  Securing Ordained and Commissioned Ministers Other Than the  Position of Senior Pastor 8 

VIII. Process for Modifying the Elders Policy, Procedures and Details Manual 8 

ELDER DUTIES AND RESPONSIBILITIES 

-I. Annual Calendar of Elder Responsibilities 9 

II. Elder of the Day (EoD) 10-11 

III. Holy Communion 11-14 

IV. Holy Baptism  15-17 

V. Other Duties (Ash Wednesday, Care Ministry) 18 

VI. Emergency Information 19-20 

VII. Worship Service Checklist 21 

VIII. Conflict Resolution and Church Discipline 22-26 

APPENDIX  
A Sanctuary and Worship Center Communion Assignment Templates 

B 
The Office of Elder – St. John’s Lutheran Church, Bakersfield, CA 

My Commitment To, and Covenant With, the Body of Christ of St. John’s Lutheran Church, 
Bakersfield, CA 

C Elders Roster 

D Brief Biographical Sketch of BoD Candidate to be considered by congregation 

E List of Other Churches Using SJLC Facilities for Worship 

F Special COVID-19 Protocols 

G SJLC Constitution 

H SJLC Bylaws 
 



 

 

 1 Elders Policies 

 

I. BASIC OBJECTIVES AND CHARGE OF ELDERS (Constitution, Article VII, Section C, page 13) 

The basic objectives of elders are the spiritual welfare of the pastors, other members of the 
Strategic Leadership Team, and the members of the congregation individually and corporately, 
as well as the supervision of corporate worship. The elders include the ordained pastor(s) of the 
congregation who are non-voting members. 

Elders are charged with the spiritual well-being of the church.  They have oversight of the 
congregation, The board of directors, and staff pertaining to biblical and spiritual standards.  
Elders are not involved with the management and/or the business of the congregation. Elders 
shall normally meet a minimum of once a month. 

II. ELDER NUMBER AND TERM (past and current practice) 

Elders consist of a minimum of eleven1 male, non-clergy SJLC members in good standing.  Elders 
function as a committee that meets at least once a month.  The ordained pastor(s) of St. John’s 
also serve on elders as non-voting members.  Members of the elders serve an indefinite term1 
but must declare each year if they intend to continue to serve and be ratified via a simple majority 
“yes or no” vote by the congregation (see the elder selection process in SJLC Bylaws V.B.2.). 
1Number and Term of Elders is not specified in Bylaws and may vary above this minimum depending on the spiritual needs of 

elders and the congregation. 

III. THE FUNCTION OF THE ELDERS (Constitution, Article VII, Section C.2, page 13) 

The functions of the elders: 

a. Pray for the spiritual leadership of the ministry. 

b. Encourage the called professional workers and their work by word and action.  

c. Assist the pastor(s) in finding peaceful and God-pleasing solutions with members of the 
congregation who need assistance.  

d. Serve as caregivers as an extension of the pastoral office to the congregation.  

e. Ensure that the congregation functions in accordance with the established doctrine of 
the church:   

CONFESSION OF FAITH (Constitution, Article III, page 2) 

This congregation acknowledges and accepts all the canonical books of the Old and New Testaments as 
the revealed, inerrant and verbally inspired Word of God, and acknowledges and accepts all the 
confessional writings of the Evangelical Lutheran Church, contained in the Book of Concord of the year 
1580, to be the true and genuine exposition of the doctrines of the Bible. These confessional writings are 
the three ecumenical creeds (Apostles, Nicene, and Athanasian), the Unaltered Augsburg Confession, the 
Apology of the Augsburg Confession, the Smalcald Articles. Luther’s Large and Small Catechisms, and the 
Formula of Concord.  

In this congregation, no doctrine or practice shall be taught or tolerated which is at variance with the 
above-mentioned confessional writings. 
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DOCTRINAL LITERATURE (Constitution, Article X, page 6) 

Only such hymns, prayers, and liturgies shall be used in the public services of the congregation and 
in all ministerial acts as conform to the confessional standard of Article III. Likewise, in all classes for 
instruction in Christian doctrine only such books shall be used as conform to this standard. 

f. Maintain discipline within the congregation according to Scripture (as in Matthew 18, 1 
Corinthians 6), the Lutheran confessions and Article IV of the constitution of this 
congregation and exercise discipline when required. 

MEMBERSHIP (Constitution, Article V, Section B.9, Page 3) 

9.  Who permit themselves to be fraternally admonished and corrected when they have erred or when 
they have become delinquent in the requirements of membership, or otherwise have given offense 
(Matt. 18:15-17);  

g. Be concerned about and monitor the instruction of youth and adults for confirmation in 
church membership.  

h. Be present for periodic training as determined by the pastor(s).  

i. Exercise leadership in establishing call committees.  

j. In the absence of a called pastor, provide spiritual leadership such that Law and Gospel, 
Word and Sacrament ministry is provided for the congregants as a pastor is sought. 

k. Assist the pastor(s) with communion distribution, reading of the Scripture, preaching, 
etc., as required.  

l. Set the time, schedule the number, of communion services in coordination with the 
Senior Pastor. 

m. See to it that all services are conducted in such a manner as to foster an attitude 
conducive to worship among those in attendance. 

IV. ELDER QUALIFICATIONS (referenced in Bylaws, Article VII, Section C.1, Page 13) 

Elders are selected on the basis of seven aspects of living a Christian lifestyle free of patterns of 
sin.  They must lead by example and demonstrate honorable behavior.  The seven aspects are: 

1. Husband of one wife—elders, if married, must be devoted spouses. 

2. Temperate—elders must be sober, sensible, wise, and balanced in judgment. 

3. Hospitable—elders must be unselfish with their personal resources and must be willing 
to share these with others. 

4. Able to teach—elders must be able to communicate truth and sound doctrine in a non-
argumentative way. 

5. Uncontentious—elders must be gentle, patient, and able to exercise self-control in 
difficult situations. 
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6. Able to manage their own households—elders must demonstrate the desire and ability
to serve as the spiritual head of their home.

7. Not a new convert—elders must demonstrate a clear understanding of fundamental
biblical truths and Lutheran doctrine.

Once the elder candidate has been selected by the elders, the Pastor shall make contact with the 
candidate and discuss with him the roles, responsibilities and qualifications of an elder before 
the position is officially offered, serving as an additional level of confirming eligibility.1 
1Past practice – See next section:  V.  Elder Nominating Procedure Constitution, Article V, Section A.1. Page 8) 

V. ELDER NOMINATING PROCEDURE (Constitution, Article V, Section A.1, Page 8)

The chairman of the elders shall, two months prior to the convening of a congregational meeting 
for the purpose of elections, poll the existing slate of serving elders to determine the number of 
elders who will be stepping down effective December 31st of that year.  The current slate of 
serving elders shall, with the pastor(s), prayerfully, nominate a slate of eligible candidates. 

The Elder selection process is a series of votes, each preceded by prayer, to identify a list of a 
minimum of two Elder candidates per open position.  A list of potential eligible Elders is prepared 
from the roster of the male members of the congregation.  Candidates should be in good 
standing, regular in Sunday morning worship attendance, and active in Bible study and/or other 
activities of the congregation. (Past practice/Elders’ discretion) 

An initial secret ballot is taken in which any names may be removed from the list of eligible 
candidates, without discussion, where the elders or Pastors know something that would prevent 
the prospective candidate that might interfere with the person effectively as an elder at this time 
(this could range from family needs, job responsibilities to something as serious as an active, 
unrepentant sin in the life of the candidate.)  After the initial ballot, a series of written ballots are 
taken to identify the final list of ranked elder candidates. The Pastor will use this list to contact 
the elder candidates in order of ranking until the number of elder-determined open positions is 
filled.  (Past practice/Elders’ discretion)   

Constitution, Article V, Section B.3. Page 9:  The chairman of the elders will, at the 
subsequent congregational meeting convened for the purpose of elections, present the 
elder candidates, by ballot, individually, to the congregation for a ratification vote. In the 
event that any of the proposed slate of elders shall be voted down, by a simple majority, 
then the chairman of the elders shall: 
a. Reconvene, via special elders meeting, the process as identified above to develop

alternate candidates, and
b. Reconvene a special congregational meeting for ratification of alternate candidates.

In the event that the ratification process for alternates cannot be performed by the end 
of the current serving year due to conflicts with the either existing constitutional or 
bylaw provisions or other constraints unknown or unforeseen, then the pastoral staff 
shall be given the authority to appoint, in accordance with the pastoral interview 
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process, the required number of elders necessary to meet constitutional and/or bylaw 
requirements for the upcoming term.The elder candidate selection list will be retained 
until the next selection cycle begins, in order to fill any subsequent openings that may 
occur in the event that an elder resigns during the calendar year or the individual 
congregation ratification does not occur for a specific elder (Past practice/Elder’s discretion). 

Constitution, Article V, Section C, Page 9:  The newly… ratified members of the elders of 
the congregation, shall be installed in December of the year in which they were elected 
and shall assume their duties of office as of January 1st of the following year. 

VI. BOARD OF DIRECTORS NOMINATING PROCEDURE (Bylaws, ArticleV, Section A.2, page 8) 

The board of directors nominating committee is created by the elders.  This committee consists 
of at least three (3) and at most seven (7) voting church members.  There is no requirement 
that elders serve on the board of directors nominating committee. Should elders serve on the 
board of directors nominating committee, the number of elders shall comprise no more than a 
simple minority-one less than even. 

The elders shall announce the selection of the nominating committee to the board of directors 
at least nine weeks prior to the election.  

In addition to the qualifications of a member as defined by the constitution, the senior pastor, 
chairman of the elders, and board of directors shall define the qualities and attributes desired 
in candidates to be nominated. Current and anticipated church ministry needs will be 
considered in discerning attributes desired in potential nominees. Who the members of the 
nominating committee are and the defined attributes guiding their candidate selection process 
shall be made known to the congregation at least seven weeks before the election.  Voting 
congregation members may submit to the nominating committee names of possible candidates 
to be considered. The defined criteria will provide guidelines for contacting nominees together 
with the pastors’ discernment about nominee’s spiritual eligibility. 

St. John’s Lutheran Church Board of Directors Governance Policies (Section 2.4 Board Job 
Description): 

A final list of potential members of the board of directors shall be posted at least three 
weeks prior to the congregational election meeting.  The describes the position of Board of 
Director member as follows: 

Board members bring significant skills and life experiences to their Board service. They ask 
tough questions. They not only arrive prepared, but the Senior Pastor may call on them 
between meetings to test if certain things will work. The Board is a tireless group of people 
who consistently put the mission of the church first and realize the responsibility of that 
role. Board members are of outstanding character, as identified in 1 Timothy 3:8-13 (ESV): 
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8Deacons likewise must be dignified, not double-tongued, not addicted to much wine, not 
greedy for dishonest gain. 9They must hold the mystery of the faith with a clear conscience. 
10And let them also be tested first; then let them serve as deacons if they prove themselves 
blameless. 11Their wives likewise must be dignified, not slanderers, but sober-minded, faithful in 
all things. 12Let deacons each be the husband of one wife, managing their children and their own 
households well. 13For those who serve well as deacons gain a good standing for themselves and 
also great confidence in the faith that is in Christ Jesus. 

Board members report to the President of the Board of Directors.  Board member training 
will include: 

1. Initial orientation defining the role of the Board of Directors of St. John’s. 

2. Required readings 

3. Monthly Growth Sessions at Board meetings 

Training will be done by the President of the Board of Directors, or his designee, in 
consultation with the Senior Pastor and Executive Leadership.  The duties of a board 
member will include: 

1. Serve as one (1) of nine (9) elected members of the Board of Directors. 

2. Determine the vision of St. John’s Lutheran Church in concert with the Senior Pastor. 

3. Establish the governing policies for St. John’s. 

4. Oversee the call process of the Senior Pastor. 

The spiritual gift skill set of a member of the Board of Directors includes: Discernment, 
Wisdom, Leadership, Exceptional Faith.  Qualifications for a Board of Director include: 

1. Has a heart for and is fully supportive of the mission of the church. 

2. Has actively participated in a ministry connected to achieving our mission. 

3. Is a conceptual thinker. 

4. Has a good understanding of the “big picture” at St. John’s, with a broad network of 
relationships and influence. 

5. Is able to see the implications of direction, strategy and sets of facts. 

6. Is a critical thinker – able to both process information and willing to learn. 

7. Makes decisions in the best interest of the entire church. 

8. Is cognizant of “ownership interests” within the church. 

9. Exhibits personal commitment. 

10. Regularly prepares for and attends all meetings. 

11. Participates beyond minimal expectations. 

12. Regularly volunteers; does not wait to be asked. 

13. Has group skills. 

14. Participates in discussions without dominating. 

15. Can lead when needed to do so. 

16. Helps group live by its own policies. 



 

 

 6 Elders Policies 

 

As a recognized leader of St. John’s, Board members exhibit the following Christian 
disciplines as examples to the congregation: 

1. Delight in weekly congregational worship and regular communion 

2. Discern God’s will through daily prayer and devotion 

3. Devote specific times to personal and group studies of God’s Word 

4. Develop committed relationships through loving care for one another 

5. Display the use of spiritual giftedness in an identified ministry 

6. Being a cheerful, first-fruit, proportionate (including but not limited to tithing) living 
and giving in all areas of life. 

7. Deliver an authentic witness of Christ by reaching out to others. 

A member of the Board of Directors must be a member of St. John’s, at least 18 years old, 
and committed to: 

1. serving a three-year term (eligible to be re-elected for a second consecutive three-
year term.) 

2. Attending monthly Board Meetings typically held on the third Tuesday of the month 
beginning at 6:30p.m. The Board generally does not meet in July or December unless 
needed. Special meetings may be called if the Board determines the need to meet. 

