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Vision Statement 
Approved 2016 

 
 
Jubilee’s Vision, Mission, and Values 
 
“And now I am no longer in the world, but they are in the world ... Holy God, protect them in your name ... so 
that they may be one, as we are one.” John 17.11 
 
 Vision  

 Together, we are called by God to be One
1 

by 
  Living Faith, 
  Knowing Love, 
  Voicing Hope.  
 
 Mission  
  Worship 
  Belonging 
  Learning 
  Service  
 
 Values2 
  Honest, Respectful Relationships   

Joy, Laughter, Fun  
  Hospitality 
  Inclusiveness 
  Adaptability 
  Worship  
  

 
1 John 17:11 sites Jesus’ prayer for his followers. “And now I am no longer in the world, but they are in the world...Holy God, protect 
them in your name...so that they may be one, as we are one.”  
2 These values were chosen in February 2015 during a values exercise. The founding congregations did the exercise separately and 
simultaneously. The value Honest, Respectful Relationships was chosen by both congregations as the number 1 value. 
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Overview of Governance Structure 
 
Jubilee United Church (JUC) has four core ministries: Worship, Belonging, Service and Learning, as well as the 
work of Administration.  
 
Governance, as defined in The Manual of The United Church of Canada (2019 B.7.4)  is delegated to our 
Executive Team by the congregation. The Executive Team serves as our governing body and is focused on 
discerning the long-term future of JUC and its impact on the world; it also ensures that decisions reflect the 
mission and values of JUC. The Executive Team delegates to the Minister full responsibility for supporting the 
spiritual life of the congregation, for leading ministries, and for overseeing staff and day-to-day administration. 
The Minister is accountable to the Executive Team. 
 
The Executive Team works with two permanent committees: Ministry & Personnel and Trustees. Ministry & 
Personnel (pages 13-15) provides oversight to the church’s employment relationships, primarily through 
providing support for the Lead Minister regarding employee supervision. Trustees oversee all assets in trust of 
the congregation as part of the United Church of Canada. The Executive Team may create working groups, task 
forces, and other ad hoc groups as needed. 
 
The foundation of the church is its ministries. The ministries of the church will be divided into four core 
ministries: Worship, Belonging, Service and Learning. Worship focuses on the Spiritual Matters of the 
congregation of all ages. Belonging focuses on strengthening our Christian community and looking after each 
other. Service focuses on outreach and social justice. Learning focuses on faith-based education and 
experiences for all ages. These categories allow for projects, programs, and activities to ebb and flow 
throughout the year. The Minister oversees the ministries of the church. All congregational members are 
encouraged, either individually or as a small group, to talk to the Minister who will provide resources, 
assistance, and encouragement to do the work of the core ministries.   
 
Lastly, the church needs administration for its day-to-day functions. The areas of finances, rentals, building 
maintenance, communication, technology, and office tasks are overseen directly by the Lead Minister with the 
support of staff and congregation members. The work will be delegated by the Minister who will require the 
support of lay members of the congregation. 
 
This governance structure recognizes that the Minister is not only our spiritual leader but also our institutional 
leader and head of staff. This structure respects that Ministers have expertise beyond the theological and 
helps deepen and strengthen community by having the church led by a paid accountable ministry personnel. 
In the spirit of servant leadership, the Minister will be responsible for prioritizing ministries and tasks; this will 
help fulfill our mission and vision ensuring that the congregation is focused on living out its purpose.  
 
The policies contained in this document are paramount for the success of this governance structure. The 
structure has been inspired by policy governance model, though it is not a complete adoption of the model. 
The Executive Team writes, maintains, and governs through policy. The policies clearly define and provide 
limitations to those who are responsible. These policies are supplemental to The Manual of The United Church 
of Canada (our denominational policies), which will be followed without exception.  
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1.0 Policies that Govern the Executive Team 
 
Guiding Principles: 

• The Executive Team prayerfully participates in discerning, monitoring, and ensuring that the Vision of 
JUC is embodied, enabled, and lived out in all of the life and work of the congregation.  

• The Executive Team follows and implements all policies as found in The Manual of The United Church 
of Canada and JUC policies in this document.  

• The Executive Team will govern through: 
o Theological reflection 
o Outward vision rather than internal preoccupation 
o Focus on future, rather than past or present 
o Pro-active planning rather than only reactive response 
o Democracy as a means of decision-making 
o Good leadership, rather than administrative detail 

Composition:  
1.1 The Executive Team shall be comprised of eight to twelve (8-12) members. If others are required to 
attend an Executive Team meeting, they will be invited.  
 
Term Limits and Elections:  
1.2 The Executive Team members serve 3-year terms, which can be renewed 3 times with the approval of 
 the Executive Team.  
1.3 The Executive Team will appoint a Nominations Committee (4.0 Policies that Govern the Nominations 
 Process) each fall who will discern and recommend nominations for the Executive Team, Trustees, and 
 Ministry & Personnel Committee.  
 
Executive Team Meetings:  
1.4 Executive Team meetings are public.  

1.4.1 Notice is normally given to the congregation via the minute of the previous meeting which are  
  posted on the website. 

1.5 Extraordinary meetings of the Executive Team may be called at the discretion of the Chairperson 
 and/or the Minister for matters that require a motion and cannot wait until the next Board meeting. 
1.6 The Executive Team reserves the right to meet in camera (all elected members only) at any time.   

1.6.1 All personnel matters will be discussed solely in camera to protect the staff’s privacy. 
 
Officer Roles: 
1.7 The Chair will be elected from within the membership of the Executive Team. 
1.8 The secretary is responsible for taking accurate minutes for each Executive Team meeting. 

1.8.1 The secretary will ensure that the minutes have been sent to the church office in a timely  
  manner after their approval from the Executive Team. 
1.8.2 Personnel reports are primarily confidential except when a final decision affecting the   
  employment relationship is made by the Executive Team. These final decisions shall be   
  reported in the minutes while excluding all other personal information. 
1.8.3 All supplemental and confidential documents will be stored securely 
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1.9 The Treasurer is responsible for presenting financial reports indicating the financial status of the 
 church.  
 
Code of Conduct: 
1.10 The Executive Team commits itself to ethical, respectful and lawful conduct, including proper use of 
 authority and appropriate decorum when acting as a Executive Team. 

1.10.1 The Executive Team will cultivate a sense of group responsibility where the gifts and expertise  
  of individuals enhance the ability of the Executive Team as a body to govern with excellence.  
1.10.2 The Executive Team will engage in discussions that encourage diverse points of view to be  
  expressed.  
1.10.3 The Executive Team will exercise whatever discipline is needed to govern with excellence  
  through reflective practice, learning opportunities, member orientation, and self-monitoring of  
  the governing process. 

1.11 Executive Team members commit to maintain confidentiality as needed, especially in matters of paid 
 personnel. 

1.11.1 Members will respect the confidentiality appropriate to issues of a sensitive or personal nature. 
  Members will not disclose personal information without the consent of those persons except  
  when mandated or allowed to do so by law.  

1.12 The Executive Team does not strictly follow Bourinot’s Rules of Order; however, every meeting has an 
 agenda with formal minutes taken, distributed, and filed.  

1.12.1 All significant decisions made by the Executive Team will be by motion duly made and seconded 
  and carried with a simply majority.  
1.12.2 Executive Team members commit to accept and promote the majority decision of the Executive 
  Team, even if it is contrary to their personal opinion. 
1.12.3 The Executive Team will speak with “one voice” taking care not to present conflicting messages  
  regarding its decisions to the congregation. Executive Team members will exercise discipline by  
  representing the decisions of the Executive Team accurately.  

