SYNOD OF SOUTH ATLANTIC
MANUAL OF OPERATIONS
NAME
This part of the Body of Christ shall be called the Synod of South Atlantic of the
Presbyterian Church (U.S.A.) (hereafter referred to as the Synod). It shall consist of all
the congregations of the Presbyteries in the states of Florida, Georgia, and South
Carolina. It is established by the General Assembly and has duties and powers specified
by the Book of Order.
MISSION STATEMENT FOR THE SYNOD OF SOUTH ATLANTIC
The mission of the Synod of South Atlantic is to faithfully serve Jesus Christ and the
Presbyterian Church (U.S.A.) by supporting the ministries of our member presbyteries
and encouraging cooperation among sessions, presbyteries, and the General Assembly.
The Synod serves this mission through:









Supporting development of new churches
Supporting transformation of existing congregations
Supporting development of racial/ethnic congregations
Providing scholarships for theological education
Covenanting with church-related institutions within the bounds of the Synod
Fulfilling constitutional and administrative duties assigned to the Synod in the
Book of Order.
Facilitating conversation between the councils of the church
Offering pastoral care and support to presbytery staff members

In community, through connections and relationships, the purpose of the Synod
of South Atlantic is to:
 Ensure full integration of diversity in all of its life and work;
 Equip and empower transformational leadership;
 Provide for mutual enrichment among the leadership of our 16
presbyteries; and,
 Use innovative technology to accomplish its purpose, model effective
communication strategies, and share best practices.
SYNOD MEETINGS AND ORGANIZATION
The Synod meetings shall be governed by the Constitution of the Presbyterian Church
(U.S.A.) and this Manual, and where neither of these applies, with meetings conducted
in accordance with by the most recent edition of Robert’s Rules of Order Newly
Revised.
Stated Meetings. The Synod shall meet in Stated Meeting annually every spring,
spanning over a Thursday and Friday, two days and in special meetings as provided in
the Book of Order. For convenience of commissioners and for organizational planning, the
date, time and place of the stated meeting will ordinarily be set one year in advance. Any
1

1

church or agency in the Synod, through the presbytery in which it is located, may invite
the Synod to meet in its facilities. Meeting places should be rotated among the three
states as far as is practicable practical.
Special Meetings. The Executive Administrative Commission (EAC) shall call a
special meeting of the Synod when it deems it necessary or when requested in
writing by three Minister of Word and Sacrament commissioners and three
Ruling Elder commissioners, representing three presbyteries, all of whom must
have been commissioners to the most recent stated meeting of the Synod.
Notice. Notice of Synod meetings shall be sent to all commissioners, alternates,
corresponding members, and presbytery staff no fewer than thirty (30) days prior
to each meeting. Written materials for meetings will be available electronically
no less than one week (7 days) prior to each meeting. Late documents not
requiring Synod action may be made available after the deadline has passed.
Quorum. The quorum for a meeting of the Synod shall include an equal number of
Ruling Elders and Ministers of the Word and Sacrament representing at least one-third of
the constituent presbyteries of the Synod. (Equivalent to six (6) Ruling Elders and six (6)
Ministers of the Word and Sacrament from six (6) Presbyteries for of the Synod of South
Atlantic.)
Use of Electronic Means for Meetings. Ordinarily stated meetings of the Synod will be
face-to-face meetings. Other meetings, including committee and commission meetings,
may be held by electronic means as long as the meeting maintains the character of a
deliberative assembly, engaged in full and free discussion, to determine a course of action
to be taken. This includes both internet and telephone connections.
The following guidelines are to be followed:
All participants must be able to connect to the technology being used.

Participants are responsible for their own audio and internet connection.
All participants must be able to hear and be heard during the entire meeting.

Normal parliamentary processes of the meeting are to be maintained.

Video conferencing will be the preferred technology used by the Synod, with the

option of connecting by phone offered to those who prefer.

If there are Participants connected by telephone, speakers should identify
themselves each time when speaking.
Voting may be by voice vote, raising hands, polling, or roll call, if needed.

In the event of technical difficulties preventing the required full and free discussion

of all the participants, the moderator/chair shall adjourn the meeting to be
rescheduled for another time.
No action of the Synod shall be invalidated on the grounds that the loss of