Summary of Nominating Committee Duties 

The duties and timetable of the Nominating Committee are: 

1. The Nominating Committee is announced to the Congregation in writing nine weeks 
in advance of the congregational election meeting vote. 

2. Potential candidates are identified by the Nominating Committee as well as submitted 
to the Nominating Committee by the Congregation. 

3. The Nominating Committee determines eligibility (must be voting members, should 
be active in weekly attendance) based on current and anticipated church ministry 
needs as well as a set of qualities and attributes defined by the Senior Pastor, Elder 
Chairman, and Board of Directors.  The nominating committee will use the defined 
qualities and attributes in determining the names to be placed before the 
congregation and in considering names submitted by the congregation. 

4. The SJLC Bylaws describe the functions of the Board of Directors. 

5. The Committee submits a preliminary list of candidates (prior to contacting the 
candidates) to the Senior Pastor and Elder Chair no later than 5 weeks prior to the 
congregational election meeting. 

6. With the concurrence of the Senior Pastor and Elder Chair, the Committee makes 
contact with the proposed candidates to determine if they are willing to serve and are 
spiritually eligible for office. 
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7. The slate of candidates (including a short bio on each candidate) must be posted at 
least three weeks prior to the congregational election meeting. 

From the list of candidates submitted by the Nominating Committee, the Voters shall elect 
those to serve by ballot and simple majority at the congregational meeting convened for the 
purpose of elections.   (Election procedures and term of office is detailed in Bylaws Article V, Section B.1.) 

VII. OTHER POLICIES/PROCEDURES 

Calling a Senior Pastor (Bylaws, Article IV, Section C, pages 5-6 ) 

After consultation by the elders with the president of the California-Nevada-Hawaii District 
or his representative, the elders shall determine if the vacated position shall be filled by an 
interim pastor or a vacancy pastor. After appropriate evaluation of the congregation’s 
mission, vision, status, and identified ministry needs, the search committee shall be created 
by the elders and a specific charge provided to the search committee by the elders.  The 
search committee shall consist of at least five (5) and at most nine (9) voting church 
members with the elders compromising no more than a simple minority. The search 
committee will: 

a. Define, with congregation input, the qualities and attributes desired in next senior 
pastor, as well as current and anticipated church ministry needs before soliciting 
congregation or others for names of possible candidates to be considered in the process to 
call for a senior pastor; 

b. Solicit the congregation for possible candidates eligible from the current clergy roster of 
The Lutheran Church—Missouri Synod;  

c. Solicit from the president of the California-Nevada-Hawaii District and from other 
districts possible candidates that are eligible for consideration;  

d. Review the names and biographical information made available and select viable 
candidates from that group;  

e. Verify the proposed candidate’s willingness to consider a divine call; 

f. Publicize and execute an interview process with viable candidates; 

g. Supply a written biography of each proffered candidate; 

h. Solicit from the congregation written questions to be asked of each candidate;   

i. Prioritize and screen questions and will ask each candidate the same questions in a 
telephone interview; 

j. Determine the viable candidate(s) to be brought to the church for an on-site interview.  
If candidate(s) are to be presented to the congregation in person, the candidate should 
address the congregation in the sanctuary giving biographical and relevant information 
followed by a meet and greet time.  The search committee will present candidate(s) for 
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approval at a congregational meeting.  No nominations will be allowed from the floor by 
members of the congregation at the time of the meeting before the slate is approved.   The 
president of the California-Nevada-Hawaii District, or his representative, will be invited to 
the search meeting. 

Considered candidate(s) will be presented to the congregation.  A ballot which includes one 
name for congregation vote will provide a yes/no option to the candidate name.  A ballot 
which includes more than one name will also include a “none of the above” option on the 
ballot.  Following adequate discussion by the congregation, within Robert’s Revised Rules of 
Order (current edition), the voters will elect one of the proposed candidates by ballot and 
simple majority.  Should a majority not be obtained on the first ballot, the candidate with 
the least votes will be dropped and subsequent ballot(s) taken dropping the lowest vote 
receiver until the majority is received. 

If a candidate does not receive the required support from the congregation, the search 
committee will reconvene and start the search process again.  The president of the 
congregation shall assure the notice of election results is delivered promptly to the 
candidate in whatever manner deemed advisable by the president. 

Removal from Office  (Constitution Article VII, Section E, Page 5) 

Any pastor may be removed by a three-fourths majority vote of the voting members 
present at a properly scheduled congregational meeting.  Removal from office must be in 
Christian and lawful order, for one of the following causes: persistent adherence to false 
doctrine, incompetence, scandalous life, inability to perform his official duties or willful 
neglect of them. 

Any church officer (i.e., elder or member of the board of directors) of the congregation 
who willfully neglects or is grossly ineffective in performing the duties of their office may 
be deposed as outlined in the bylaws, according to the individual’s role.  When an office 
is made vacant by deposition, resignation, death or excommunication of the incumbent, 
a successor to such position shall be appointed by the board of directors or elders, 
according to the vacancy, for the remainder of the unexpired term. 

Procedure for Securing Ordained and Commissioned Ministers Other Than the Position 
of Senior Pastor (detailed in Bylaws, Section E, pages 6-7) 

VIII. Process for Modifying the Elders Policy, Procedures and Details Manual 

This Manual shall be reviewed by Elders annually or as changes are needed.  All changes to 
this Manual must be reviewed, discussed, and agreed upon by consensus of the Elders after 
which the changes will become part of the Manual.  If the Elders cannot reach consensus on 
a proposed change after review, discussion, and possible amendment, it will not be 
included in the Manual update.    
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I. ANNUAL CALENDAR OF ELDER RESPONSIBILITIES 

The responsibilities of the Elders during the course of the church year are summarized in the 

following calendar as drawn from common practices. 

Annual Calendar of Elder Responsibilities 
Month Responsibility Process 

January – 

December 

(Monthly) 

New members and transfers Ratify and/or approve new members and member 

transfers by voice vote 

January  Select/Re-confirm Elder 

Chairman for Calendar Year 

Simple majority vote of Elders present 

Elder Training for new 

Elders 

Review Elder of the Day (EoD) Duties as listed in 

Elders Procedures and Details 

February/ 

March/ April 

Elder Coverage for Special 

Services during Lent and 

Easter 

Assign Elders for Ash Wednesday, Mid-Week 

Lenten Services, Maundy Thursday, Good 

Friday, Easter Day Services 

March/ April/ 

May 

Elders Retreat (optional) Conduct retreat with Elders and Pastors to set 

vision and priorities 

May/June Confirmation Interviews 

and Confirmation Service 

Elders may interview confirmands using 

Confirmation Interview Preparation Page to 

agree/disagree if qualified; Elder Chairman 

attends Service 

September Form Board of Directors 

(BoD) Nominating 

Committee 

Select members of BoD Nominating Committee 

following process in Art. 5 Sec A.2 of SJLC 

Bylaws and Elders Policies   

October BoD Nominating 

Committee Meetings 

Announce Nominating Committee members to 

Congregation at least nine (9) weeks before 

elections in December. 

Elder Poll (two months prior 

to congregational meeting 

for purpose of elections) 

The Chairman of the Elders shall poll the existing 

slate of serving elders to determine the number of 

elders who will be stepping down effective 

December 31st of that year.  

November Publish Slate of Candidates 

prepared by BoD 

Nominating Committee 

Post final list of candidates for the open BoD 

positions at least three weeks prior to the 

congregational election meeting 

Coordinate Thanksgiving 

Food Offerings 

Select charity or charities to receive food 

offerings collected at Thanksgiving Services and 

arrange for charity pickup 

Elder Coverage for Special 

Christmas Services 

Assign Elders for Christmas Eve Services 

Select New Elders to 

Replace Retiring Elders 

Follow process in SJLC Bylaws Article V, 

Section A.1 and Elders Manual 

December Supervise BoD 

Elections/Elder ratification 

at Congregational meeting 

Count votes to determine elected BoD candidates 

by simple majority and confirm elder ratification 

As Needed Special Services EoD/Communion Assistants 
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II. ELDER OF THE DAY (EOD) 

Special Note on the start times for worship during the pandemic: 

Worship services during the Pandemic are currently scheduled at 9:00 am in the Sanctuary and 

10:30 am in the Worship Center.  There will be one EoD for both services on non-communion 

Sundays and two Elders (an EoD and  Elder Scheduler) during communion Sundays. 

The Elders are responsible for the worship life of the congregation.  To oversee the St. John’s 

worship experience, a minimum of one Elder is assigned each weekend of the year for the regular 

Sunday morning worship services (and for Special Services) as the Elder of the Day or EoD.  On 

communion Sundays (first and third Sundays of each month) a second elder will assist the EoD as 

Elder Scheduler for the Worship Center communion service. 

The general responsibilities of the EoD are listed below for the Sunday services.  Other 

responsibilities may be assigned for Special Services (i.e. ashes for Ash Wednesday, etc.). 

• Arrive by about an hour before the worship service starts 

• Open lockbox in ‘garage’ area behind Worship Center stage and get master key (#1) 

• Retrieve hex keys from Sanctuary Robing Room (refrigerator drawer) or Worship Center 

Lobby Information Booth (back corner cabinet) 

• Turn on lobby lights 

• Check weekend worship assignments on “Weekend to Worship” hardcopy posted on 

bulletin board in Sanctuary Robing Room 

• Unlock Bride’s room, choir room, safe room, worship center interior closets, and other 

doors as needed 

• Use hex keys to unlock outside entrance doors and side doors to Sanctuary and Worship 

Center 

• Keep interior main doors to Worship Center closed until worship team is finished 

practicing 

• Turn on baptismal water valve and remove safety net in worship center regardless of 

whether there is a baptism during the service 

• Attendance/ Head count will be handled by the Elder of the Day (EoD) and 

recorded/reported to Stacey via in person or text 661-619-3042 

• Sanctuary worship service 

o Acolyte should be there to light candles 

o Make sure there are two offering plates stacked at the information desk. 

o Check communion setup on 1st and 3rd Sundays 

o Stand at lobby entrance to Sanctuary to organize communion assistants 

o Pray with Pastor/worship team before start of service 

o Review communion ‘words’ with assistants if needed 

• Check to make sure the News and Notes have been transferred from the Sanctuary Lobby 

to the Worship Center Lobby by the SJLC Engagement Coordinator. 

• Worship Center worship service 

o Make sure side interior doors are unlocked after the Worship team opens the 

center doors (which will remain locked during the worship service) 

o Worship team is responsible for lighting candles 
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o Be visible in lobby near entrance to Worship Center, especially on communion 

Sundays to organize communion assistants 

o Check communion setup on 1st and 3rd Sundays 

o Review communion ‘word’ with assistants if needed 

• Collect donut and coffee money regularly and save in container under HEBREWS counter; 

put in safe at end of morning (envelopes available) 

• Turn off baptismal water valve and secure safety net in Worship Center. 

• Lock Worship Center and Sanctuary doors that were opened at beginning of morning 

using hex key(s) and/or master key (#1) (except doors being used by another church if 

using our facility).  Make sure Event Center doors are locked. 

• Return master (#1) key to lock box before leaving church 

III. HOLY COMMUNION 

Consecrating elements for Holy Communion is practiced in one of two ways: 

1. By the SJLC Pastor(s), or 

2. When the Pastor is not present, the Elders or Called Lay Ministry may consecrate 

communion bread and wine. 

The power of the Sacrament is in the Word so that Elders and Lay Ministry are given authority to 

act under the permission of St. John’s congregation. 

We use two Elders on Communion Sundays since there is often not much time between each 

service.  The EoD is the primary Elder and the second Elder (sometimes referred to as 

“Scheduler”) assists as directed by the EoD. 

EoD Coordination of Communion Servers 

• EoD Decisions to be made before going up: 

a. Notes specific to Sanctuary 

i. Go briefly through Order of Service/bulletin – verify Greeter/Ushers for 

ushering communicants during communion. 

ii. Verify 3 sets of elements are on altar and bowls/stands are in correct places.  

Coordinator verify dealcoholized wine and gluten free wafers are available 

throughout distribution. 

iii. Verify there are 3 teams of 3 servers and 1 coordinator.  First team is 

Officiant (pastor who consecrated the elements) plus two servers (one for 

individual cups the other for common cup.).  Second team is the second 

pastor (or, if absent, an Elder) plus two servers.  These two teams go 

immediately to chancel, wash hands, go to respective distribution areas, and 

receive communion from the “roving team”.  Both teams will then 

commune at end of service.  Third team (“roving” team) and the coordinator 

are immediately served communion by the first team, is dismissed with 

blessing before going up to chancel, then serves sound booth operators, 

video operator in robing room, and the non-ambulatory (verify with the 

ushers/EoD beforehand who these people are), and the other two teams in 

the chancel area at the end of communion.  Have communicants line up as 

far forward as possible (just off the carpet below the first step) so people 

sitting in the front rows will not have their worship interrupted. 
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b. Notes specific to Worship Center   

i. Check the service events list on inside of Sound Booth – verify location of 

any EoD and usher related duties within the service 

ii. Verify 4 sets of elements (including gluten free wafers and dealcoholized 

wine – enough for entire service), and bowls/stands are in place 

iii. Elder assisting EoD (Scheduler) verifies there are 2 teams of 2 servers and 2 

teams of 3 servers (3rd server common cup) and at least 1 (preferably 2) 

coordinator(s). Verify who is on the four teams, who will coordinate, what 

section each team will serve, who will serve which elements within the 

team, and which two of the four teams will reverence altar and immediately 

go up.  Two coordinators are used when available. 

iv. Gather in front of the closet in rear of Worship Center, along the northeast 

wall (wall with the Cross) 

v. As the Words of Institution are being spoken, proceed down the northeast 

wall and wait at the bottom. 

vi. When invited by the Officiant (Pastor who consecrated the elements), the 

two teams identified earlier will reverence altar and immediately go up to 

receive the elements for distribution.  These two teams will be communed at 

the end of the service by the non-roving team.  The other two teams remain 

down on the floor to receive communion with the Sound Booth personnel 

vii. The team that finishes communing first will, with the assistance of ushers, 

commune those who couldn’t come forward (non-ambulatory). This team 

becomes the “roving” team.  The other team will commune the Pastor(s) and 

the two teams that went up at the beginning. 

viii. The Host (bread) is served first on each side of the center aisle, and nearest 

the walls on the outside aisles.  Assistants with wine will space themselves 

far enough from the Host that large families can gather around the server of 

the host and commune as a group.  Individual cup and common cup servers 

will be close enough to one another that the same large families can be 

served by either as a group together.  Wine servers should also be close to 

“empties” bowls so that physically challenged don’t have far to take empty 

cup.  It also gives the bread server plenty of room to commune and time for 

people to chew the bread. 

ix. At the end of communion, all assistants line up along the front for dismissal 

by Pastor(s).  Exit down center aisle (in twos if possible) in both Sanctuary 

and Worship Center.  Common cup servers report numbers to EoD. 

x. Worship Center Coordinator(s):  There is a resupply tray of bread and wine 

behind the curtain/screen (stage right) if resupply is needed at your station. 