1.13 Executive Team members shall be mindful of conflict of interests. 
1.13.1 There must be no self-dealing or any conduct of private or personal services between any  
  Executive Team member and the Church except as procedurally controlled to assure openness,  
  competitive opportunity and equal access to information.  
1.13.2 When the Executive Team is to decide upon an issue about which a member has an   
  unavoidable conflict of interest, that member shall declare the conflict and the Executive Team  
  will decide if it will be necessary to ask the member to absent themselves without comment  
  from both the deliberation and the vote.  
1.13.3 Members shall not use their position to obtain employment within the Church. Should a   
 member desire employment, they must resign from the Executive Team.  

 
Responsibilities: 
1.14 The Executive Team maintains its major focus on the intended long-term broad goals of the 
 congregation, not on the administrative or programmatic means of attaining those goals.  
1.15 The Executive Team directs, oversees, and inspires the work of the Congregation by establishing 
 written policies expressing the Ministry goals to be achieved. These policies will reflect the values and 
 priorities discerned by listening to the congregation. 

1.15.1 The broad goals are formulated on an annual basis and shared with the congregation at the  
  Annual Congregational Meeting. 
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1.15.1.1 The Minister is responsible for meeting these goals with the Executive Team monitoring  
  progress throughout the year.  

1.15.2 Written policies articulate how authority is delegated to the Minister. This authority is   
  monitored through boundaries set forth by policy 1.7. ff 

1.15.2.1 The Executive Team shall direct the Minister only through written policies and Executive 
  Team decisions.  

1.16 The Executive Team delegates the congregational organization, operation, and work to the Minister, 
 unless otherwise stated by The Manual.  

1.16.1 The Executive Team monitors and holds to account the Minister in their performance in   
  complying with policies, accountability agreements, and the vision of JUC.  
1.16.2 The scope of work and accountability of the ministries of the church are considered under the  
  authority and accountability of the Minister. 
1.16.3 As long as the Minister uses any reasonable interpretation of the vision, policies, and other  
  guiding documents, the Minister is authorized to make decisions, take actions, establish   
  practices, and develop day-to-day activities. 
1.16.4 The Minister is responsible for: 

1.16.4.1 Achieving broadly stated annual goals in alignment with the vision of the church, 
1.16.4.2 Carrying out the policies of the Executive Team, 
1.16.4.3 Reporting on compliance with Executive Team policies, 
1.16.4.4 Providing all appropriate information for Executive Team decision-making, and  
1.16.4.5 Ensuring the requirements of The Manual and published policies of other Church  
  Councils are met. 

1.17 Accordingly, the Minister must: 
1.17.1 Provide timely, complete and accurate information and advice to the Executive Team. 
1.17.2 Advise the Executive Team of relevant trends, significant policy changes of other Church 
 Councils, anticipated adverse congregation reactions, or significant changes among the 
 congregation, particularly changes in the assumptions upon which any Executive Team policy 
 has previously been established.  
1.17.3 Provide as many Staff and external points of view, issues, and options as needed for fully 
 informed Executive Team decisions. 
1.17.4 Submit monitoring data required by the Executive Team in a timely, accurate, and 
 understandable fashion, directly addressing provisions of Executive Team policies being 
 monitored. 
1.17.5 Advise the Executive Team if, in the opinion of the Minister, the Executive Team is not in 
 compliance with its own policies. 
1.17.6 Report in a timely manner any actual or anticipated non-compliance with any policy of the 
 Executive Team. 
1.17.7 Supply for the Executive Team’s agenda any item required by law or The Manual to be 
 approved by the Executive Team. 
1.17.8 Report all received correspondence directly addressed to the Executive Team or its officers, and 
 present for consideration any correspondence on matters falling within the job description of 
 the Executive Team. 
1.17.9 Provide adequate financial and personnel resources for the work of the Executive Team in 
 collaboration with the treasurer and/or Ministry & Personnel committee respectively.   

1.18 The Executive Team shall monitor the Minister’s performance. 
1.18.1 Ensure all policies are followed and the annual goals are being addressed.  
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1.18.1.1 This is confirmed by: 
1.18.1.1.1 Internal report by the Minister,  
1.18.1.1.2 External report by a third party selected by the Executive Team (such as the Ministry &  
  Personnel Committee). 
1.18.1.1.3 By direct Executive Team inspection, in which a designated member or members of the  
  Executive Team assesses compliance with the Executive Team policies. 

1.18.2 The standard for compliance shall be any reasonable interpretation by the Minister. 
1.18.3 The Minister will be monitored at a frequency and by a method chosen by the Executive Team.  

1.19 The Executive Team listens to the congregation. 
1.19.1 It will use a variety of creative means to listen to the voice of God as revealed in Jesus Christ  
  (Bible study, prayer, theological reflection) 
1.19.2 It will identify groups and individuals within the congregation and beyond, through whom the  
  voice of Christ may be heard, and arrange appropriate methods to hear those voices. 

1.20 Other Executive Team committees, working groups, task forces, etc. may be struck by the Executive  
 Team as needs arise.  
1.21 The Executive Team holds responsibility for all long-term and/or big-picture items that arise in the life 
 of the congregation that are not explicitly stated within these policies.  
 
Accountability:  
1.22 The Executive Team is accountable to the congregation by: 
 1.22.1 reporting to the congregation at the annual congregational meeting. 

1.22.2 regularly informing the congregation of its work through formal and informal communications. 
1.22.3 reporting only on its own work, which is not to be confused with the work of the Minister. 
1.22.4 considering all written questions about any actions of the Minister.  
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2.0 Policies that Govern the  
Ministry & Personnel Committee (M&P) 

The Manual 7.8.5 
 
Guiding Principles: 

• The M&P Committee provides oversight to the church’s employment relationships, primarily through 
the recommendations of employment policy and the support for the Minister regarding employment 
procedures and issues. The committee functions around three roles: 1) the consultative and 
supportive role 2) the healthy relationships role, and 3) the supervisory role. 

 
Composition: 
2.1 The Ministry and Personnel Committee shall include no fewer than 3 members and no more than 5. 

2.1.1 The Executive Team is responsible for nominating individuals to serve on M&P. See “4.0 Policies 
  that Govern the Nominations Process,” for more information on process. 

 
Functioning Policies for Consultative and Supportive Role: 
2.2 Provide oversight to the overall annual performance review process, to ensure that the process is 
 conducted in a timely manner and with integrity.  
2.3 Review annually the compensation and benefits to staff and recommend adjustments to the Executive 
 Team, if and when required. 
2.4 Assist the Executive Team in preparing an annual performance review of the Minister.  
 
Functioning Policies for Healthy Relationships Role: 
2.5 Ensure the congregation and staff are informed of a method of providing constructive feedback as the 
 congregation may raise concerns from time to time.  

2.5.1 The Minister, as head of staff, and the M&P seek to resolve any difference of opinion involving  
  staff through meaningful respectful discussion and communication seeking positive,   
  constructive solutions without confrontation or hostility. Compromise may be required. 