or poor quality of a commissioner’s individual connection prevented
participation in the meeting.
Minutes. Commissioners, members, and persons who are entitled to have a voice
at any meeting of the Synod (Stated Meeting, Called Meeting, Executive
Administrative Commission Meeting, Committee Meeting, etc.) will have
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fourteen (14) days to respond to the minutes prepared by the Stated Clerk from
the date the minutes are sent. The minutes will be sent out as an email
attachment unless the person has no email, then they will be sent via US mail.
After fourteen days have expired, the minutes will stand approved with any
corrections brought to the attention of the Synod Stated Clerk.
Expenses. Expenses for commissioners, Synod Consultants for Racial Ethnic
Ministries, Moderator of the Synod’s Presbyterian Women and pre-determined
corresponding members shall be defrayed by the annual budget of Synod in a measure
and shall be in accordance with the Synod approved Travel Policy by Synod.
(Addendum E)
EAC Authority: If there is a need for the Synod to action between the annual stated
meeting, the Executive Administrative Commission (EAC) will may act as the Synod
between the annual Stated Meeting, then reporting the decisions any such actions to
the next Stated Meeting.
COMMISSIONERS
When the Synod of South Atlantic meets, it shall consist of the commissioners elected
from its constituent presbyteries. Each presbytery shall elect two commissioners: one
Minister of the Word and Sacrament and one Ruling Elder, giving consideration to the
issue of representation and inclusiveness as required by the Book of Order. Chairs of
all committees of the Synod shall be elected from the commissioners to Synod.
Commissioners shall be elected by each presbytery and their names, addresses, and other
contact information reported to the Stated Clerk of the Synod no later than by November
1st of the year prior to the year in which their term of service will begin.
Commissioners to Synod shall serve terms of four (4) two (2) years, with presbyteries
electing commissioners on a rotating schedule every two years. Commissioners may be
elected to partial terms may be re-elected to full or partial terms, but are limited to an
aggregate of no more than six (6) successive consecutive years of service.
Commissioner’s terms will be four (4) beginning in on January after the November 1st
after election by their respective Presbyteries unless serving partial terms elected by a
presbytery to fill a vacancy, when service begins upon election and is for the
remainder of the unexpired term. The incoming Commissioner terms begin at the
same time the Ooutgoing commissioner terms end when the newly elected
commissioner terms begin.
In the event that a commissioner from a presbytery is unable to fulfill his or her term as a
Synod Commissioner, the Moderator Stated Clerk of the Synod shall notify the Stated
Clerk of the affected commissioner’s presbytery and shall ask the presbytery to select
another commissioner to fill the unexpired term. prior to the next Stated Meeting of the
Synod.
CORRESPONDING MEMBERS OF SYNOD
The following persons shall be seated as corresponding members of the Synod
with voice but not vote:
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The Synod Volunteer Treasurer. shall be seated as a corresponding member of the
Synod, with voice, but without vote.
Racial Ethnic consultants Consultants for Racial Ethnic Ministries employed
engaged by the Synod. and other advisory persons, at the discretion of the Synod,
shall be seated as corresponding members with voice but without vote.
Each state cluster of presbyteries within the Synod (Florida, Georgia, South
Carolina) shall elect one executive staff member from within its bounds to serve as
a corresponding member of the Synod, with voice but without vote. Up to two
leadership staff members designated by each of the presbyteries (ordinarily
the executive/general presbyter and the stated clerk).
The Moderator of the Synod’s Presbyterian Women. shall be seated as
corresponding member of the Synod with voice but without vote.
Other corresponding members the Synod Assembly may choose to seat.
SYNOD EXECUTIVE/STATED CLERK

The Synod Executive has voice and vote in the Executive Administrative Commission
(EAC) meetings as a member (Stated Clerk) of the EAC. For Stated Meetings all
Synod meetings, the Synod Executive/Stated Clerk has voice but not vote. For
Committee and Commission meetings, the Synod Executive/Stated Clerk is an ex
officio member with (voice only).
MEETING FORMAT




The format for meetings of the Synod, including a docket and time schedule, shall
be proposed by the Executive Administrative Commission at the beginning of the
meeting. The Stated Clerk shall ensure that all constitutional requirements are
met. Provision shall be made for review of the work of all Synod agencies, and for a
process of setting priorities and goals for the work of the Synod.
The following committees, if needed, may be appointed by the Moderator may
appoint temporary committees as needed to facilitate meetings of the
Synod.
o BILLS, OVERTURES AND JUDICIAL MATTERS - to receive and make
recommendations concerning matters referred to it by the Council.
o RESOLUTIONS - to prepare and present to the Council appropriate
resolutions of appreciation.
o LEAVE OF ABSENCES - to receive and consider requests to be excused from
all or any part of the meeting.
o Other temporary committees may be appointed as needed.
OFFICERS

MODERATOR


After hearing the nomination of the Committee on Representation, the Synod shall
elect a Moderator and a Moderator-Elect from among commissioners to the Synod.
Nominations from the floor shall be permitted.
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The Moderator and Moderator-Elect shall each serve a term of two years and
shall not be eligible for a consecutive term.
The Moderator shall serve according to provisions of this manual, and, with the
Synod Executive, shall represent the Synod in relation to other groups. When the
Moderator is absent or unable to fulfill the duties of office, the Moderator-Elect
shall moderate the meeting of Synod and assume the duties of office.
In the absence of both the Moderator and Moderator-Elect, the Executive
Administrative Commission shall appoint a Moderator-Pro Tem.
The installation of the Moderator and Moderator-Elect of the Synod of South
Atlantic shall occur at the conclusion of the Annual Stated Meeting. Their terms
of service shall begin on January 1 following the Annual Stated Meeting.
The Moderator and the Moderator-Elect terms commence at the Stated Meeting of
their election.
Synod shall budget an amount to pay the expenses of the Moderator and
Moderator-Elect incurred in the discharge of official duties.