• Some general notes applicable to both Sanctuary and Worship Center: 

a. The Host (bread) is always served first followed by individual cup. 

b. Avoid touching of gluten free wafers to prevent even the slightest contamination.   

c. Important when wiping the common cup:  wrap cloth over both sides of lip - wipe 

in and out - rotate both cup and “wipe” cloth. 

d. If you run short on bread or wine, signal the coordinator to bring the refills to you.  

DO NOT GO UP AND DOWN STEPS – TRIP HAZARD! 
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 Distribution in both the Sanctuary is by table with optional family style continuous line 

and Worship Center is by CONTINUOUS LINE/family style: 

a. wine servers stand far enough away from the Host server to minimize congestion as 

families commune together at each station and 

b. at the very beginning of communion, servers go up to the altar as soon as they have 

received communion, get their assigned host or wine utensils, and go to assigned 

positions. 

In general, rehearse your distribution language (see “Communion Wording”) so that you 

can be personable and not “robotic”.  Look people in the face as you serve and 

communicate a sincere and joyful attitude. 

Communion Wording 

For distributing the bread: 

• Take, eat, the body of Christ Jesus given into death for your sins 

• Receive with joy the body of Christ Jesus 

• The body of Christ given for you (may add for the forgiveness of sins) 

• The body of Christ Jesus for you (may add for the forgiveness of sins) 

• Take, eat, the body of Jesus for you (may add for the forgiveness of sins) 

• Take, eat– the body of Christ for you (may add for the forgiveness of sins) 

• Receive with joy, Jesus gave His life that you might live 

For distributing the wine: 

• Receive with joy the blood of Christ Jesus (may add for the forgiveness of sins) 

• The blood of Christ --- -by faith --- washing away your sins 

• The blood of Christ Jesus for you (may add for the forgiveness of sins) 

• Take and drink – the blood of Christ for you (may add for the forgiveness of sins) 

• Take, drink – the blood of Christ for you (may add for the forgiveness of sins) 

• Take, drink, the blood of Christ Jesus shed for you for the forgiveness of your sins 

• The blood of Christ shed for you (may add for the forgiveness of sins) 

For blessing non-communing children and adults:  For sanitary reasons, if right handed 

and distributing the bread with those fingers, use either your left hand or the heel of your 

right hand to gently lay your hand on person’s head, or vicinity (use discretion), as you 

bless them.  Some children may hide or pull back – physical contact is not necessary – 

don’t let it become an issue.  Bless them saying something along these lines (you may 

make the sign of the cross over their faces or hearts as you do so): 

• The Lord bless you and keep you (Numbers 6:24) 

• May you be blessed by the Lord, who made heaven and earth! (Psalm 115:15) 

• The power (or blessing) of God’s Holy Spirit be upon you, to keep you in faith in Jesus 

and protect you in life. 

• The Holy Spirit bless and keep you in this true faith. 

• May the Holy Spirit give you faith and keep you in His care 

• The Lord (or Jesus) bless you and keep you in His care 
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Dismissal blessing: 

• The body and blood of our Lord Jesus Christ strengthen and preserve you in body 

and soul to life everlasting. Depart in  Peace. Amen. 

• The body and blood of Jesus for you, for the forgiveness of sins, the strengthening of 

your faith and the assurance of His presence in your life. Go with joy in His  peace. 

Amen. 

• The body and blood of our Lord Jesus Christ strengthen and preserve you steadfast in 

the true faith to life everlasting. Depart in  Peace. Amen. 

Communing Members Who Cannot Make It to Church (Shut-ins) 

• Call ahead and schedule a time to commune the member(s) at home (or hospital, etc.) 

• Pick up the communion kit from pastor administrative secretary.  The elements have 

already been blessed by a pastor during a regular communion service.  You might want 

to let those communing know this ahead of time. 

• Suggested format: 

o Read or speak 1 John 1:8-9 together 

o Prayer of confession of sins: 

▪ Oh God, I, a poor sinner, confess to you all my sins that have offended you 

and others.  I have lived as if you do not matter.  I have not honored your 

name as I should, and have not let your love fill me and move me to love 

others as you have commanded.  I have hurt others by my actions and failed to 

help others as I should.  I am sorry and sincerely repent of these sins and rely 

solely on the blood of Christ to cleanse me from these sins. 

And/Or 

▪ Have a moment of silence for meditative confessional prayer Or 

▪ Pray together. Or 

▪ Read together Psalm 51:1-12 (or any appropriate Scripture passage) 

o Communion – you may take communion with the member if you wish: 

▪ Give the bread – say “The body of Christ given for you,” or something like 

this. 

▪ Give the wine – say: “the blood of Christ shed for you for forgiveness of 

sins,” or something like this. 

o Absolution – Then say something like this: “Go in peace.  Your sins are forgiven! 

May this body and blood of our Lord Jesus Christ strengthen and preserve your 

faith unto life everlasting.  Go in peace!  Christ lives in you!” (Sign of Cross) 

• Return communion kit to office and if possible let pastor administrative secretary know if 

there are any special prayers or concerns brought back from the visit. 
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IV. HOLY BAPTISM 

An Elder is to be present during baptisms on Sunday morning services to assist the Pastor.  

Responsibilities include: 

Sanctuary Service 

Check to make sure that the basin is full of warm water and accessories are present for each 

person to be baptized; quilt, candle, and certificate. 

Worship Center Service 

Make sure water is turned on (and running if needed) and accessories are present for each 

person to be baptized; quilt, candle, and certificate.  If the baptism is by immersion, make 

sure netting is removed, water heat (SPA ON button) is turned on outside, and there are head 

wipes and two towels per person.  At the end of the service, make sure the water is turned off 

and the netting is secured back into place.  Water heater will go off automatically. 

Turning the water on and off (Picture shows the baptismal font water ON and running): 

 
 

 

This is what 

the water flow 

should look 

like. Turn 

lever slowly 

to test 

pressure (you 

don’t want to 

hit the 

ceiling!!) 
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Align this 
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“OFF” 
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to turn 
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Photo courtesy of Paul Sippel 
 

Press 

POOL  ON 

button to 

turn heat 

on. 

Green light means ON 
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How to replace the netting (courtesy of Dan Spiva): 

Follow the numbering as outlined. Begin with 1 (this is where the rubber band is on the 

hook.) After number 5 pull net to go to number 6. Then follow the sequence. 

 

The bathroom for a baptism in the Worship Center is located in the Bride’s Room at the back of 

the Worship Center by the information desk. 
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V. OTHER DUTIES 

Ash Wednesday - Imposition of ashes and ashes language 

The Elders assist the Pastor(s) in the imposition of ashes at the Ash Wednesday services.  In 

Genesis 3, God said to Adam, “From dust you were created; to dust you shall return.”  In later 

times to be covered in this “dust” or “ashes” (sackcloth and ashes) became a sign of either 

mourning or repentance.  Both are appropriate to the season of Lent. 

For adults: 

 Bear this mark of ash as a sign of repentance and mortality 

 Ashes to ashes and dust to dust – bear the sign of the cross in humble repentance 

 Ashes to ashes and dust to dust – receive the mark of the cross in repentant hope 

 Ashes to ashes, dust to dust – in Jesus we (or is our) hope and trust. 

For young children: 

 Ashes to Ashes - The mark of the cross for you; Jesus wins the battle over death for the 

believer 

 Ashes in the shape of a cross to remind you that Jesus died on a cross to save you from 

your sin. 

 

Care Ministry 

The SJLC Care Ministry program includes those members who are “shut-in” and as a result 

unable to attend SJLC services.  Elders and Pastoral Staff are assigned to each “shut-in” 

member for regular visits including administration of Holy Communion.  (See Communing 

Members Who Cannot Make It to Church (Shut-ins), p. 12.)  The Care Ministry program 

is tracked and coordinated by the Senior Pastor’s Administrative Assistant Hailey Smidt. 
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VI. EMERGENCY INFORMATION 

Call 911 FROM A CHURCH PHONE (not a cell phone) in emergency 

 Advise dispatch to have fire/ambulance come onto property from Bolthouse Dr. to enter the 

circle in front of the worship buildings. 

 Send the shuttle driver/staff/other elders out to Buena Vista Road to direct them. 

 Keys to shuttle are to be kept in the drawer above the refrigerator in the robing room during 

the Sanctuary service and on the cabinet door next to the wall in the worship center information 

booth during the Worship Center service. 

Always perform a quick review of fire extinguisher, first aid kit, AED, and emergency exit 

locations in Sanctuary and Worship Center each Sunday.  Be familiar with the Site Safety 

Plan and know its location if needed as a reference. 

FIRST AID Kits containing minor treatment tools and BIO HAZARD Kits (for bodily fluid 

collection) are located in Information Centers in both the Sanctuary and Worship Center 

Wheel chairs are located in the sanctuary lobby storage closet and in restroom of the Bride’s 

Room. 

Defibulators (AED) are located in the Worship Center lobby next to the Missions Kiosk (at the 

corner where the Sanctuary and Worship Center lobbies meet). 

 

SJLS Emergency Text USING WHATSAPP 

All elders, SLT, and the SJLS Facilities Manager will be connected for emergency purposes 

using the WhatsApp messaging application.   

 

How to install the WhatsApp Application: 

1. Install the app from the Play Store (Android) or App Store (iPhone). 

2. Launch the app and approve the requested permissions. 

3. Enter your phone number and tap Confirm. 

4. Enter the verification code received via SMS (WhatsApp may do this automatically). 

Adding new elders to the SJL Emergency Text Group in the WhatsApp Application: 

5. The Head Elder will need to add new elders to the SJL Emergency TEXT group using the 

following procedure. (NOTE the new elder(s) will need to be added to your contact list prior to adding 

them to WhatsApp.) 
a. Open WhatsApp. 

b. Open the SJL Emergency Text group. 

c. Tap on the top banner to open group information. 

d. Scroll down to (+) add participant. 

e. Add them from your contacts list. (Again, note that the new elder will need to be added to 

your contact list prior to adding to WhatsApp). 
f. Send a test message to each new elder to make sure they have been added and can 

successfully communicate. 

https://andauth.co/rhSlvO
https://andauth.co/whatsappios
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Using the SJL Emergency Text in the WhatsApp Application: 

6. Notifications 

a. Open WhatsAPP. 

b. In the bottom right corner tap the settings gear . 

c. Tap on “notifications”. 

d. Make sure “show notifications” are turned on for both message notifications and 

group notifications. 
Acolytes rotate each week at the 8:30 service (Cheri Mosley, Coordinator) 

 Robes are in cabinets in Sanctuary robing room 

 Candlelighters are in Sanctuary robing room. 

 Lighters are in the drawer above refrigerator next to sink in Sanctuary robing room. 

Altar Guild teams rotate monthly (Co-Directresses Jan Horne and Pat Turner) 

Sound Booths – Engagement Coordinator (Stacey Persons) for both Sanctuary and Worship 

Center 
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VII. WORSHIP SERVICE CHECKLIST  (also see EoD, pp. 11-16) 

Upon Arrival – Before each service 

 Be ready for emergencies – review EMERGENCY INFORMATION section contained in this 

manual and know where to find the Site Safety Plan 

 Review location of fire extinguishers – first aid kits – AED 

 Have your phone on vibrate but accessible 

 Open building and “dog-down” all entry doors to lobby and worship spaces by 8:00 a.m. 

Hex keys are located in Sanctuary Robing Room and Worship Center Lobby Information 

Center. 

 Turn on lights in lobby and worship areas. 

 Check WTW sheet provided by Engagement Coordinator in the sanctuary robing room, 

worship center usher room, and in both information centers 

 Meet with Pastors for special instructions 30 minutes prior to the service. 

 Verify/recruit assistants as needed (communion assistants, acolytes, ushers, readers etc.). 

 1st & 3rd Sundays - Verify communion distribution process for the day 

(tables/continuous line/choir/etc.) 

 Verify any special set-up (communion elements, water or towels for baptisms, etc.) 

 

During Service 

 Close doors as service begins. 

 Place prayer cards in prayer card box or give directly to the Prayer Intercessor 

 Complete head count and report numbers to the Engagement Coordinator 

 Under Pastor’s lead, direct distribution of communion.  Verify numbers for common cup 

and list on whiteboard in altar guild room 

After Each Service 

 Find another Elder or church staff to accompany you when you put the offering and 

coffee/donut offerings in the safe. (Never do this alone.)  [After Worship Center service, make 

sure that the donut/coffee money is picked up, put into a separate bag (bags on top of safe) and put into the 

safe.]  
 See that worship areas are left free of bulletins and papers. Put back in bins or use recycle 

boxes in lobbies 

After majority of worshippers have left 

 Lock (“un-dog”) all store-front doors to worship center main lobby with hex key (please 

check to make sure that the other church using our sanctuary shows up for the service and 

DO NOT un-dog doors in sanctuary.  If the other church does not show up, UNDOG 

THE SANCTUARY DOORS and make sure all interior doors are locked.  Return 

hex keys to cabinets. 