2.5.1.1 The person who raised the concern will communicate directly with the specific staff person 
 involved. 
2.5.1.2 Should the issue be unresolved, the person who raised the concern should contact the Minister. 
 A mediated discussion may be called. 
2.5.1.3 Should the issue still be unresolved, or if the issue directly involves the Minister, a member of 
 the Ministry and Personnel Committee may be asked to coordinate discussion of the concern 
 with the parties involved. The Chair of the Executive Team and Minister shall be informed.  
2.5.1.4 Should the issue still be unresolved; a member of the Ministry and Personnel Committee will 
 consult with the Chair of the Executive Team for next steps. The Minister is to be included in  
 the consultation if it does not directly involve the Minister. 
2.5.1.5 If the concern involves issues of harassment, including sexual harassment, the Minister or any 
 Ministry & Personnel committee member should be immediately contacted and the 
 Harassment or Sexual misconduct policies of the national church will be enacted immediately.  
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2.6 Where a difference of opinion exists between congregants, they are encouraged to meet and seek 
 solutions. Should the matter be unresolved, the parties may request the participation of a JUC 
 congregant. If the matter is still unresolved, the parties may write letters to the Executive Team 
 outlining the matter and request mediation. 
2.7 Act as a mediator for staff team issues that involve potential policy violations, only after those issues 
 have been appropriately vetted through normal supervisory channels. 
2.8 Serve as a witness during disciplinary employment conversations, when requested to do so by the 
 Minister.  
2.9 Seek assistance from the Region in a situation of serious conflict. 
2.10 Work collaboratively with other committees and the Minister. 
 
Functioning Policies for Supervisory Role: 
2.11 Make recommendations regarding employment, working conditions, risk assessment, compensation,  
 and benefits to the Executive Team. 

2.11.1 This includes any and all employment policy recommendations.  
2.12 Serve as an advisory Executive Team to the Minister on personnel related issues, as requested. 
2.13 Work with the Minister and employees on the design of job descriptions, when asked to do so by the 
 Minister or Executive Team. 
2.14 Maintain a confidential personnel file for each staff member that contains all relevant employment 
 related documents. 
2.15 The Minister as head of staff: 

2.15.1 Oversee all staff (paid and volunteer) as head of staff in humane, fair, and respectful ways.  
2.15.2 Ensure that the JUC workplace meets BC Employment Standards and Occupational Health and  
  Safety Standards. 
2.15.3 Must comply with The Manual and applicable laws of the provincial government of BC and the  
  federal government of Canada with respect to staff. 
2.15.4 Provide clear expectations of job duties and responsibilities. 
2.15.5 Work collaboratively with the Ministry & Personnel Committee, and to provide M&P with the  
  information they require. 

 
Personnel Screening and Selection: 
2.16 This process applies to the hiring of all personnel with the exception of the Minister: 

2.16.1 The Executive Team will appoint a search committee when there is a vacancy to be filled.  
2.16.2 Generally the search committee will consist of not less than 2 people and up to 5. One person  
  will be a member of the Ministry and Personnel (M&P) Committee. One will be the Minister.  
  The remainder will represent the relevant interest group(s). The previous incumbent will not be 
  part of the search committee. 
2.16.3 Generally the search committee will conduct the search, screening, interview, and reference  
  checking processes, and recommend the preferred candidate to the Executive Team. 

2.16.3.1 There will be an up-to-date job description for the position before recruitment is   
  commenced. The recruitment material and interview will be based on the requirements  
  of the position as per the job description.  
2.16.3.2 Candidates will be required to submit a résumé containing a summary of relevant work  
  experience, which may include volunteer work. 
2.16.3.3 Candidates must supply at least three references, not including personal friends and  
  family.  
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2.16.3.4 References will be check after the candidate has been interviewed and is being   
  considered for the position.  

2.16.4 The search committee will present their recommendations for hire to the Executive Team.  
2.16.5 For positions of trust, a Police Record Check must be obtained and will be witnessed by two  
  members in leadership, a declaration will be retained in the employee file. Further checks may  
  be done depending on the position.  
2.16.6 The Minister, in consultation with the M&P Committee, will prepare the offer letter for the  
  candidate. The offer letter will summarize the job offer; specify the employee status, any  
  training to be provided, reporting relationships, start date, salary, hours of work, orientation to  
  be provided, probationary period and any benefits offered. Any other employment conditions  
  that pertain to the specific hire are to be clarified in the offer letter. The prospective employee  
  will sign the letter. 
2.16.7 The Minister will provide support during the orientation and probation period, ensure that the  
  work skills and style are a good match for JUC, and complete a review prior to the end of the  
  probation period. 
2.16.8 Once the offer letter has been received and signed, and all conditions for hire have been met,  
  the job is considered to be filled and the search committee will be disbanded. 
2.16.9 Members of the search committee are bound to hold all personal information in confidence. 

 
2.17 Limits to the Authority of the Minister: 

2.17.1 The Minister will not be responsible for: 
2.17.1.1 the creation or elimination of staff positions 
2.17.1.2 approving modification to job descriptions 
2.17.1.3 approving salary increases 
2.17.1.4 approving hiring and firing recommendations 
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3.0 Policies that Govern the Trustees 
The Manual G.3 

 
Guiding Principles: 

• The Trustees Committee provides oversight to the church’s assets, particularly regarding the property, 
insurance, and investments. 

 
Composition: 
3.1 The Trustee Committee shall include no fewer than 3 members and no more than 5.  The Executive  
 Team is responsible for nominating individuals to serve on Trustees. See “4.0 Polices that Govern the 
 Nominations Process,” for more information on process. 
 
Meeting frequency: 

3.2  The Trustees shall meet at least once annually. 

 
Insurance: 
3.3 The Trustees shall review the JUC insurance program annually to ensure appropriate insurance  
 coverages are being maintained and JUC physical assets are insured to their replacement value. 
3.4 Any recommendations for placement of insurance coverage not contained in existing insurance policies 
 will be brought to the Executive Team for consideration and decision-making. 
 
Inventory 
3.5 The Trustees review replacement costs annually and arrange for appraisal if indicated. 
3.6 Ensure that an inventory of JUC contents valued over $1000 is maintained and kept in a secure  
 location.  
3.7 Replacement cost estimates of these items (to the best knowledge of the Trustees) along with any new 
 asset purchases, will also be recorded and taken into consideration in setting the replacement cost 
 limits for insurance purposes. 

 
Investments Accounts: 
3.8 The Trustees invest funds in accordance with “Prudent Investor” standards. 
3.8 Funds not required for operations are held in fee-based ‘managed’ accounts with approved investment 
 firms.  
3.10 JUC holds two investment accounts. 

3.10.1 Reserve Fund held by RBC Dominion Securities 
3.10.2 Jubilee Reserve Fund held by Connor, Clark & Lunn  

3.11 All investment decisions are governed by a portfolio Investment Policy Statement NN approved by JUC 
 Executive Team. This statement sets out the investment objectives, risk tolerance and asset mix for the 
 accounts. 
3.12 Investment accounts are to be reviewed with the portfolio manager at least annually. 
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3.13 Executive Team must authorize all cash transfers out of the investment accounts. 
3.14 Signing Authority and Cash Transfers 

3.14.1 All Trustees have authority to sign for the Trustees as long as all Trustees agree (in a meeting or  
  via email) to the transfer. 
3.14.2 Instructions to the portfolio manager require written/electronic authorization of two Trustees. 
3.14.2 All transfers of cash in or out of JUC investment accounts must flow through the JUC bank  
  account. 