 EOD does not code the building --- Secure® is set to auto code later in day. 

 Turn off main lobby lights. 

 Any tables that may have been used for special events need to go in Worship Center 

storeroom opposite Bride’s Room wall. 

 Make sure that all outside doors at the Event Center are “undogged”, locked, and secure. 
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VIII. Conflict Resolution and Church Discipline 

Conflict defined.  The simplest definition of conflict is a dispute or disagreement within oneself 

or between people.  Although conflict is a very common term, in psychology it refers to anytime 

there are opposing or incompatible actions, objectives, or ideas.  In his book Peacemaker, Ken 

Sande defines conflict as a difference in opinion or purpose that frustrates someone’s goals or 

desires.  Conflicts can be within a person (an internal conflict not involving or indirectly 

affecting others) or “without” a person - between two people, a person and groups, groups of 

people.  Equally important is to understand that not all conflict is sin (Ephesians 4:26.)  So what 

constitutes sin? 

Sin defined.   First, some basic reminders.  The Bible defines sin as “lawlessness” (1 John 3:4) 

and as rebellion against God (Deuteronomy 9:7; Joshua 1:18.)  Scriptures describe the original 

rebellion against God in Isaiah 14:12-15 when Satan led a failed rebellion against God.  Satan 

tempted Adam and Eve with the lie, “You shall be like God,” and Adam and Eve gave in to the 

temptation, rebelling against their Creator.  From that day on sin has been passed down through 

all Adam’s descendants.  This inherited sin is known as original sin, having originated in the 

Garden with the mankind’s first parents (Romans 5:12; 6:23.) Without Christ we are hopelessly 

lost in this sin regardless of our most noble efforts (Ephesians 2:1-3, 12.)  James 1:13-15 paints 

an excellent word picture of how sin manifests itself in our lives:  “13 Let no one say when he is 

tempted, ‘I am being tempted by God,’ for God cannot be tempted with evil, and He Himself 

tempts no one. 14 But each person is tempted when he is lured and enticed by his own desire.      
15 Then desire when it has conceived gives birth to sin, and sin when it is fully grown brings 

forth death.”  We needed a Redeemer, one who could rescue us and restore us to fellowship and 

worship of our Creator (Ephesians 2:4-10.)  God in His rich grace provided His only Son. 

The Holy Spirit brings faith to our hearts through His Word and sacraments.  In baptism, our old 

self with its sinful nature is buried with Him so that we are born again to new life (Romans 6.)  It 

doesn’t mean that we no longer sin.  We still struggle with personal (actual) sin, just as the 

Apostle Paul describes in Romans 7:13-25.  Luther described the believer as simultaneously 

righteous though still a sinner.  The Christian life is one of 1) striving to love as God has 

commanded yet 2) continuously seeking forgiveness for when we fail to love as He has 

commanded and rebel against Him by breaking His Law, and, most importantly, 3) trusting God 

that we are forgiven, that our sin is imputed to Christ and His righteousness is imputed to us      

(2 Corinthians 5:21.) 

How do we deal with personal sin on an individual level?  In prayer we confess our personal 

sins to God regularly and ask God for forgiveness (1 John 1:5-10.)  We believe (trust) His 

promise of forgiveness in Christ Jesus.  We do this when we pray the Lord’s Prayer, receive holy 

communion, make use of confession and absolution personally and corporately in worship and/or 

with Pastor, when we seek the help of a brother or sister in Christ, or else seek the assistance of a 

trained Christian counselor.  Remember that you have been baptized and bear this promise as an 

adopted child of the most High God. It is essential to understand and believe that we are forgiven 

and reconciled to God in Christ Jesus (Matthew 6:5-14; Matthew 26:26-29; Romans 6:1-14; 

Titus 3:4-8.) 
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A BIBLICAL FRAMEWORK FOR CONFLICT RESOLUTION IN ST. JOHN’S LUTHERAN MINISTRIES 

All processes, procedures, plans, and practices (hereafter referred to as Protocols) used for any type of 

conflict resolution in all entities operated under St. John’s Lutheran Ministries will follow these 

Scripturally based guidelines: 

1. Be firmly and foundationally rooted in the love of Christ.  The Scriptural basis for this is John 13:34 

- A new commandment I give to you, that you love one another: just as I have loved you, you also are 
to love one another.  By this all people will know that you are my disciples, if you have love for one 

another. 

2. Strive to maintain the unity we have in the Body of Christ.  The Scriptural basis for this is Ephesians 

4:1-3 -  I therefore, a prisoner for the Lord, urge you to walk in a manner worthy of the calling to 

which you have been called, with all humility and gentleness, with patience, bearing with one another 
in love, eager to maintain the unity of the Spirit in the bond of peace. 

3. Provide clearly understood conflict resolution procedures in which any steps such as 

reporting/appeals hierarchies, expectations, etc., are well-defined and doable. The Human Resources 

Director will keep the Employee Handbook current with all state and federal laws regarding the 

workplace and employees and to which, where applicable, all other established protocols will align.  

The Scriptural basis for this is 1 Corinthians 14:33, 40 - For God is not a God of confusion but of 

peace.  But all things should be done decently and in order. 

4. Enable the resolution to be handled at the earliest (lowest) level that is closest to the origin and timing 

of the disagreement/conflict as possible using existing protocols for that entity. The Human 

Resources Director will determine if, and when, the Employee Handbook will supersede any entity 

protocols.  An example of this would be conflicts involving sexual harassment.  The Scriptural basis 

for this is Matthew 5:23-24 - So if you are offering your gift at the altar and there remember that your 

brother has something against you, leave your gift there before the altar and go. First be reconciled 
to your brother, and then come and offer your gift. And Ephesians 4:26-27 - Be angry 

and do not sin; do not let the sun go down on your anger, and give no opportunity to the devil. 
5. Provide for parties in conflict to meet face-to-face with one another first, following established 

protocols, to resolve the conflict.  All protocols should include appropriate modifications to this 

guideline if the conflict is of such a nature as to not allow parties to meet face-to-face. This may 

include, but is not limited to, any conflict in which state or federal laws have been broken or 

mandated reporting is required by law. The Scriptural basis for this is Matthew 18:15 - If your brother 
sins against you, go and tell him his fault, between you and him alone. If he listens to you, you 

have gained your brother. 

6. Provide for one or both parties the option to seek the mediation of a neutral third party if the conflict 

cannot be resolved at the level of a face-to-face meeting. This should be someone with conflict 

mediation skills, agreeable to both parties. If the conflict involves sin, as defined in the ELDERS 

POLICY, PROCEDURES, AND DETAILS MANUAL, then the guidelines found in CHURCH DISCIPLINE 

PROTOCOLS B.2.c. and d. will be followed.  The Scriptural basis for this is Matthew 18:16 - But if he 

does not listen, take one or two others along with you, that every charge may be established by the 
evidence of two or three witnesses. 

7. Have resolution of the conflict as the final goal.  The Scriptural basis for this is 2 Corinthians 13:11- 

Finally, brothers, rejoice. Aim for restoration, comfort one another, agree with one another, live in 

peace; and the God of love and peace will be with you. 

8. In spiritual conflicts within the church involving continued, willful, unrepentant sin, church elders 

will follow church discipline protocols that include the options of Matthew 18:17 and exercise of the 

Office of the Keys detailed in the ELDERS POLICY, PROCEDURES, AND DETAILS MANUAL, CHURCH 

DISCIPLINE PROTOCOLS. 
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CHURCH DISCIPLINE PROTOCOLS 

How are brothers and sisters in Christ to handle conflict when it involves others and, to quote 

James 1:15, the conflicting desires “give birth to sin?” 

A. Personal Conflict with others (between two people, a person and groups, groups) 

involving what the Bible defines as sin when you have sinned against others. 

1. Helpful Scriptural Guidance: Matthew 7:1-5 

2. Action to Be Taken: Go to that person and reconcile with that person:  admit your fault 

to the other person, repent of that sin, ask for forgiveness.  Note:  If you are the person to 

whom this person comes, receive that person, hear this person’s confession, forgive that 

person, and as far as is possible, be reconciled.  Forgiveness is characterized by the 

following behaviors by the one forgiving the other:  not dwelling on this incident nor 

bringing this incident up again to use it against the person forgiven.  Not talking to 

others about this incident unless it involves legally mandated reporting or is of such a 

serious nature as to warrant telling others for their physical or spiritual safety.  Be 

reconciled to the level that this incident will not stand between you or hinder your 

personal relationship. 

B. Personal Conflict with others (between two people, a person and groups, groups) 

involving what the Bible defines as sin when others have sinned against you. 

1. Helpful Scriptural Guidance: Prov. 19:11; Eph. 4:2, 32; Col. 3:12-15; 1 Peter 4:8; 

2 Cor. 12:9-10 

2. Action to Be Taken:  

a. Handle it within yourself (and be honest with yourself!) by overlooking and forgiving 

the offense; not jumping to conclusions about the meaning of the other person’s 

words, actions, and intentions; remembering what we know to be good about the 

other person; and reminding ourselves of how blessed we are to already be forgiven 

by Jesus Christ. (Psalm 103:8-10; Col. 3:13) 

b. Go to that person (Matthew 18:15.)  If you cannot (or should not) overlook the 

offense, go to that person and handle the conflict privately (just you and the other 

person involved) in a way that brings glory to God (Matthew 5 and Philippians 4); get 

the “log” out of your eye before confronting the other person’s “speck”;  gently help 

the other person see their part in the conflict; make every effort to quickly reconcile. 

c. Matthew 18:16. Should the conflict not be able to be handled privately and no local, 

state, federal law has been violated (such as one that requires mandated reporting), 

seek the help of others 

1) who were first-hand witnesses to the behavior(s) in question, (Deuteronomy 

19:15) or, if such witnesses do not exist, 

2) by including a trusted leader such as a Pastor or anyone you trust, a trained 

Christian conciliator, counselor, or a neutral, non-involved third party agreeable 

to both parties in the conflict, who can witness the meeting between the two 

parties and offer tangible skills in helping to bring about a resolution. 

d. Matthew 18:16. Should the conflict not be able to be handled privately and local, 

state, and/or federal law(s) has (have) been broken (such as one that requires 

mandated reporting), then legal assistance from law enforcement or attorneys may be 

necessary in complying with the issue and reporting requirements. 
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e. Expected outcomes include forgiveness, resolution of the conflict, and reconciliation. 

In the case of laws being broken, judicial justice and restoration may also be expected 

outcomes. If the Senior Pastor is the offending party, seek initial assistance from the 

associate pastor, HRD Director, and/or elders chair. 

C. When someone remains willfully unrepentant of a sin. 

1. Helpful Scriptural Guidance: Matthew 18:17. Exercise of the Office of the Keys 

(Matthew 16:19; John 20:22-23; Matthew 18:18-20.) 

2. Action to Be Taken When the Senior Pastor Is Not a Party in the Conflict:  

a. If, after all prior actions have been exhausted, and the Senior Pastor and elders chair 

agree that willful unrepentance is being demonstrated, then the elders shall administer 

church discipline on behalf of the congregation as prescribed in the SJLC Bylaws, 

Article II Membership – Termination, Section A Communicant Membership, 6. 

Excommunication, with the goal of Christian reconciliation to God and the other 

person(s), and restoration as a member of the church.  Elders shall administer church 

discipline and direct the Senior Pastor to exercise the Office of the Keys on behalf of 

the congregation as specified in the bylaws in the following manner: 

1) The Senior Pastor and elders chairman shall meet with the elders to detail the 

offense and offending party, brief the elders on the chronology of actions taken to 

resolve the offense, discuss and affirm next steps, including specifically what 

elders expect of the offending party to resolve the issue, receive forgiveness, and 

be reconciled to God and the Church.  The results of this meeting will be 

documented in a letter to the offending party to be delivered by the Senior Pastor 

and elders chair in a scheduled meeting with the offending party.  If the offending 

party refuses to meet, the letter will be sent by certified mail.  

2) The Senior Pastor and elders chairman shall meet with the offending party to 

clarify the offense, detail the expectations of repentance as well as the 

consequences if the offending party refuses to repent, and offer another 

opportunity for repentance based on the conditions specified by elders in the 

letter. 

3) If the offender repents, is forgiven, and is reconciled, then the Church will rejoice 

and receive the offender in the fellowship as Jesus receives us each time after we 

repent.  Elders will send a letter to the repentant offender expressing this joy. 

4) If the offender refuses to acknowledge the sin and repent, then elders shall meet 

and take action on behalf of the congregation to excommunicate the unrepentant 

offender according to the bylaws approved by the congregation. 

a) Elders will schedule a special meeting of the congregation at which the elders 

chair will read the letter of excommunication which includes the body of the 

initial elders letter in 1) above and inform the congregation that the Senior 

Pastor has exercised the Office of the Keys. 

b) The Senior Pastor will lead the congregation in a prayer for repentance and 

restoration. 

c. The excommunicated offender may be received back into fellowship by contacting 

the Senior Pastor, repenting, and following the actions listed in the original elders 

letter. 



 

 26   Elder Duties and Responsibilities 
 

3. Action to Be Taken When Senior Staff is a Principal in the Conflict: 

a. Senior Staff is defined as any member of the Strategic Leadership Team (SLT) 

b. Complainant will be directed to the HR director.  The HR director will gather 

information about the alleged incident and put everything in writing.  The 

complainant will be directed to deliver a written statement to the HR director within 3 

days.  At this point the complainant will be advised of resources available to them.  

They will be advised of our non-retaliation policy and we will also advise them of 

limited confidentiality. 

c. The HR director will notify the president of the congregation, head elder and SLT 

immediately. A written copy of the complaint will be delivered to the president, head 

elder, complainant and other members of SLT within 24 hours and a copy of the 

written statement by the complainant upon receipt will be distributed to the president 

of the congregation, head elder and other members of SLT. 

i. The HR director will communicate the facts of the allegation to the 

president, head elder and SLT.  At that time a decision will be made on the 

need to notify local law enforcement as well as the need for a third-party 

investigator. In matters of sexual harassment, abuse of power or financial 

misappropriation, involvement of the third-party investigator becomes 

extremely likely. 

ii. The HR director, president, head elder and SLT will inform the accused 

that an accusation against them has been brought forward. 

iii. The accused will be informed of how the process will move forward.  The 

accused will also be informed of their expected behavior during this 

process. This will likely include not impeding the investigation, matters of 

confidentiality, limitations on contact with the complainant, and the 

potential for administrative leave. 

iv. Should the accused be placed on any kind of administrative leave, the 

third-party investigator will advise the HR director, president of the 

congregation, head elder and other members of SLT as to what and how to 

communicate the situation to the congregation. 

d. The HR director, president of the congregation, head elder and other members of SLT 

will formulate and deliver a written response to the complainant within 3 days of the 

receipt of the complaint. (a third-party investigator, if used, will be expected to start 

the investigation immediately and report all findings to the HR director.) 

e. Within 120 days from the date of the complaint a decision will be issued to the 

complainant with the outcome of the complaint and the date the investigation was 

concluded. This will also be communicated to the president of the board, head elder 

and SLT. 

f. With the complaint resolved, subsequent steps of a spiritual nature will be expected 

on the part of both the senior staff member and the accuser, if the accuser is staff 

and/or a congregational member. Steps and processes are laid out elsewhere in this 

document. 
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Sanctuary (usually done at “Tables”) 
 

 
 

Team/ 

Table 

Team 3 
“Rovers.”  This team stops before steps 

of chancel, receives communion first. 

then “roves” the congregation serving 

non-ambulatory, sound booth personnel, 
and Pastors’ teams at final table. 

Team 2 
Second Pastor/Elder.  This team reverences 

the altar, proceeds up to communion table at 

beginning, gets assigned communion ware, 

waits for, then follows second Pastor.  This 
team communes last with Officiant’s team. 

Team 1 
Pastor who consecrates the elements (the 

Officiant).  This team reverences the altar, 

proceeds up to the communion table at and 

immediately follows the Officiant.  This team 
communes last with Second Pastor/Elder team. 

B    

IC    

CC    
 

B = Bread    IC = Individual Cup   CC = Common Cup 

COLORS INDICATE TEAMS, NOT LOCATION OF TEAMS.  FOLLOW THE INDIVIDUAL SERVING 
THE HOST TO THE LOCATION.  DON’T USE CHART COLOR FOR LOCATION OF TEAM. 

Unconfirmed Communion Assistants (as listed in “Weekend to Worship” WTW for today): 

   

   
 

Common Cup Count 
(EoD List on Whiteboard in Altar Guild Room) 

 

 

 

 

   

 

1 2 

3 

Coordinator

: 
 

Exit when dismissed 
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Worship Center (usually done in modified continuous lines) 
 

   

Coordinators:    
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B     

IC     

CC     

 

B = Bread   IC = Individual Cup  CC = Common Cup 
 

COLORS INDICATE TEAMS, NOT LOCATION OF TEAMS.  FOLLOW THE INDIVIDUAL SERVING 
THE HOST TO THE LOCATION.  DON’T USE CHART COLOR FOR LOCATION OF TEAM. 

Unconfirmed Communion Assistants (as listed in “Weekend to Worship” WTW for today): 

    

    

    
 

Common Cup Count 
(EoD List on Whiteboard in Altar Guild Room) 

  
  

 

  

Stage (Front) 
B 

IC 
IC B B IC CC 

1. 2. 

IC 
B 

Elders exit when dismissed Elders exit when dismissed 

CC 



The Office of Elder – St. John’s Lutheran Church, Bakersfield, California 
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According to God’s word in the New Testament, there are several closely related Offices of the Church. 

(1) "elder" (Gr., presbuteros) which places emphasis upon the authority that the leadership has to 
teach or rule in the church; 

(2) "bishop" (Gr., episkopos—overseer) which emphasizes the fact that the leadership is charged with 
overseeing the local church and as such is responsible for the spiritual well-being of those in the church;  

(3) "pastor" (Gr., poimen—shepherd) which places emphasis upon the responsibility of the leadership 
of the church to shepherd the flock.  No shepherd has ever given birth to his sheep. It is the responsibility of 
those in leadership to do for the sheep what they cannot do for themselves and to make sure that they are 
in good spiritual condition so that they can do what comes naturally, that is, beget other sheep;  

(4) "deacon" (Gr., diakonos— minister) which places emphasis upon the attitude that the leaders are 
to have in their leading. They are not to "lord it over" the flock, but are to realize that they are the ministers 
or servants of those whom the Lord has put under their care. 

The modern church has adopted the term “elder” to describe the man (men) who helps the pastor to carry 
out these multiple functions.  The elder is an under-shepherd to the pastor in the local church as the pastor 
is under-shepherd to Christ. 

The position of Elder in the Church is a noble office and those that are considered for this high calling are 
highly regarded by their peers.  It requires the holder of that position to be spiritually mature, able and willing 
to work with the pastor(s) to provide spiritual care to the flock, and above reproach in their behavior. 

For example sake … here is a list of some specific areas of behavioral concern.  This list is representative not comprehensive  
  active addiction or lack of self control with alcohol or drugs   regular and public use of profanity or other indecent speech    
addicted to, view, or read pornographic materials    engage in any sinful sexual behavior such as adultery or fornication    have 
a substantive anger control problem or exhibit other abusive traits   

In order to make these expectations clear and be faithful in selecting Godly men for this role, we ask that 
those men being considered prayerfully answer the questions that follow as forthrightly as possible. 

 

Are you sure of your salvation? 
 If Yes, please articulate your understanding of how and why you are saved? 

Do you believe that the Holy Bible is truly the Word of God? 

Do you confess personal faith in the Triune God according to the Apostle’s and Nicene Creeds? 

Do you believe, and agree to support and teach, Missouri Synod Lutheran doctrine as expressed in the 
symbols of the Book of Concord? 

Do you strive to lead your daily life in a Christ-like manner? 

How long have you been a Christian? 

According to the following expectations of the St. John’s elders, do you agree to: 
  serve cooperatively with the other members of the elder board to support the 

  mission and vision of St. John’s Lutheran church? 
  be a servant; prayerfully and faithfully used by God to serve with our Pastor(s) and fellow elders to 
  provide spiritual care to the people of St. John’s? 

  be regularly involved in the ministry of St. John’s through worship and Bible study participation? 
  make it your reasonable priority to participate in the elder meetings? 
  prayerfully and faithfully work with your Pastor(s), fellow elders, and the congregation to be mutually 

   accountable in doctrine and practice? 
  sign and live by the Covenant of Membership which each new member is asked to abide by: 

 



My Commitment To, And Covenant With, 
The Body of Christ Of St. John’s Lutheran Church, Bakersfield, California 

APPENDIX B

I am a Christian, believing in God the Father, God the Son, and God the Holy Spirit, as the ONLY 

TRUE GOD AND ONLY HOPE FOR ETERNAL LIFE (grace and salvation are not gained by any works or 

merit on my part).  As a Christian I believe: 

1) I am a sinner in need of God’s grace and forgiveness

2) Jesus is God and my personal Savior

3) That by God’s grace through faith, I Believe, TRUST, and receive that:

a) Jesus’ death fulfilled the punishment I deserve

b) Jesus lived a perfect life in my place on my behalf.

I have been baptized into this Christian faith in the name of the Triune God. 

I believe that the Bible is God’s inspired Word and my foundation for truth and as such, I will obey 

it as my sure and certain guide in living my life. 

Therefore; 

I will be watchful in my manner of life. 

I will guard against dishonoring my Savior and His Church. 

I will avoid false doctrine. 

I will be faithful and regular in the following: 

Worship attendance 

Partaking of The Lord’s Supper when it is offered 

Bible Study 

Returning to the Lord in Biblical proportion to His blessings to me (tithing) 

Giving Christian service according to my gifts 

 Should Satan succeed in deceiving me into living contrary to God’s will, in intentional sinful 

behavior, I ask my fellow Christians to lovingly encourage me back to the right path. 

I wish to be a member of St. John’s Lutheran Church (LC-MS) and partake of the benefits and 

responsibilities of such membership. 

I believe, and confess as true in my life, the statements above. 

Signed: 

Printed Name: 

As you consider this position, the primary responsibilities of an elder at St. John’s Lutheran Church are: 
 prayer for the congregation 
 visiting, and praying for and with, the homebound and hospitalized 
 attentiveness, care, and support to the membership of St. John’s (Shepherd’s Team Program) 
 prayer, spiritual support, and consult for the Pastor(s) 
 worship assistance – Lord’s supper distribution  (Elder of the Day responsibilities in current polity) 
 participating and demonstrating leadership as a Disciple of Jesus Christ 

As you prayerfully examine your own life, God’s expectations of His leaders, and the responsibilities of 
this position at St. John’s, if you know of any reason why we should not nominate you to this high calling, 
please simply decline at this time.



APPENDIX D

Biographical Sketch of 
BoD Candidate to be considered by congregation 

Name: 

Years a member at St. John’s: 

Elected BoD position desired: 

Family information: 

Recent professional experience: 

St. John’s activities in which you have participated as a member: 

Position Statement (Why you would like to serve on the SJLC Board of Directors) 

Please include a recent photo that can be posted in the concourse



APPENDIX E

Other Churches Using SJLC Facilities for Worship 

Name of 
Church/Denomination When it meets Where it meets on campus Pastor/Contact Person 

The Beautiful Church 
of Bakersfield 
(Korean Presbyterian 
Church Abroad – 
KPCA, affiliated with 
PCUSA) 

Sunday 

10:15 am to 12:15 pm 

Sanctuary Elder Kin Jae Soon 

Blessed Chavara 
Mission Church 
(Indian Catholic) 

2nd & 4th Sundays 

3:30pm - 5:30pm 

LCR Andrew Fernandez 

Dream Presbyterian 
Church of Bakersfield 
(Korean) 

Sunday 

11:00 am – 2:00 pm 

LCR Pastor Samuel Park 

Contact: 

   Benjamin Bae 

First Filipino 
Assembly of God 

Sundays 
12:00 – 2:30 pm 

Kidz Connection Pastor Melvin 
Martinez 



APPENDIX F

Special COVID-19 Protocols 

The following changes have been made to minimize physical contact during the COVID-19 

pandemic: 

1. The usher team and greeter team have now been combined into one team for each
service.  This is a permanent change.

2. The physical passing of the peace has been reinstituted during the worship services
Members will participate according to their comfort levels regarding risk of exposure.

3. Offering plates will not be passed down the rows.  There are 2 offering plates stacked on
top of each other at the information desks in the sanctuary and worship center.  The top
one is filled at the beginning of the service. Once service has started, the elder needs to
put the first wave of money in the big safe before they join the worship service (not in a
cabinet, in a drawer, under their chair). The underneath/2nd plate is there so that there
is never an empty space when the Elder takes money to the safe. Elders will collect
these offerings (along with the coffee/donut offerings after the worship center service)
at the beginning and conclusion of each service and secured in the safe following the
existing protocols in this manual.  Online giving is encouraged at the SJLC website:
https://www.sjlchurch.org/, “online giving” at bottom center of home page.

4. Though pens have been placed again in the chair backs, prayer cards remain removed
from chair backs in the sanctuary and worship center so prayer cards will not be
collected during either service.  A prayer intercessor may be available between each
service.  Worshippers may submit prayer requests online at
https://www.sjlchurch.org/prayer .  These prayer requests will be collated and sent out
to prayer intercessors each Monday by the pastors’ administrative secretary.

5. Attendance/ Head count will be handled by the Elder of the Day (EoD) from now on and
recorded/reported to Stacey via in person or text 661-619-3042

6. Communion assistants will pay special attention to 1) washing hands prior to
distributing the bread and wine, and 2) wiping the common cup with the special
antiseptic towel and turning a quarter turn after each serving.

Appendix F will be updated as necessary and eventually removed once federal 

and state health officials determine the pandemic risk to be minimal. 

https://www.sjlchurch.org/
https://www.sjlchurch.org/prayer
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THE CONSTITUTION 

OF 

ST. JOHN’S LUTHERAN CHURCH 

BAKERSFIELD, CALIFORNIA 

 

 

PREAMBLE 

 

The Word of God requires that a Christian congregation shall conform to the Word of God 

in doctrine and practice (Ps. 119:105; Matt. 28:18-20; Gal. 1:6-8; 2 Tim. 4: 1-5) and that all things 

be done decently and in order (I Cor. 14:40). Therefore, we, the members of St. John’s Lutheran 

Church, having duly and regularly incorporated under the laws of the State of California, accept, 

and subscribe to the following constitution and bylaws, in accordance with which all spiritual and 

material affairs of our congregation shall be governed. 

 

 

ARTICLE I 

 

NAME 

 

The name of this congregation shall be St. John’s Lutheran Church, located at Bakersfield, 

Kern County, California. Wherever the word congregation is used in this constitution and bylaws, 

it shall also refer to and be synonymous with the word corporation. 

 

 

ARTICLE II 

 

OBJECT AND PURPOSE 

 

The object and purpose for which this corporation is formed, besides those stated in the 

Articles of Incorporation, are: 

 

1. To establish and maintain in our own midst, for the spiritual benefit of our own 

membership, the office of the Christian Ministry. 