 
Maintenance and Repairs  
3.15 Ensure the buildings and other congregational property are maintained and repaired in consultation 
 with the Minister. 
 
Use of Church Property: 
3.16 JUC property is primarily intended to be used by the congregants and staff within JUC buildings or on 
 its land for events, worship, business, or maintenance. 

3.16.1 Congregants may use JUC property for off-site church and non-church events with approval  
  from the Minister. 

3.17 The Minister is responsible that all reasonable measures to ensure the safety for the congregation 
 using the church’s building or content either for the congregation’s own ministry or other use. 

3.17.1 The Minister shall protect, maintain, and limit risks of damage and destruction of physical  
  property. 
3.17.2 The Minister shall protect the Executive Team from claims of liability to the best of one’s ability.  
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4.0 Policies that Govern the  
Nominations Process 

 
Guiding Principles: 

• The Nominations Committee has as its primary responsibilities to  nominate congregants to serve on 
the Executive Team, Trustees and Ministry & Personnel Committee.  

 
Composition: 
4.1 The Nominations Committee shall include no fewer than 2 members and no more than 4. 
 
Election: 
4.2 The Executive Team is responsible for nominating individuals for the Nominations Committee at a fall 
 meeting of the Executive Team. 
 
Term Limits:  
4.3 The Executive Team, M&P, and Trustees have a 3-year term for all individuals with a possibility for 3 
 terms. 
4.4 Terms are set for a rotating end. 
 
Nominations and Election Process:  
4.5 The Nominations Committee is responsible for nominating individuals to serve on the Executive Team, 
 Ministry & Personnel Committee, and Trustees. These nominations will be sent to the Executive Team 
 for their approval. 

4.5.1 The Nominations Committee will present a slate of nominees to the Annual Congregational  
  Meeting.  

 
Nominations Criteria:  
4.6 The Nominations Committee will consider the following attributes for individuals serving on the 
 Executive Team and/or committees. 

4.6.1 Valued Attributes: 
4.6.1.1  Be committed to the vision of the church as set forth by the congregation 
4.6.1.2  Engage in one’s own personal spiritual journey 
4.6.1.3  Attend church regularly  
4.6.1.4  Be actively involved in the ongoing life of the church 
4.6.1.5  Feel a “Call” to serve 
4.6.1.6  Contribute regular financial offerings in support of the vision of the church 
4.6.1.7  Have the capacity for theological reflection and engagement 
4.6.1.8  Demonstrate healthy interpersonal relationships with church members at large 
4.6.1.9  Commit to regular attendance at meetings 
4.6.1.10 Commit to accept and promote the majority decision 
4.6.1.11 Commit to maintain confidentiality as appropriate. 

4.6.2 Valued Spiritual Gifts for Executive Team Members (not exclusive): 
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4.6.2.1  Visionary 
4.6.2.2  Faith & Risk-taking 
4.6.2.3  Wisdom 
4.6.2.4  Leadership 
4.6.2.5  Discernment 

4.6.3 Valued Spiritual Gifts for Ministry & Personnel Members (not exclusive): 
4.6.3.1  Relational 
4.6.3.2  Balanced 
4.6.3.3  Encouraging 
4.6.3.4  Collaborative 
4.6.3.5  Empathy & Compassion 

4.6.4 Valued Spiritual Gifts for Trustees Members (not exclusive): 
4.6.4.1  Discernment 
4.6.4.2  Wisdom 
4.6.4.3  Prudent  
4.6.4.4  Generous 
4.6.4.5  Rational   
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5.0 Policies that Govern Core Ministries 
 
Guiding Principles: 

• The vision of the church is lived out through its core ministries of worship, belonging, service and 
learning. The ministries can take many forms, include many different individuals, and exist for 
different amounts of time.   

 
Oversight: 
5.1 The Minister has oversight of the core ministries of the church. 

5.1.1 No individual(s) from the Executive Team nor committees direct the work of the Minister  
  regarding ministries. 

 
Policies Pertaining to Ministries of the Church: 
5.2 The Minister will promote a positive public image and credibility of the church, particularly in ways that 
 support the accomplishment of its vision. 

5.2.1 Establish adequate communications to inform the congregation of what services and ministries  
  are available from the church. 

5.3 Privacy is important to Jubilee United Church. 
5.3.1 The Minister will comply with privacy policies of the church and personal information   
  protection laws of the provincial government of BC and the federal government of Canada 

5.3.1.1 If disclosure of personal data is desired, written consent from those persons is needed. This 
 consent is to be retained for at least 3 years.  

5.4 Childcare is an essential component of ministry with the young. 
5.4.1 A cleared Criminal Record Check (including a Level 2 Vulnerable Sectors Check) is required for  
  any congregant working with children or youth at JUC in any role. Declarations of having seen a  
  completed Criminal Record Checks are kept on file in the church office. Checks are to be   
  renewed every 3 years.  
5.4.2 A maximum ratio of one adult to 10 children (ages 5-12) will be maintained in all settings and  
  approved activities. 
5.4.3 There shall be at least one adult Nursery Caregiver present for every four or fewer children  
  (birth-4 years) in the nursery.  

5.5 Weddings shall be performed at the discretion of the Minister. 
5.6 Fees for weddings and funerals are set annually by the Minister in collaboration with Executive Team. 
5.7 Serving alcohol on church premise is a sensitive matter, which the Executive Team will review on a 
 case-by-case basis. 

5.7.1 All requests for serving alcohol outside of religious ceremonies require a Private Special Event  
  license and have met the requirements set out by the Government of B.C. Liquor Control &  
  Licensing Branch of the Ministry of Public Safety and Solicitor General.  

5.8 Sacraments are part of regular worship at Jubilee United Church.  
5.8.1 Baptism: Admission to baptism is offered at the discretion of the Minister. The Executive Team  
  authorizes the Lead minister to make decisions regarding baptism and Membership into the  
  holy catholic church on its behalf. If the Lead Minister is unavailable, the Executive Team will  
  make that decision. 
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5.8.1.1 For the baptism of a child, if one or both of the parents are not full members in good standing, 
 Jubilee United Church will require a full member in good standing to be a sponsor for the child 
 being baptized and their family. Active engagement with the community of fiath will be 
 encouraged, and the sponsor will attempt to maintain some form of connection with the 
 family.  
5.8.1.2 The celebration of the Sacrament of Baptism will be done exclusively in the context of a normal 
 worship gathering except under extreme circumstances requiring pastoral consideration. If 
 there is to be an extraordinary baptism take place (other than an emergency baptism), the 
 Minister presiding will take with them no fewer than 3 members of the community of faith to 
 witness the baptism, and will record the baptism in Jubilee United Church’s baptismal record as 
 soon as possible. 

5.8.2 Communion: Communion is offered at the discretion of the Minister. 
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6.0 Policies that Govern Administration 
 
Guiding Principles: 

• The administration of the church is led by our paid accountable staff including the Minister and Office 
& Facilities Coordinator. Congregants will be called upon as needed to carry out necessary tasks. 

 
Oversight: 
6.1 The Minister has oversight of the administration of the church. 

6.1.1 No individual(s) from the Executive Team nor committees direct the work of the Minister  
  regarding administration. 