 

2. To assist, to the best of our ability, in the regular and systematic promulgation and 

dissemination of the Christian religion in our own community and in the world at large 

as set forth in the Confessional Standard of the Lutheran Church, the Book of Concord 

of the year 1580. 

 

3. To establish and maintain the best possible agencies for the Christian education and 

training of our youth and adults. 

 

4. To foster Christian fellowship and charity. 
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5. To allow for a legal entity and method to corporately acquire, hold title to, and sell, 

transfer, convey and otherwise dispose of property, real, personal, and mixed. 

 

 

ARTICLE III 

 

CONFESSION OF FAITH 

 

This congregation acknowledges and accepts all the canonical books of the Old and New 

Testaments as the revealed, inerrant, and verbally inspired Word of God, and acknowledges and 

accepts all the confessional writings of the Evangelical Lutheran Church, contained in the Book 

of Concord of the year 1580, to be the true and genuine exposition of the doctrines of the Bible. 

These confessional writings are the three ecumenical creeds (Apostles, Nicene, and Athanasian), 

the Unaltered Augsburg Confession, the Apology of the Augsburg Confession, the Smalcald 

Articles.  Luther’s Large and Small Catechisms, and the Formula of Concord. 

 

In this congregation, no doctrine or practice shall be taught or tolerated which is at variance 

with the above-mentioned confessional writings. 

 

 

ARTICLE IV 

 

SYNODICAL MEMBERSHIP 

 

1. This congregation shall hold membership in The Lutheran Church—Missouri Synod and 

shall adhere to the constitution and bylaws of The Lutheran Church—Missouri Synod as 

set forth in the handbook. It shall send its pastor and a lay delegate to the district 

convention. 

 

2. It shall be the duty of the congregation and its individual members to support the work of 

synod since they thereby support their own Christ-appointed work. 

 

 

ARTICLE V 

 

MEMBERSHIP 

 

The congregation distinguishes between baptized, communicant, and voting membership. 

The word member in this constitution always refers to the communicant unless otherwise 

designated. 

 

Section A. BAPTIZED MEMBERSHIP 

 

Baptized members are all members who have been baptized, in the name of the Father, Son 

and Holy Spirit including the children on the membership rolls who have not been confirmed. All 

baptized members are classified as souls. 
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Section B. COMMUNICANT MEMBERSHIP 

 

Communicant members are those: 

 

1. Who are baptized in the name of the God the Father, Son and Holy Spirit and have 

been confirmed in The Lutheran Church—Missouri Synod; 

 

2. Who accept all canonical books of the Old and New Testaments as the verbally 

inspired and inerrant revelation of God and the only divine rule and standard of faith 

and life; 

 

 3. Who are familiar with the doctrine of the Evangelical Lutheran Church, at least to the 

extent as it is set forth in Luther’s Small Catechism and declare their acceptance of it; 

 

4. Who attend divine services faithfully; 

 

 5.  Who lead Christian lives (Matt. 5:5-7; Gal. 5:22,23) and do not live in manifest works 

of the flesh (Gal. 5: 19-21); 

 

 6.  Who partake of the Lord’s Supper frequently after their instruction in the   

 same; 

 

 7. Who contribute regularly and faithfully, as God has prospered them (1Cor. 16:2), 

toward the building of Christ’s kingdom in the congregation and throughout the 

world; 

 

 8.  Who devote their time and talents to the extension of the kingdom of God; 

 

 9.  Who permit themselves to be fraternally admonished and corrected when they have 

erred or when they have become delinquent in the requirements of membership, or 

otherwise have given offense (Matt. 18:15-17); 

 

 10. Who are not members, affiliates, or supporters of secret societies or other 

organizations conflicting with the Word of God. 

 

Section C. VOTING MEMBERSHIP 

 

All communicant members who have reached their eighteenth year and are members in 

good standing of the congregation shall be entitled to vote and to hold office except that women 

shall not be directly involved in the specific functions of the pastoral office (preaching, the public 

administration of the sacraments, church discipline). Those who serve as pastor and elders of the 

congregation shall be male members. 
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ARTICLE VI 

 

THE OFFICE OF PASTOR AND TEACHER 

 

The pastoral office of this congregation as well as that of a called teacher in the parochial 

school shall be conferred upon such ministers, teachers, and candidates only as profess and adhere 

to the confessional standard set forth in Article III of this constitution and are well qualified for 

their work. Pastors and teachers shall, in the call extended to and accepted by them, be pledged to 

this confessional standard. 

 

 

ARTICLE VII 

 

AUTHORITY OF THE CONGREGATION 

 

Section A. GENERAL 

 

The congregation as a body shall have supreme power to administer and manage all its 

external and internal affairs. The establishment and conduct of all institutions and societies within 

the congregation, such as Sunday School, youth groups, women’s organizations, choir, etc., shall 

be at all times subject to the approval and supervision of the congregation. 

 

The congregation, however, shall not be empowered to order, enact, or decide anything 

contrary to the word of God and the confessions of the Evangelical Lutheran Church (Article III), 

and any such decision shall be null and void. 

 

Section B. RIGHT OF CALLING 

 

 The right of calling a pastor shall be vested in the congregation and shall never be delegated 

to a small body or to an individual. 

 

 When a ministerial or teacher candidate is to be called directly from one of the synodical 

seminaries or colleges, the right of selection is delegated to synod’s Board of Assignments, through 

which board the congregation s call shall also be transmitted to the person so elected. 

 

Section C. DECISIONS 

 

Matters of doctrine and conscience shall be decided by the Word of God; other matters 

shall be decided by the congregation at a meeting properly convened as specified by the bylaws. 

 

Section D.  AUTHORITY OF OFFICERS 
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Congregational officers, boards, or committees, whether elected or appointed, shall have 

no authority beyond that which has been conferred upon them, and whatever power may have been 

delegated to them may at any time be altered or revoked by a three-fourths majority vote of the 

voting members present at a properly scheduled congregational meeting. 

 

Section E. REMOVAL FROM OFFICE 

 

Any pastor may be removed by a three-fourths majority vote of the voting members present 

at a properly scheduled congregational meeting.  Removal from office must be in Christian and 

lawful order, for one of the following causes: persistent adherence to false doctrine, incompetence, 

scandalous life, inability to perform his official duties or willful neglect of them. 

 

Any church officer (i.e., elder or member of the board of directors) of the congregation 

who willfully neglects or is grossly ineffective in performing the duties of their office may be 

deposed as outlined in the bylaws, according to the individual’s role.  When an office is made 

vacant by deposition, resignation, death or excommunication of the incumbent, a successor to such 

position shall be appointed by the board of directors or elders, according to the vacancy, for the 

remainder of the unexpired term.  

 

 

ARTICLE VIII 

 

OFFICERS 

 

The officers of this congregation shall be such officers, board chairs, or committee chairs 

as in the bylaws of the congregation.  

 

 

ARTICLE IX 

 

DISSOLUTION OR SEPARATION 

 

1. The congregation cannot be dissolved so long as three members still remain and are 

opposed to its dissolution. 

 

2. If at any time a separation should take place on account of doctrine, the property of the 

congregation and all benefits therewith connected shall remain with those voting members 

who continue to adhere in confession and practice to Article III of this constitution. 

 

3. In the event the congregation shall totally disband, property shall be distributed to the 

California-Nevada-Hawaii (CNH) District of The Lutheran Church—Missouri Synod or 

its successor in interest and in no event shall said property inure to the benefit of any private 

person. 
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ARTICLE X 

 

DOCTRINAL LITERATURE 

 

Only such hymns, prayers, and liturgies shall be used in the public services of the 

congregation and in all ministerial acts as conform to the confessional standard of Article III. 

Likewise, in all classes for instruction in Christian doctrine only such books shall be used as 

conform to this standard. 

 

ARTICLE XI 

 

BYLAWS 

 

This congregation may adopt such bylaws as may be required for the accomplishment of 

its purpose. 

 

 

ARTICLE XII 

 

CHANGING THE CONSTITUTION 

 

Section A. ARTICLES REQUIRING A SUPERMAJORITY OF VOTING MEMBERSHIP 

 

The following articles of this constitution or sections thereof shall be require a 

supermajority of 99% approval by the voting membership for amendments to these articles: III, V, 

IX, and Section A of this article. 

 

Section B. AMENDMENTS 

 

Amendments to this constitution and the bylaws may be offered by any voting member and 

may be adopted at a properly scheduled congregational meeting provided: 

 

1. That they do not conflict with Section A above, the provision laid down in Article III, 

or with any section of any other article that pertains to scriptural doctrine and 

practice; and 

 

2. That the proposed amendment has been submitted in writing at a previous 

congregational meeting within the last twelve (12) months and has not been rejected 

by vote during that twelve (12) month period. 

 

The affirmative vote of a two-thirds majority of the voting membership present at the 

congregational meeting shall be required for the adoption of an amendment. 

 

Section C. REVIEW 
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 The revised constitution shall, as a condition of continued membership in The Lutheran 

Church—Missouri Synod, be submitted to the president of the CNH District for review by the 

district’s constitutional committee and favorable action by the district’s board of directors before 

being implemented by the congregation. 

 

 

ARTICLE XIII 

 

ORGANIZATIONS 

 

Any organizations within the congregation shall exist only by the consent and approval of 

the congregation and shall have right to existence only as their general activities conform to the 

purpose, and serve the best interests, of the congregation and the church at large. The constitution 

and bylaws of all organizations shall be subject to the approval of the congregation. The pastor 

shall, by virtue of his office, exercise spiritual supervision over such organizations. The 

congregation may, from time to time, request a report of their general status and functions. All 

such organizations shall be financially accountable to the congregation. 

 

 

ARTICLE XIV 

 

CHRISTIAN EDUCATION 

 

The congregation is ever anxious to use every good means and method of Christian training 

to provide for the education of its children. This may be accomplished by providing Sunday 

School, Vacation Bible School, a Children’s Center, Christian Day School, confirmation classes, 

and divine services. It shall be the solemn duty of all members of the congregation who have the 

parental care of unconfirmed children to make use of these means of giving their children a 

thorough Christian training. 

 

Adult members of the congregation are encouraged to use those agencies which the 

congregation provides for growth in knowledge and sanctification through participation in worship 

services, Bible classes, Bible institutes, special training classes, as well as projects and other 

agencies as may, from time to time, be developed. 

 

 

January 31, 2021 

Date adopted by Congregation. 

 

Senior Pastor      Date 

 

Congregation President    Date 

 

Secretary      Date
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BYLAWS 

ST. JOHN’S LUTHERAN CHURCH 

BAKERSFIELD, CALIFORNIA 

 
 

ARTICLE I 

 

MEMBERSHIP-ADMISSION 

 

Section A. Communicant Membership 

1. By Confirmation.  Persons not previously members of the Lutheran Church shall 

be admitted into communicant membership after completing a course of instruction 

in the Christian faith.  Such persons shall be recommended by the pastor(s), publicly 

received by the Lutheran Rite of Confirmation, and subsequently recorded and 

ratified by the elders and reported at a congregational meeting.  

2. By Transfer.  Persons coming with a letter of transfer from a Lutheran congregation 

in church fellowship with The Lutheran Church—Missouri Synod, provided they 

conform in all respects to the requirements of membership of this congregation, 

shall be received into membership, publicly received, ratified by the elders, and 

recorded in the church records.    

3. By Profession of Faith.  Other persons shall submit their request to the pastor(s) or, 

in the event of a vacancy in the pastoral office(s), to an elder; and having given 

satisfactory evidence of qualifications for membership, they shall be received as 

communicant members, to be subsequently ratified and recorded by the elders and 

reported at a congregational meeting.  

 

Section B. Voting Membership 

1. Reception.  All confirmed members in good standing, who have reached the age of 

eighteen (18) years, shall be eligible to vote in all congregational meetings. 

2. Duties.  It shall be the duty of every voting member to support the provisions of the 

constitution and bylaws of the congregation and to attend the meetings of the 

congregation.   By failing to attend a meeting a member waives the right to cast 

their vote during that meeting. 

 

ARTICLE II 

 

MEMBERSHIP-TERMINATION 

 

Section A. Communicant Membership 

1. Transfer and Release to Other Congregations.  Communicant members desiring 

transfer to join another congregation in The Lutheran Church—Missouri Synod 

(hereafter also referred to as LC-MS), or release to another congregation other than 

one in the LC-MS, shall present their request for transfer or release to the elders to 

whom authorization is granted to issue such transfers or release.  These actions shall 

be recorded in the church records. 
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2. Joining Other Churches.  In cases where communicant members have joined 

another congregation in the LC-MS, or another congregation other than one in the 

LC-MS, they shall, upon the recommendation of the elders be considered having 

terminated their membership, and their name shall be removed from the 

membership list by resolution of the elders. 

3. Whereabouts Unknown.  The names of members, whose whereabouts are unknown 

and cannot be established after no less than one (1) year, may be removed by the 

elders and forthwith such membership is terminated, and their names shall be 

removed from the membership list. 

4. Death of Member.  

5. Self-Exclusion.  When a member of St. John’s Lutheran Church has not communed 

and has not attended worship services of the church, that member shall be contacted 

and encouraged to renew active worship.  If the member has not responded after an 

adequate time deemed so by the elders, that member’s name shall be transferred to 

the inactive list of the congregation and removed from the roster.  The member shall 

be notified of such action. 

Self-exclusion releases the individual from all responsibilities to this congregation, 

but it also excludes that member from the privileges of church membership, such 

as transfer to a sister congregation and of any claim against the properties of this 

congregation.  However, such a person will at all times be cordially welcome to 

attend all divine services. 

 

Section B. Excommunication 

Applied to any member who conducts themselves in an un-Christian manner, i.e., one who 

openly adheres to false doctrine, participates in behaviors destructive to the community of faith, 

and/or is a member, affiliate or supporter of a secret society or other organization conflicting with 

the teachings of the church, gives evidence of an immoral and offensive life, or willfully despises 

the preaching of the Gospel and the Lord’s Supper. The elders shall administer church discipline 

on behalf of the congregation. The goal of any church discipline, including the final step of 

excommunication, is to clarify the seriousness of the offense and that the Holy Spirit would work 

through the process to call the member to repentance and be restored. Persons who have been 

removed from membership for whatever reason shall be restored with all rights and privileges 

when they repent and ask forgiveness through the pastor(s) and the elders.  Both acts of discipline 

and acts of restoration shall be made known by whatever method the pastor(s) and elders deem 

most suitable. 

 

 

ARTICLE III 

 

CONGREGATIONAL MEETINGS 

 

Section A.  Regular Meetings 

 

Regular congregational meetings shall be set by the board of directors.  One meeting shall 

include the consideration and acceptance of the budget for the following fiscal year (July 1 to June 

30) and one meeting shall be held for the purpose of elections. 
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All communicant members of the congregation may attend congregational meetings and 

may, with the consent of the voting members, submit recommendations or participate in a 

discussion of any given item of business before the voting membership.  Those communicant 

members 18 years of age and older shall be eligible to vote. 

 

Each regular congregational meeting shall be announced, and agenda posted, at all worship 

services at least two weeks preceding the meeting.  The budget for the following fiscal year shall 

be posted at least two weeks prior to a congregational meeting for consideration and acceptance. 

 

In general, for the purposes of order, Roberts Revised Rules of Order (current edition) shall 

prevail. 

 

Section B. Special Meetings 

 

Special congregational meetings may be called by the elders, the pastor(s), or the president 

of the congregation.  Request for a special meeting may be made by the board of directors or ten 

(10) voting members of the congregation.  Notice of the date and time of such a meeting, and the 

nature of the business to be transacted, shall be given at the weekend worship services immediately 

preceding the time of the meeting. 

 

Section C. Restriction Pertaining to Congregational Meetings 

 

Fifty (50) voting members of a properly called congregational meeting shall constitute a 

quorum, except as otherwise provided in this constitution and bylaws for dealing with certain 

specific situations herein defined. 

 

All matters are to be decided by a majority vote of members present unless otherwise 

stipulated.  The president of the congregation does not vote except in the event of a tie vote, the 

president shall cast the deciding ballot. 

 

There shall be no voting by proxy. 

 

 

ARTICLE IV 

 

ORDAINED MINISTERS, COMMISSIONED MINISTERS, 

AND OTHER PROFESSIONAL WORKERS 

Introduction 

Ordained ministers (pastors) and commissioned ministers (teachers, director of Christian 

education (DCE), etc.) who are on the LC-MS roster are called (“the LC-MS resolves to: recognize 

those called by our congregations for the various activities included in the ministry of the Word as 

‘ministers of the Word’ who have met all requirements for inclusion in the official roster of the 

synod whose specific area of responsibility is determined by the congregation which issues the 

call”) by the congregation to provide competent leadership, organization, lay training and ministry 

skills as part of the ministry team in accordance with the duties and responsibilities of the position 

to which they are called. 



  Approved by CNH District BOD 12/05/2020 

Adopted by SJLC Congregation 1/31/2021 

 APPENDIX H              Bylaws page 4 

 

Members of the congregation obligate themselves to receive these ministers as servants of 

the Word, to honor and love them as such; to support their work among us with diligent, faithful 

assistance and prayer; to assist them with a peaceful and cooperative spirit; to encourage them by 

word and action; to aid them in the maintenance of the congregation (as to responsibility, love, 

and respect); and to provide for their care and financial support according to the ability of the 

congregation. 

 

Section A. Definitions of Workers Relationship to the Congregation 

 

Call with Tenure:  A secured relationship that does not need to be renewed and can only 

be terminated by the congregation per Article IV, Section D of these bylaws.  A call with tenure 

is eligible for the position of senior pastor, and at the discretion of the board of directors, may be 

allowed for other pastoral positions.  Furthermore, in the event tenure is extended to other pastoral 

positions, the terms and conditions of tenure will be determined by the board of directors at the 

time tenure is considered.  Tenure will only be available to pastors on a current professional 

workers roster of The Lutheran Church—Missouri Synod and deemed in good standing by his 

district president.  Tenure must be granted at a congregational meeting by a simple majority of 

those voting. 

 

Call without Tenure: A secured relationship that does not need to be renewed; however, 

this relationship can be terminated by management without a vote of the congregation.  Any 

termination would be subject to prior ratification by the board of directors.  A call without tenure 

is eligible to those on a current professional workers roster of The Lutheran Church—Missouri 

Synod and deemed in good standing by their district president. This call is extended through a 

congregational meeting. All eligible ministry staff who are not rostered are encouraged to seek 

such rostered status through the colloquy program of the synod. 

 

At Will Employee: As per California employment law, all other employees are employed 

at the will of the ministry for an indefinite period and are subject to termination at any time, for 

any reason, with or without cause. All such issues are handled in compliance with the 

organization’s Employee Policy & Procedure Handbook. 

 

Section B.  Description of the Office of Senior Pastor 

 

Through its tenured call, the congregation affirms the authority given to the senior pastor 

by God to exercise, in a prime way and public way, the common rights of the spiritual priesthood 

on behalf of all. “The pastoral ministry is the highest office in the church, and from it stem all other 

offices in the church.” (C.F.W. Walther’s Thesis VIII of Church and Ministry). 

 

Upon being installed, the senior pastor is authorized and obligated: 

a. To be a vision setter for the future growth of the congregation; 

b. To proclaim to the congregation the Word of God in its truth and purity as 

contained in the canonical writings of the Old and New Testaments and professed 

in the Book of Concord of the year 1580, and supervise others who do this on his 

behalf; 

c. To administer the sacraments in accordance with their divine institution and 

supervise others who do this on his behalf; 
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d. To care for all members of the congregation in an evangelical manner, in 

particular, to minister to the sick, the dying, the grieving, the troubled and to 

exhort the indifferent and erring and supervise others who do this on his behalf; 

e. To spiritually encourage and instruct younger members and adults during their 

preparation for receiving the Lord’s Supper and supervise others who do this on 

his behalf; 

f. To guide the congregation in applying biblical discipline within the church; 

g. To provide spiritual leadership and encouragement in all the ministry agencies of 

the congregation, especially to the strategic leadership team and other 

professional staff working in these agencies; 

h. To serve as an example of Christian conduct and to do all that is possible for the 

upbuilding of this congregation and for the advancement of the kingdom of God; 

i. To be responsible for the various services of worship including structure, music 

and content and supervise others who do this on his behalf; 

j. In calling a senior pastor to preach the Word of God and administer the 

sacraments on their behalf, the members of the congregation continue to exercise 

their role of priesthood of all believers which is their privilege and responsibility. 
 

Section C. Procedure for Calling a Senior Pastor 
 

After consultation by the elders with the president of the California-Nevada-Hawaii 

District or his representative, the elders shall determine if the vacated position shall be filled by an 

interim pastor or a vacancy pastor. After appropriate evaluation of the congregation’s mission, 

vision, status, and identified ministry needs, the search committee shall be created by the elders 

and a specific charge provided to the search committee by the elders.  The search committee shall 

consist of at least five (5) and at most nine (9) voting church members with the elders 

compromising no more than a simple minority. The search committee will: 

1. Define, with congregation input, the qualities and attributes desired in next senior 

pastor, as well as current and anticipated church ministry needs before soliciting 

congregation or others for names of possible candidates to be considered in the 

process to call for a senior pastor; 

2. Solicit the congregation for possible candidates eligible from the current clergy 

roster of The Lutheran Church—Missouri Synod;  

3. Solicit from the president of the California-Nevada-Hawaii District and from 

other districts possible candidates that are eligible for consideration;  

4. Review the names and biographical information made available and select viable 

candidates from that group;  

5. Verify the proposed candidate’s willingness to consider a divine call; 

6. Publicize and execute an interview process with viable candidates; 

7. Supply a written biography of each proffered candidate; 

8. Solicit from the congregation written questions to be asked of each candidate;   

9. Prioritize and screen questions and will ask each candidate the same questions in 

a telephone interview; 
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10. Determine the viable candidate(s) to be brought to the church for an on-site 

interview.  If candidate(s) are to be presented to the congregation in person, the 

candidate should address the congregation in the sanctuary giving biographical 

and relevant information followed by a meet and greet time.  The search 

committee will present candidate(s) for approval at a congregational meeting.  No 

nominations will be allowed from the floor by members of the congregation at the 

time of the meeting before the slate is approved.   The president of the California-

Nevada-Hawaii District, or his representative, will be invited to the search 

meeting. 
 

Considered candidate(s) will be presented to the congregation.  A ballot which includes 

one name for congregation vote will provide a yes/no option to the candidate name.  A ballot which 

includes more than one name will also include a “none of the above” option on the ballot.  

Following adequate discussion by the congregation, within Robert’s Revised Rules of Order 

(current edition), the voters will elect one of the proposed candidates by ballot and simple majority.  

Should a majority not be obtained on the first ballot, the candidate with the least votes will be 

dropped and subsequent ballot(s) taken dropping the lowest vote receiver until the majority is 

received. 
 

If a candidate does not receive the required support from the congregation, the search 

committee will reconvene and start the search process again.  The president of the congregation 

shall assure the notice of election results is delivered promptly to the candidate in whatever manner 

deemed advisable by the president. 
 

Section D. Provisions Pertaining to the Senior Pastor 
 

Sufficient grounds for deposing a senior pastor shall be persistent adherence to false 

doctrine, scandalous life, and willful neglect of official duties or evident and protracted incapacity 

to perform the function of the sacred office.  Charges on any of these accounts shall be carefully 

investigated by the elders.  Should such charges be substantiated by clear evidence, the individual 

involved shall first be given an opportunity to resign their position in the congregation.  Such 

opportunity having been given and declined, the above-mentioned elders shall, after consultation 

with the appropriate officers of the California-Nevada-Hawaii District, having exhausted means 

of resolving the issue(s), including due process of reviews and notification of charges, notify the 

voting members of the situation, and shall submit the matter for action at a special meeting of the 

voters assembly. A three-fourths majority vote of the voting members present, shall be required to 

depose a senior pastor. 
 

Section E.  Procedure for Securing Ordained and Commissioned Ministers Other Than the Position 

of Senior Pastor 

 

1. Ordained and Commissioned Ministers (Other Than Teachers and Senior Pastor) 

 

Upon recommendation from the strategic leadership team the senior pastor shall propose 

the securing of an ordained or commissioned minister.  The strategic leadership team shall provide 

a job description to the board of directors for approval. In the case of new positions, the board of 

directors must first approve the position according to ministry vision and budget. The elders will 

assemble a search committee that will include the senior pastor or his designee.  This search 

committee will: 
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a. Solicit the congregation for eligible candidates; 

b. Solicit the appropriate district staff for eligible candidates; 

c. Research and network within the synod to obtain names of any other 

appropriate candidates; 

d. Review the names and biographical information and select viable candidates 

from that group; 

e. Conduct an interview process with viable candidates in conjunction with the 

strategic leadership team; 

f. Present the selected candidate to the board of directors for approval to extend 

a call at a congregational meeting.  
 

It will be the duty of the president of the congregation to see that notice of the election is 

properly delivered to the candidate in whatever manner deemed advisable by the president. 
 

The ordained or commissioned minister is called by the congregation to perform the duties 

and responsibilities of the position to which they were called.  As such, the congregation must be 

notified of any major changes to the worker’s responsibilities to which he/she was originally 

called. 
 

2. Called Teachers 
 

Due to the nature of the timing associated with securing a teaching staff throughout the 

school year, special consideration is to be given to the calling process for teachers: 

a. Superintendent to conduct search, conduct interviews, and check references 

on candidates for available positions, as needed; 

b. Superintendent to present selected candidate(s) to the St. John’s Lutheran 

School Advisory Board for approval; 

c. Superintendent then has the authority to extend an offer of employment; 

d. Approved candidate(s) will be presented to the congregation at a rightfully 

called congregational meeting to confirm their call. 
 

It will be the duty of the president of the congregation to see that notice of the election is 

properly delivered to the candidate in whatever manner deemed advisable by the president. 
 

Section F.  Procedures for Securing a Non-Called, At-Will, Employee 
 

The strategic leadership team is responsible for securing non-called, at-will, employees. In 

the case of a new position, the strategic leadership team will first provide a job description and 

budgeting plan to the board of directors for approval. The strategic leadership team will: 

1. Solicit the congregation for eligible candidates; 

2. Solicit locally and regionally for eligible candidates; 

3. Review the names and biographical information and select viable candidates from 

that group; 

4. Conduct the interview process with viable candidates.  

 

Once the position has been filled, the board of directors will be promptly notified. 
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ARTICLE V 

 

SELECTION AND RATIFICATION OF ELDERS 

AND ELECTION OF BOARD OF DIRECTORS 

 

Section A. Nomination Procedures 
 

1. Elder Nominating Procedure 
 

The chairman of the elders shall, two months prior to the convening of a congregational 

meeting for the purpose of elections, poll the existing slate of serving elders to determine the 

number of elders who will be stepping down effective December 31st of that year.  The current 

slate of serving elders shall, with the pastor(s), prayerfully, nominate a slate of eligible candidates. 

 

2. Board of Directors Nominating Procedure 

 

The board of directors nominating committee is created by the elders.  This committee 

consists of at least three (3) and at most seven (7) voting church members.  There is no requirement 

that elders serve on the board of directors nominating committee. Should elders serve on the board 

of directors nominating committee, the number of elders shall comprise no more than a simple 

minority-one less than even. 
 

The elders shall announce the selection of the nominating committee to the board of 

directors at least nine weeks prior to the election.  
 