   
Policies Pertaining to Administration of the Church: 
6.2 The Minister is responsible for the physical stewardship of the JUC land, buildings, and property. The  
 Minister shall: 

6.2.1 Ensure all fixtures, furniture and equipment are maintained in good working order. 
6.2.2 Keep accurate records relating to the JUC building: building plans, appraisals, maintenance and  
  repair records, renovation records, etc. 
6.2.3 Advise the Trustees of asset purchases exceeding $1000, for insurance purposes. 
6.2.4 Act as contractor on any project involving maintenance and repair or seek professional help to 
do so. 
6.2.5 Solicit help from qualified JUC congregants to ensure that work is completed in a satisfactory  
  manner at a reasonable cost. 
6.2.6 With staff, identify items needing attention. 
6.2.7 Communicate to the JUC Executive Team recommendations concerning the on-going operation  
  of the JUC building. 

6.3 The Minister is responsible for overseeing the rental relationships on behalf of the church. 
6.3.1 The Minister is responsible for setting the rental fees for use of the church in collaboration with 
  the Admin Working Group and the Executive Team. 

6.3.1.1The rental fees shall be reviewed annually. 
6.3.2 The Minister is responsible for implementing and maintaining accurate rental agreements with  
  all tenants.  

6.3.2.1 The rental policies and practices promote ministries of the church within reasonable revenue 
 and expense limitations. 

6.3.3 Short-term rentals include those using the church once or during a specific period lasting no  
  more than 10 business days. 

6.3.3.1 A short-term rental lease shall be signed agreeing to the terms of the rental. This lease shall be 
 on file in the church office. 
6.3.3.2 Keys shall not be issued to short-term tenants.  

6.3.4 Long-term rentals include those using the church beyond a 10-day period.  
6.3.4.1 A long-term rental lease shall be signed agreeing to the terms of rental. This lease shall be on 
 file in the church office.  
6.3.4.2 The Minister shall communicate to the Executive Team when any long-term rental begins and 
 ends.  
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6.4 The Minister oversees all technology of the church. 
6.4.1 Privacy of individuals must be maintained at all times when creating or reviewing any content  
  that could be published in either print or digital form. Written consent must be given before an  
  individual’s name, image, or contact information may be used.  
6.4.2 All JUC computer files shall be backed up in case of emergency. All intellectual property,   
  information and files are protected from loss, theft, significant damage, or unauthorized access  
  or duplication. 

6.5 The Minister works closely with the Treasurer on the financial aspect of the life of the congregation. 
 6.5.1 No one person is in complete control of any one accounting function.  

6.5.1.1 Cheques require the signature of two signing officers who are at arm’s length and supporting 
6.5.1.2 documentation must be available for each signing officer to review. 
6.5.1.3 All financial documents are to be reviewed by a minimum of two individuals.  
6.5.1.4 Cash is to be counted and recorded under dual custody. 

6.5.1.4.1 All offerings received, no matter who the beneficiary, must be counted and recorded by  
  members of our congregation.  

6.5.1.5 Signing officers are to be approved by the Executive Team. 
6.5.1.51 The personal information of signing officers is to remain private and is under no   
  circumstances to be released to any party without written consent.  

6.5.1.6 Any and all financial activity of JUC must be included in all financial records and reports,   
 including the Annual Report and the Registered Charity Information Return.  

6.5.2 All bank accounts are with institutions insured by the Canadian Deposit Insurance Corporation  
  or Credit Union Stabilization Fund.  
6.5.3 There shall be no perceived or actual conflicts of interest in awarding purchases, contracts or in  
  making other decisions related to commercial transactions. All conflicts of interest shall be  
  declared to the Executive Team for consideration prior to approval. 
6.5.4 All requisitions for payment must be supported by invoices or receipts.  
6.5.5 The Minister in collaboration with the Treasurer is responsible for ensuring the church’s   
  charitable tax receipt status of the Church.    
6.5.6 All donations are considered to have been given to further the general charitable purpose of  
  JUC.  

6.5.6.1 Charitable tax receipts for donations over $20.00 of value in money and gifts-in-kind will be  
 mailed annually. 
6.5.6.2 Donations must have been received by December 31 of the current year or the envelope 
 postmarked on or before December 31. 

6.5.7 A separate receipt book must be used to issue receipts for non-charitable income such as rent. 
6.5.8 As required by CRA, the Registered Charity Information Return must be filed with the Charities  
  Directorate each year.  
6.5.9 For the purposes of audit by CRA, all books, records, vouchers, and offering envelopes must be  
  kept organized and accessible for a period of seven calendar years after the year in which the  
  records originated. Duplicate donation receipts must be retained for a period of two years from 
  the end of the calendar year in which the receipts are issued. Records of donations of property  
  which must be held on the books for more than ten years must be retained indefinitely.  
  All members of JUC are free to review the church’s books and seek clarity on any transaction at  
  any time.  
6.5.10 Supporting documentation for all transactions on the books must be made available upon  
  request.  
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6.5.11 Financial limitations to the Minister include: 
6.5.11.1 Avoid commercial relationships or transactions that clearly contradicts the Executive  
  Team’s policies or church’s vision.  
6.5.11.2 Make any purchase from a vendor which does not represent the best value. 
6.5.11.3 Treat any commercial relationship or transaction in an unfair or inequitable manner, nor 
  give any preference based on any criterion other than the delivery of best value. 
6.5.11.4 Violate the terms of purchase or contract agreement. 
6.5.11.5 Cause, participate, or allow any practice, activity, decision, or organizational   
  circumstance that is either unlawful, imprudent, contrary to the requirements of The  
  Manual or The United Church of Canada, or in violation of commonly accepted business  
  and professional ethics. 
6.5.11.6 Ensure that the actual financial conditions at any time do not incur fiscal jeopardy or  
  compromise the Executive Team’s priorities.  

6.5.11.6.1 Ensure the expenditure of funds by the end of the fiscal year does not exceed a   
  combination of revenue and other funds available for use in the Congregation’s   
  operating budget for the same period of time. 
6.5.11.6.2 Use designated gifts and restricted funds for the purposes for which they were   
  established in a timely way. 
6.5.11.6.3 Pay all liabilities for payroll, suppliers, and taxes as due. 
6.5.11.6.4 Ensure expenditures are consistent with priorities as established by the Executive Team.  
6.5.11.6.5 Report and explain any significant budget variance to Executive Team.  
6.5.11.6.6 Notify the Executive Team when revenues from any source fall significantly below the  
  same level of revenue at the same time the previous year. 
6.5.11.6.7 Advise the Executive Team about any concerns raised by the external auditor or   
  reviewer and how the Minster proposes to answer those concerns. 

6.5.12 An annual budget must be prepared for each calendar year. 
6.5.12.1  The budget is created collaboratively by the Minister and the Treasurer. It is then  
  presented to the Executive Team for approval. Once approved, the budget is sent to the  
  Annual Congregational Meeting for congregational approval. 

6.5.12.1.1 Within the budget, variances between expense categories may occur.  
6.5.12.2 The budget format will follow generally accepted accounting principles and practices. 
6.5.12.3 The budget shall reflect and prioritize the goals and vision set forth by the Executive 
  Team. 

6.5.12.3.1 The budget shall be consistent with the Executive Team’s priorities, planned programs  
  and goals, prudent risk management and shows a generally acceptable level of   
  foresight. 

6.5.12.4 Revenues and expenditures are not to be budgeted without reference to past   
  experience and to realistic projects.  
6.5.12.5 Budgets will respect the limitations of fund transfers as applicable.  
6.5.12.6 The Executive Team shall be provided sufficient detail to enable the Executive Team to  
  assess the viability of the budget and any assumptions made in its creation.  