In addition to the qualifications of a member as defined by the constitution, the senior 

pastor, chairman of the elders, and board of directors shall define the qualities and attributes 

desired in candidates to be nominated. Current and anticipated church ministry needs will be 

considered in discerning attributes desired in potential nominees. Who the members of the 

nominating committee are and the defined attributes guiding their candidate selection process shall 

be made known to the congregation at least seven weeks before the election.  Voting congregation 

members may submit to the nominating committee names of possible candidates to be considered. 

The defined criteria will provide guidelines for contacting nominees together with the pastors’ 

discernment about nominee’s spiritual eligibility. 
 

A final list of potential members of the board of directors shall be posted at least three 

weeks prior to the congregational election meeting. 

 

Section B. Election Procedure and Term of Office 
 

1. Board of Directors 

 

From the list of candidates submitted by the nominating committee, the voters shall elect 

those to serve by ballot and simple majority at the congregational meeting convened for the 

purpose of elections. Each voting member of the board of directors is elected by the voting 

members of the congregation and serves for three (3) year terms. Members of the board of directors 

can serve two (2) consecutive terms, and then must sit out one (1) year prior to being eligible for 

election to the board of directors. There shall neither be nepotism on the board of directors nor on 

the board of directors nominating committee as defined in Article V, Section A-2. All nominees 
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will be non-staff, non-employee, non-elder, male, or female, voting congregational members. 

Three members will be elected each year to fill vacated positions. 

 

2. Officers of Board of Directors 

When a treasurer is to be elected, any candidates must be qualified as defined in Article VI 

and elected by the congregation. 

 

President and vice president will be elected by simple majority from within the acting board 

by the current acting board members.  Nominees for president and vice president will have served 

no less than ten months on the current board of directors to be eligible. This election must take 

place at a rightly convened board meeting at least nine days (allowing for two (2) regular weekend 

notifications) before the congregational meeting convened for the purpose of elections at which 

the newly elected president and vice president will be ratified by simple majority. 

 

The secretary of the board is a non-voting member of the board appointed by the president.  

Appointees shall be a confirmed member of the congregation in good standing. 

 

3. Elders 

The chairman of the elders will, at the subsequent congregational meeting convened for 

the purpose of elections, present the elder candidates, by ballot, individually, to the congregation 

for a ratification vote. In the event that any of the proposed slate of elders shall be voted down, by 

a simple majority, then the chairman of the elders shall: 

a. Reconvene, via special elders meeting, the process as identified 

above to develop alternate candidates, and 

b. Reconvene a special congregational meeting for ratification of 

alternate candidates. 

In the event that the ratification process for alternates cannot be performed by the end of 

the current serving year due to conflicts with the either existing constitutional or bylaw provisions 

or other constraints unknown or unforeseen, then the pastoral staff shall be given the authority to 

appoint, in accordance with the pastoral interview process, the required number of elders necessary 

to meet constitutional and/or bylaw requirements for the upcoming term. 
 

Section C. Installation of Board of Directors and Elders 
 

The newly elected members of the board of directors, and newly ratified members of the 

elders of the congregation, shall be installed in December of the year in which they were elected 

and shall assume their duties of office as of January 1st of the following year. 

 
 

ARTICLE VI 
 

DUTIES OF THE OFFICERS OF THE BOARD OF DIRECTORS 
 

Section A. President 

The president of the congregation shall be a voting member of the congregation and 

preside at all congregational meetings.  The president shall to the best of his/her ability 
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enforce the constitution and bylaws of the congregation and carry out the express will 

of the congregation as embodied in the resolutions adopted at congregational meetings. 

He/she shall also call and preside over the meetings of the board of directors and shall 

endeavor to coordinate the functions, plans and activities of the congregation and all 

its parts for the total furtherance of the work of Christ’s kingdom in our midst.  Such 

coordination may include, but is not limited to, calling, and presiding over meetings of 

the executive committee as well as standing committees, and ad hoc committees as 

created by the president or the board of directors. On the board of directors, the president 

has full and equal voting rights on all board motions that require a simple majority for 

passage. The president shall have the power to appoint other committees as deemed 

necessary by him/her for the fulfillment of his/her duties and for the benefit of the 

congregation. 
  

Secretary: The secretary, or designee, shall be present at all congregational meetings 

and all meetings of the board of directors and shall record and enter the minutes of 

these meetings in a timely fashion for approval and subsequently present them in a 

permanent record over his/her signature. 
 

Section B. Vice President 

The vice president of the congregation shall be a voting member of the congregation 

and in the absence of and when designated by the president, shall act for and in the 

stead of the president.  The vice president shall be available for whatever duties the 

president shall assign.  
 

Section C. Treasurer 

The treasurer, in cooperation with the church business administrator, shall be bonded 

and shall: 

a. Monitor the recording of congregational receipts and disbursements and budgeted 

and actual expenditures according to generally accepted accounting principles; 

b. Present a written, duplicated financial report at the congregational meeting and a 

preliminary report at board of directors meetings; 

c. Oversee the submission of permanent financial records for annual external 

accountant’s review or audit as determined by current ministry conditions; 

d. Monitor the monthly remission of offerings for missions and church agencies and 

for the prompt payment of salaries and bills authorized by the congregation or its 

representatives as duly constituted sources; 

e. Monitor the flow of monies from the treasury in such a way that an adequate 

balance is maintained in harmony with the adopted annual spending budget of the 

congregation; 

f. Consult with the church business administrator on direction and development of 

financial services within the congregation. 

 

Section D. The Executive Committee 

The executive committee shall consist of the president, vice president, treasurer, and 

the senior pastor of the congregation.  When the office of the senior pastor is vacant, 
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the executive committee shall be expanded to include the interim pastor or one of the 

other pastors.  Specific functions of the executive committee include: 

a. Prepare, and distribute in a timely fashion, the agenda and appropriate supporting 

documentation for the board of directors meetings; 

b. Handle functions and tasks as delegated by the board of directors. 

 

ARTICLE VII 
 

THE FUNCTION, POWERS AND ORGANIZATION OF THE BOARD OF DIRECTORS, 

STRATEGIC LEADERSHIP TEAM, AND ELDERS 
 

Section A.  Board of Directors 
 

The voting members of the board of directors are voting members of the congregation (non-

staff, non-employee) and consist of the president of the congregation, who presides as chairman 

of the board of directors, the vice president of the congregation, the treasurer of the congregation, 

one elder representative, and six additional non-staff, non-employee, non-elder voting 

congregation members. The board also includes the following non-voting members: secretary of 

the congregation, the senior pastor, and remaining members of the strategic leadership team.  
 

The function of the board of directors is to: 

a. work with the senior pastor to set vision for the ministry with clearly defined expectations 

that align with the Great Commandment (Matthew 22:27-40) and the Great Commission 

(Matthew 28:18-20) within the boundaries of Article II of our constitution, 

b. develop written policies (published within the board of directors Governance Policies 

Manual) within which St. John’s management operates and that describe the board’s own 

work and processes, and  

c. assure senior pastor compliance with the policies through a structured monitoring 

process. 
 

The board of directors is primarily a policy and decision-making body acting on behalf of 

the congregation. 
 

The board of directors shall faithfully carry out the duties and responsibilities outlined in 

the board of directors Governance Policies Manual which shall always include: 

a. Be responsible for developing and articulating the vision of St. John’s Lutheran 

Church; 

b. Provide a central location for business decision making in the church; 

c. Review and affirm, yearly and longer range, strategic plans developed with the 

strategic leadership team for the development and expansion of Christ’s work in 

our midst and present these plans to the congregation in conjunction with the 

annual budget approval process; 

d. Prepare the agenda for the congregational meetings; 

e. Set the dates and times for the congregational meetings; 

f. Fill unexpired terms or shortages of officers by appointment as outlined in the 
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constitution; 

g. Review an annual budget prepared by the staff for compliance with Policies and 

Executive Limitations and recommend a budget for approval at the designated 

annual congregational meeting. Any position added to or deleted from the budget 

is to be identified to the board of directors at the time the budget is considered by 

them for approval; 

h. Meet normally at least one time per month.  Additional meetings may be called by 

the president of the congregation or the senior pastor as required; 

i. Set the policy of the congregation; 

j. Be responsible for long-range planning in conjunction with the strategic 

leadership team; 

k. Hold the senior pastor responsible for overseeing the strategic leadership team, 

including an annual performance review; 

l. Monitor financial status on a monthly basis; 

m. Keep a permanent set of minutes for each meeting. Such minutes shall be the 

property of the congregation and available to all members upon reasonable 

request; 

n. Be concerned with the spiritual, emotional, and physical health and welfare of the 

members of the strategic leadership team and other employees and their families 

to ensure reasonable and appropriate compensation in accordance with the 

guidelines of the California-Nevada-Hawaii District, as well as free time, 

vacation, assistance in time of illness, appropriate medical and liability insurance, 

and pension;  

o. Receive periodic reports from the superintendent of schools.  Tuition and fees will 

be approved annually by the board of directors and reflected in the proposed 

budget of the congregation. 

 

Section B. Strategic Leadership Team 

The strategic leadership team consists of the senior pastor and other senior ministry staff 

as approved by the board of directors, each responsible for a specified portion of the ministry.  

They are individually responsible to the senior pastor for their areas of ministry.  The strategic 

leadership team, in conjunction with the senior pastor, and board of directors, is free to create and 

fill committees or task forces as they are needed to carry out the ministry for which the team 

member is responsible. 

 

Each member of the strategic leadership team shall initiate and carry out such activities 

and programs that will enable that member of the strategic leadership team to effectively perform 

the function and duties assigned to them. 

 

Each member of the strategic leadership team shall be authorized to administer all funds 

set aside for the work to be performed by that strategic leadership team member by budget 

appropriation or by special resolution.  Each member of the strategic leadership team shall be 

accountable for any of their expenditures not authorized by the budget or the board of directors.  

Annually, each strategic leadership team member shall participate in an evaluation as directed by 

the board of directors; the senior pastor to be reviewed by the board and the other strategic 

leadership team members by the senior pastor. 
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Section C. Elders 

The basic objectives of elders are the spiritual welfare of the pastors, other members of the 

strategic leadership team, and the members of the congregation individually and corporately, as 

well as the supervision of corporate worship. The elders include the ordained pastor(s) of the 

congregation who are non-voting members. 
 

Elders are charged with the spiritual well-being of the church.  They have oversight of the 

congregation.  The board of directors, and staff pertaining to biblical and spiritual standards.  

Elders are not involved with the management and/or the business of the congregation.  Elders shall 

normally meet a minimum of once a month. 
 

1. Qualifications for an elder are defined in the Elder Policy Manual. 
 

2. The function of the elders: 

a. Pray for the spiritual leadership of the ministry. 

b. Encourage the called professional workers and their work by word and action. 

c. Assist the pastor(s) in finding peaceful and God-pleasing solutions with members 

of the congregation who need assistance. 

d. Serve as caregivers as an extension of the pastoral office to the congregation. 

e. Ensure that the congregation functions in accordance with the established doctrine 

of the church as listed in Article III of the constitution. 

f. Maintain discipline within the congregation according to scripture (as in Matthew 

18, 1 Corinthians 6), the Lutheran confessions and Article IV of the constitution of 

this congregation and exercise discipline when required. 

g. Be concerned about and monitor the instruction of youth and adults for 

confirmation in church membership. 

h. Be present for periodic training as determined by the pastor(s). 

i. Exercise leadership in establishing call committees. 

j. In the absence of a called pastor, provide spiritual leadership such that law and 

gospel, Word and Sacrament ministry is provided for the congregants as a pastor is 

sought. 

k. Assist the pastor(s) with communion distribution, reading of the scripture, 

preaching, etc., as required. 

l. Set the time, schedule the number, of communion services in coordination with the 

senior pastor. 

m. See to it that all services are conducted in such a manner as to foster an attitude 

conducive to worship among those in attendance. 
 

Section D. Provisions Pertaining to Church Officers, Elders and Board of Directors 
 

Any church officer (i.e., elder or member of the board of directors) of the congregation 

who willfully neglects or is grossly ineffective performing the duties of their office may be deposed 

by the board of directors or elders, according to the individual’s role. If it is a spiritual issue that 
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disqualifies them according to elder and board member selection criteria, the elders will make that 

determination and carry out that spiritual discipline on behalf of the congregation. If it is a 

performance issue, then each respective group will make that determination and the person shall 

be deposed by a two-thirds vote of a properly convened meeting of the respective group. When an 

office on the board of directors is made vacant by deposition, resignation, death or 

excommunication of the incumbent, a successor to such position shall be appointed by the board 

of directors for the remainder of the unexpired term and ratified by the congregation at the next 

congregational meeting.  

 

 

ARTICLE VIII 

 

CHANGING THE BYLAWS 

 

Section A. Amendments 

 

Amendments to the bylaws may be offered by any voting member and may be adopted at 

a properly scheduled congregational meeting provided: 

 

3. That they do not conflict with Article XII, Section A of the constitution, the provision 

laid down in Article III of the constitution, or with any section of any other article 

that pertains to scriptural doctrine and practice; and 

4. That the proposed amendment has been submitted in writing at a previous 

congregational meeting within the last twelve (12) months and has not been rejected 

by vote during that twelve (12) month period. 

 

The affirmative vote of a two-thirds majority of the voting membership present at the 

congregational meeting shall be required for the adoption of an amendment. 

 

Section B. Review 

 

 The revised bylaws shall, as a condition of continued membership in The Lutheran 

Church—Missouri Synod, be submitted to the president of the CNH District for review by the 

District’s constitutional committee and favorable action by the District’s board of directors before 

being implemented by the congregation. 

 

January 31, 2021 

Date adopted by Congregation. 
 

 

Senior Pastor      Date 
 

 

Congregation President   Date 
 

 

Secretary       Date 
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