6.6 The Minister holds responsibility for all day-to-day, operational items that arise in the life of the 
 congregation which are not explicitly stated within these policies.  
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Jubilee United Church 
________________________________________________ 
Community of Faith Information 
 

 

The documents beyond here are internal procedural policies and procedures, not to be considered a part of 

the governance manual.  
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Jubilee United Church 
________________________________________________ 
Community of Faith Information 

A. Criminal Records Search 

 
Jubilee United Church is committed to providing a safe environment for worship, work, and study and to 
ensure that all who work with vulnerable individuals in United Church settings share this commitment. 
 
A Criminal Records Search, including a Vulnerable Sectors check, will be required of all those who work with or 
interact with vulnerable people in our Community of Faith, and those who deal with money. This includes: 

• Sunday School Teachers; 
• Youth Group Leaders; 
• Bible Study Leaders; 
• Connection Team Members; 
• Offering Counters; 
• Members of the Executive Team; 
• Trustees; and 
• and all staff (which is a requirement of their hiring) 

 
A letter will be provided that declares that the person is volunteering (other than staff) and if there is cost, 
Jubilee United Church will cover the cost if required. The person obtaining the Criminal Records Search will 
maintain ownership of the document; an acknowledgement form will be kept locked in the office stating that 
two members of Jubilee United Church have seen the results. 
 
Background 
The United Church of Canada (UCCan) is committed to providing a safe environment for worship, work, and 
study in all Communities of Faith. The UCCan seeks to ensure that all who work with vulnerable individuals in 
United Church settings share this commitment.  
 
We are blessed with the gifts of many that offer leadership; they have a special calling to offer their time and 
talents in our community.  
 
Throughout the church there have been violations of trust (financial, physical, emotional and sexual abuse) 
within the church. We have not always been willing or able to respond justly to these violations; nor have we 
been proactive enough to prevent them from occurring. The time for this pro-active work is now - when things 
are stable, and in good order. 
 
Leadership in a Community of Faith is by nature a position of sacred trust. Services offered in the name of the 
UCCan need to be held to high ethical standards. Adopting stringent and consistent screening measures in our 
church communities is an important way to communicate some key values of our faith: protection of all in our 
care, honour the image of God in each person, and being a trustworthy community. 
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The Criminal Records Search is not the first, last or only screening measure that we use at Jubilee United Church. 
Whenever we approach folks to fulfill a task, we have already performed some of the screening measures. Even 
if someone has a Criminal Record, it is up to us to know what types of Offenses are relevant to the positions 
being screened for.  
 
We know that even this screening measure has its limitations. However, it is one that is often used in the UCCan 
and the community.  
 
We assure confidentiality in this matter. We do not keep the CRS, there is a simple form that is locked away in 
the filing cabinet that says at least two people from the Community of Faith have seen the CRS; the volunteer 
retains ownership of the document and all of the information that is on it. 
 
We want to ensure that we are a place where there is welcome and safety for people of all walks of life. Faithful 
stewardship of human resources is important in our world.  
 
There is no way to absolutely guarantee that no harm will ever come to any participants, staff or volunteers in 
our church. But we exist and serve because there is a human need, and in faith we step in to offer support and 
service. It is our duty to guard against charges of negligence by diligent screening and other safety policies.  
 
In adopting this type of screening policy and screening measures, Jubilee United Church is communicating our 
commitment to safety and we will continue to give witness to the ethical, moral and spiritual responsibility of 
promoting trustworthy care and service. 
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Jubilee United Church 
________________________________________________ 
Community of Faith Information 

B. Donations and Bequests 

No bequest or unsolicited donation shall be refused except those whose source and/or terms of use 
jeopardize the mission, reputation, or tax status of Jubilee United Church. 
1. Donations shall not be received directly from lottery funds.  
2. No bequest or unsolicited donation shall be received whose terms are not in alignment with the 

mission and vision of Jubilee United Church without having the terms broadened or refocused 
in a Jubilee United mission/ministry area.  

3. No bequest or unsolicited donation shall be accepted if the perceived costs of receiving and 
administering that gift exceeds the benefit of the gift.  

4.  The Executive Team in consultation with the Lead Minister and the Trustees are authorized for 
designating bequests and unsolicited donations that are undesignated. 
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Jubilee United Church 
________________________________________________ 
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C. Funeral 

The Executive Team (Governing Body) of Jubilee United Church retains overall authority for Funerals which 
take place at Jubilee United Church. However, they delegate to the Minister all decisions about which Funerals 
will be officiated. The Executive Team does not limit the availability of their ministry personnel to the wider 
community to perform ceremonies. 
 
At the discretion of the Lead Minister, other clergy and laity may perform funerals on our behalf. 
 
Notes: 
The cost of a Funeral to take place at Jubilee United Church is $750. This is to be paid by cheque ahead of time 
(payable to: Jubilee United Church). The following breakdown is not discussed with the family of the deceased 
and the Office Administrator will prepare the following cheques: 
 
 Minister  $250 
 Musician  $175 
 Coordinator  $150 
 Church   $175 
 
! Regardless of whether the Church Minister or Musician are used, the fee will be paid. 
! If the family would like any other minister to officiate the service, the Minister must give approval. Typically 

the Minister performs funerals in the church; other ministers may work with our Minister. 
! If the family would like any other musician, the JUC Music Director must give approval. (First right of refusal) 
! The Funeral Coordinator will be available for a maximum of 3 hours. If there is a requirement beyond three 

hours, an additional $25 per hour will be paid. 
! If there is to be a reception, it should be by a caterer and if so, they should provide their own linens, as well 

as dishes which will be cleaned by them. 
! If there is to be a bulletin printed, an extra $25 fee will be added. 
! If there is a requirement for technical assistance beyond simple microphones, we can bring in a tech 

assistant for $150. 
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D. Funeral Coordinator 

On the day of the Funeral/Memorial, the Coordinator will arrive approximately 45 minutes to one hour before 
the service to ensure that the church is open and accessible for guests. If the funeral home requests an earlier 
admittance with the casket, this will be communicated to the coordinator. If it is a cold day, adjust the heating 
in both the Sanctuary and the Hall to 68 degrees (at least 3 hours ahead if it is a very cold day.) 
 
Be available to receive flowers and place them in Sanctuary and/or Reception Hall. 
 
Arrange a table for photographs and remembrances in the Sanctuary and/or Reception Hall. 
 
Be available to let caterers in and make sure that tables and chairs are set up. 
 
Help with ushering, handing out bulletins and being available to help answer questions of the family. 
 
Clean up after the service: 
 Take down tables and chairs. 
 Sweep and spot clean Hall floor and kitchen, bag and take garbage to dumpster. 
 Check Sanctuary for left over paper. 
 Check bathrooms and paper supplies. 
 
If the Funeral Coordinator needs assistance with any of these tasks, it is their responsibility to sub-contract this 
role. If church linens are used for a reception, it is the responsibility of the Funeral Coordinator to have them 
cleaned. 
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Community of Faith Information 

E. Membership 

The governing body is responsible for revising the membership roll at least annually (The Manual 2019 B.3.6.2).  
 
Sections d and f encourage the governing body to remove names of members who have been absent for too 
long without a reasonable excuse, and encouraging members who have moved away from the area to become 
members of congregations closer to their new homes. There is provision under section B.3.6.3 to Restore Names 
to the Roll. 
 
Jubilee United Church will follow this provision of The Manual and will, as an act of the Executive Team, clean 
up the roll on an annual basis. 
 
If someone who has been removed from the roll wishes to be restored to the roll, they shall do so through a 
letter to the Executive Team. It shall be up to the Executive Team to make such a decision. 
 
Defining “absent for too long without a reasonable excuse” - If a Member has not been present at a Sunday 
worship service or any activity of the congregation for 12 months. If it is a member who lives in a care home, or 
is otherwise home-bound, that would be a reasonable excuse. 
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F. Social Media 

Definition: For the purposes of this policy, the term social media includes websites, interactive online accounts 
such as Facebook, Twitter, Instagram, YouTube, Vimeo, online blogs and discussion forums. 
 
Purpose of the Church’s Use of Social Media 
Social Media provides us with diverse opportunities: 

• to connect regularly with people who are already active members of our community of faith in affordable 
and accessible ways; 

• to connect with interested persons outside of our community of faith in order to build larger networks 
for spiritual growth, engagement, and societal transformation. 

 
Social media affords many opportunities to connect with people within the congregation and the community as 
well as with interested persons through the world to build networks for engagement, education and spiritual 
growth. Social media can be much more than a tool to share information: it can be a virtual meeting place for 
people. It can provide another venue where the values and mission of our community of faith get lived out and 
creatively expressed by all who participate. Social media allows church members and adherents to keep up with 
church activities when travel, illness, work commitments and other factors prevent them from attending in 
person. It also offers fresh ways for people to gather, share, and learn together on their spiritual journey. With 
social media, we tell our story in new ways, ways that say: “we’re prepared to be changed by you, and hopefully, 
you by your connection with us.” Social media promotes the values and mission of the church and the programs 
and services it provides. 
 
Conduct of Staff and Volunteers 
All staff and volunteers posting to any social media are expected to: 

• be professional, responsible, and respectful in all their communication 
• refrain from posting any confidential and sensitive information, personnel issues, work conflicts, or 

personal grievances 
• refrain from using the pronoun “we” unless the response is on behalf of or authorized by the Lead 

Minister or Executive Team 
• only post what is public information, knowing that nothing posted is ever really lost or confidential 
• keep messages respectful, broad-minded and non-combative 
• some postings may emote controversy but all should be seen as personal comments and do not reflect 

the church position unless specifically stated 
• recognize that postings represent the congregation’s ministry and ensure that they are appropriate to 

the mission  
• add their initials to posts made on a church account to which several persons have administrator status 
• If there is any question, uncertainty, or concern about the proper nature of a post, consult with the Lead 

Minister. Refrain from giving the user name and passwords to any unauthorized person. 
• Include a disclaimer on social media sites where it is possible or advised, as follows: 
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" “The views and opinions expressed on this site are those of [person’s name] and do not reflect 
the views and opinions of Jubilee United Church or The United Church of Canada” or 

" “The views and opinions expressed on this site do not necessarily reflect the views and opinions 
of Jubilee United Church or The United Church of Canada. 

NB: Remember that readers may not distinguish between official comments made in social 
media for work and comments posted on a personal page or site and therefore, that in 
some sense, they are always speaking for the church. 

• Acknowledge that posts to the church’s social media accounts are subject to the oversight of the Lead 
Minister and/or Ministry & Personnel Committee and/or Executive Team. 

 
Conduct of Members of the Public responding or commenting to posts on the church’s social media sites 

• readers are welcome to respond, either agreeing or disagreeing with a post, but are expected to be 
respectful of the opinions of others 

• those submitting a comment are wholly responsible for the content of their comments 
• rants, rages, bashing, derogatory comments, profanity, comments that provoke discrimination or hatred 

of others, libelous or otherwise unlawful, abusive, immoral or obscene materials are not permitted and 
will be immediately removed from the site. If this is a repeated offense, the user will be barred from the 
site. 

• erroneous information will be address by a polite response giving factual information in the comments 
• if the posting is the result of an unhappy or negative experience, the site administrator may wish to notify 

the relevant parties and address the situation and propose a solution. Depending on the nature of the 
“complaint,” this may be done in the comments or taken off-line 

• responses by the administrator to comments should take into consideration transparency, citing 
reputable sources, timeliness, and a professional and compassionate tone. 

• corporate followers or “friends” may be removed if their corporate identity is inconsistent with the values 
of The United Church of Canada (e.g., pornography site) 

• when members of the public are invited to comment or respond to a social media site (e.g., Facebook, 
Twitter, blog), the policies regarding their conduct should be communicated on the social media site. 

 
Privacy and Protection of Vulnerable Persons 

• identifiable images of children containing names should only be posted with the consent of a parent or 
guardian, preferably in writing 

• no individual, other than staff and church leadership, should be identified in a published/posted image 
by name without their written consent 

• no email addresses or phone numbers of persons, other than staff and church leadership, shall be posted 
unless those individuals have provided them with permission for inquiries about a program or service 

• when working with youth and young adults, remember that adults have more power in online 
relationships 

• depending on the nature of the group, accept either all or none of “friend” requests from youth 
• for discussion groups, set up a group account that all members of the group or congregation can join. For 

the sub Facebook group – youth: Only youth and their leaders may post on this page. Leaders will remove 
any post deemed judgmental or inappropriate 

• refrain from using a personal social media site to communicate with children and their families 
• refrain from sending private messages to children and youth. Either copy their parents or post to their 

wall, Group emails are permissible, but parents should be copied on all such communication 
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o for those children ages 0-10, all communication will involve a parent/guardian whether by phone, 
email or text 

o for children and youth, ages 11-17, private electronic communications from an adult must only 
come from staff or leaders who have a current criminal records check on file with Jubilee United 
Church 

• use of humour in conversations, posts or electronic communication must not contain any innuendo that 
can be misinterpreted, is hurtful or in poor taste. 

• when large group emails are being sent to participants who may not have consented to their email 
address being shared, addresses for others should be in the BCC line so as to protect the privacy of others.  

• when personal information such as name, email address, and user name are collected as part of the sign-
up process for an online community, this information will not be shared with other parts of the church 
or with any outside parties. 

• Communication from the church sent via email should include specific instructions on how to 
unsubscribe from further emails. 

 
Live-streaming of Services and other events 

1. Signs will be posted at the entrance to the sanctuary as follow: “Please note that this service / program 
is being live-streamed to the Internet.” Alternatively a slide could be included at the beginning of each 
program/service with this information. 

2. Live-streaming should be preceded by a slide displaying the name (and logo) of the church, the title of 
the service or program and the date. It should commence with the official welcome from the Minister or 
Master of Ceremonies. 

3. Children’s time should only be filmed from the back of the sanctuary without any closeups of the 
children. 

4. Children and youth participating in the service should only be identified by their first name unless 
permission is given to use the full name by the parent or guardian. 

5. Should a youth or adult member assisting with the service not wish to be filmed, live-streaming should 
show only a slide with the text of the service component or the title of the musical piece. 

6. During special events, the filming session should only begin after the gathering music has been 
completed, unless express permission is given by the performing group AND the copyright of the music 
being played belongs to them. The same stipulations apply to concerts as a part of a special events 
program. 

7. Live-streaming and/or video-recording may be offered as a service to outside groups renting the church 
sanctuary at rates negotiated at the time of letting. The group contracting for the live-streaming service 
will be responsible for obtaining permissions from the presenters, performers, and music/audio/video 
copyright holders and notifying the audience of the filming/recording. The group will be asked to sign a 
statement verifying that they have done so prior to the event being filmed/recorded. 

8. Outside groups live-streaming or videotaping a presentation will be asked to acknowledge the church in 
the opening credits to the production, and a sample slide will be provided for their use. The wording will 
include “ Presented by [organization] at Jubilee United Church, Burnaby, BC www.jubilee-uc.ca The views 
and opinions expressed in this event do not necessarily express those of Jubilee United Church or The 
United Church of Canada.” Where the church is a co-sponsor of an event, including those situations 
where the rental has been reduced, then that sponsorship should be reflected in the credits. 
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CASL – Canada’s Anti-Spam Legislation regarding Commercial Electronic Messages 
 
Definition: CEM – Commercial Electronic Messages – an email, text, instant message, tweet, or any other 
electronic message that has as a part of its purpose to encourage the recipient to engage in “commercial activity.” 
Even if there is no profit, it can still count as commercial activity.  
 
This includes but is not restricted to the following: 
 

• emails seeking donations 
• emails seeking volunteers / members 
• emails selling tickets to an event / lottery 
• emails promoting services 
• emails promoting a charity event / activity 
• electronic newsletters 
• emails promoting the organization / charity  

 
Jubilee United Church will seek to ensure that: 
 

1. recipients of our CEMs have provided us with expressed or implied consent 
2. we will include information that identifies us in all our CEMs 
3. we will provide a contact for the recipient to respond to and notify if the wish to stop receiving our CEMs 

(unsubscribe option) 
4. all communications by staff via CEMs will include, where possible, full name of sender, full church 

address, phone number, email address and church website address at the bottom of the communication. 
 
Jubilee United Church understands that consent is considered implied in the following situations 
 
We can send out emails without prior consent: 

1. to those who have contacted us via email 
2. to those who have made a donation within the past two years 
3. to someone who has volunteered with the church within the last two years 
4. to any vendor or customer who has done business with us in within the past two years. 

 
Jubilee United Church is committed to protecting the privacy of personal information. Personal information is 
collected, used, maintained, and disclosed in compliance with The United Church of Canada Privacy Statement 
and applicable federal and provincial legislation and adheres to the principles of The Personal Information 
Protection and Electronic Documents Act (2000, c.5). 
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G. Substance Use 

Jubilee United Church is ultimately concerned for employee, volunteer, and users health and safety, 
and look forward to continuing to provide a safe and healthy site.  
 
Therefore, use of Alcohol, Tobacco, and Cannabis is not allowed on site at 7551 & 7591 Gray Ave., 
including inside buildings, the parking lot, and surrounding area. 
 
Those who use our property are not permitted to use, sell or attempt to sell, distribute, transfer, 
manufacture, possess, be under the influence of (including the after-effects) or impaired by alcohol or 
drugs in the church, with the exception of: 
! appropriate use of a prescription/over-the-counter drug, for the purpose for which it is intended. 
! Consumption of alcoholic beverages at approved church-related events where conduct is appropriate 

and there is no risk posed to the safety of others. 
 
There may be an exemption to the use of alcohol on site upon receiving an affirmation at the discretion 
of Council. This exemption will not be considered unless there is proof provided that: 

• they will fulfill provincial requirements regarding appropriate liquor license; 
• they will have a “Serve it Right” (or provincially recognized equivalent) trained server; 
• they will have insurance that covers liability for the church, for their event; 
• only beer and wine (no “hard” liquor) will be served; 
• any other item required by the Executive Team. 

 
Any group approved by the Council of Jubilee United Church must provide copies of documentation 
that support the above, prior to the event at which the alcohol is to be served takes place, or permission 
to serve alcohol will be revoked. 
 
The church reserves the right, through the Council, to refuse permission for a group to serve alcohol, 
without giving a reason for its decision. 
 
Alcohol may be provided at Jubilee United Church activities, provided that all necessary provincial 
requirements are fulfilled. 
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H. Wedding 

Jubilee United Church authorizes marriage ceremonies for any couples who are legally permitted to marry in 
the province of British Columbia. The Executive Team (Governing Body) of Jubilee United Church retains 
overall authority for the use of the provincial wedding register. However, they delegate to the Lead Minister 
any and all decisions about which weddings will be officiated. The Executive Team does not limit the 
availability of their ministry personnel to the wider community to perform ceremonies. 
 
At the discretion of the Lead Minister, ministers with a valid marriage license and lay people who are 
authorized to solemnized marriages in the province may use the wedding register of the church. 
 
Notes: 
The cost of a Wedding to take place at Jubilee United Church is $750. This is to be paid by cheque ahead of 
time (payable to: Jubilee United Church). The following breakdown is not discussed with the couple and the 
Office Administrator will prepare the following cheques 
 
 Minister  $250 
 Musician  $175 
 Coordinator  $150 
 Church  $175 
 
! JUC’s Minister requires a minimum of 2 meetings with the couple prior to the wedding. The purpose of 

these meetings is to enable the Minister to get to know the couple and to discuss and design the wedding 
ceremony. 
! Regardless of whether the Minister or Musician are used, the fee will be paid. 
! If the couple would like any other minister to officiate the service, the Minister must give approval. Typically 

the Minister performs marriages in the church; other ministers may work with our Minister. 
! If the couple would like any other musician, the Musician must give approval. (First right of refusal) 
! The Coordinator will be available for a maximum of 3 hours. If there is a requirement beyond three hours, 

an additional $25 per hour will be paid ($100 for a reception). 
! If there is to be a reception, it should be by a caterer and if so, they should provide their own linens, as well 

as dishes which will be cleaned by them. 
! If there is to be a bulletin printed, an extra $25 fee will be added. 
! If there is a requirement for technical assistance beyond simple microphones, we can bring in a tech 

assistant for $150. 
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I. Wedding Coordinator 

On the day of the rehearsal  
Arrive no later than one-half hour before the rehearsal. Be present at the rehearsal and let the wedding party 
know that you are available for any questions. Ensure that the Minister has received the Marriage License, and 
has the information needed for the Marriage Books. 
 
Information for the Rehearsal: 

Flowers should arrive 1 hour before wedding 
Candles should be brought to the rehearsal 
Ushers should be here 30 minutes before the wedding, having most people sat 5 minutes before the 
wedding begins. 
Decorating should happen 1 hour before the wedding and someone (not in the wedding party) should be 
designated to take away flowers, candles, decorations, guest book, etc. The coordinator will help gather 
these items for that person to take away. 
Best Man and Groom should be here no later than 15 minutes before the wedding. 
Wedding Party and Bride should arrive 5-7 minutes before the wedding. 

 
On the day of the wedding 
 
Arrive no later than one hour before the ceremony. This time depends on whether decorating is happening 
and what the family has requested. 
 
Put out the “No Parking” signs outside the Sanctuary door. 
 
Be available to receive flowers and place them in the Sanctuary. Help the ushers direct people to the guest 
book and to seating. 
 
Be available for the couple and attendants. 
 
At the end of the ceremony congratulate the couple, help them out of the building or steer them to a holding 
area if they are staying for photos. If there is a receiving line, help facilitate this. 
 
Help assemble decorations, candles, guest book etc. for removal from the church. Do a spot-check and clean 
of the Sanctuary. 
 
If the Wedding Coordinator needs assistance with any of these tasks, it is their responsibility to sub-contract 
that role. 

 