STATED CLERK






The Synod shall elect, upon nomination by the Executive Administrative
Commission, a Stated Clerk to serve for a designated term of four years. The
Stated Clerk may be elected to successive terms.
This office may be filled by the Synod Executive or another staff member upon the
recommendation of the Executive Administrative Commission and election by
Synod.
The duty of the Stated Clerk shall be to discharge those responsibilities described
in the Book of Order and in this Manual.
The Stated Clerk may nominate to the Synod a parliamentarian to assist
individuals and groups with advice regarding presentation of matters to the Synod.
The Stated Clerk shall be the official correspondent for the Synod.

Other Clerks






The Synod may elect a Recording Clerk upon nomination by the Stated Clerk to
serve a term of four two (2) years. The Recording Clerk may serve successive
terms. The Recording Clerk shall perform duties subject to the direction of the
Stated Clerk.
The Synod may elect temporary assistant clerks, temporarily or for a
designated term, to serve during the meeting, assisting the Stated Clerk. The
temporary Any such clerk shall be nominated by the Stated Clerk, with
compensation, if any, being set by the Executive Administrative
Commission.
Compensation to the clerks and parliamentarian of Synod shall be set by the
Executive Administrative Commission. However,Wwhen Synod's program or
support staff persons serve in these offices this capacity, there shall be no
additional compensation.
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STAFF
The Synod's staff shall consist of the Executive and such other staff as Synod may
authorize.
The role of the Synod's staff shall be to facilitate and enable the work of the Synod and
to provide specialized services as may be required by the Synod.
Staff will advise, resource, and assist the various commissions, committees, task
forces, and agencies of the Synod.
The personnel policies as developed by the Executive Administrative Commission and
Personnel Policies and Practices adopted by the Synod shall be included in this
Manual.shall be followed. (Addendum A)
Other Synod adopted policies may apply to Synod staff, depending on position
description and responsibilities, including:

Credit Card Agreement Release (Addendum C)

Lost Receipt Affidavit (Addendum D)

Sexual Misconduct Policy (Addendum F)
Child Protection Policy (Addendum G)

Cell Phone Guidelines (Addendum H)


Synod Auto Guidelines (Addendum I)
Personnel Review Guidelines (Addendum J)

SYNOD EXECUTIVE





The Synod Executive shall be the chief administrative officer of the Synod, and
shall be responsible for administration and coordination of the Synod's
organizational system, the supervision of staff, and with the Moderator, shall
represent the Synod in relation to other groups.
The Executive shall be nominated by the Executive Administrative Commission,
after consultation with the General Assembly and the presbyteries, and shall be
elected and installed by the Synod to an open term.
The Executive shall be accountable to the Synod through the Executive
Administrative Commission and shall be an advisory member of that commission
ex officio member of that commission with voice only. The work of the Synod
Executive shall be reviewed and evaluated annually by the Synod through its
Executive Administrative Commission.

VOLUNTEER TREASURER





The Synod shall elect, upon nomination of the Executive Administrative
Commission, the a volunteer Volunteer Treasurer to serve a term of four (4)
years, subject to reelection. The volunteer Treasurer may be elected to
successive terms.
The Treasurer will provide the Synod and its staff with the financial oversight
needed to plan and carry out the mission of the Synod.
The Treasurer guides and directs the Bookkeeper to keep the Synod bookkeeping
in accordance with applicable laws and Synod policies.
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The Treasurer shall be accountable to the Synod through the Synod Executive and
the Budget and Finance Committee.

OTHER ADMINISTRATIVE STAFF




Other staff authorized by the Synod may be employed by the Executive
Administrative Commission upon recommendation of the Synod Executive.
All staff, both office and program, shall be under the supervision of the Executive
Administrative Commission through the Synod Executive, who shall be responsible
for building and leading a Synod staff team.
The work of the administrative support staff shall be reviewed and evaluated at
least annually by the Synod Executive and reported to the Executive
Administrative Commission.
COMMITTEES AND COMMISSIONS

The Synod shall have the following committees and commissions to support the
administration and mission of the Synod. Each Committee (with the exception of
Committee on Representation) shall have nine (9) members selected from Synod
Commissioners, making up a balance of ruling elders and Ministers of the Word and
Sacrament. Each committee shall meet annually before the Stated Meeting, and
throughout the year via teleconference electronically or face-to-face as necessary.
Minutes of all Committee Meetings and Teleconferences shall be recorded and given to
the Synod Administrator office for proper filing. All committees shall submit an oral
and an annual written report at to the Synod for the Stated Meeting and give an
oral report when requested.
Committee Chairs (with the exception of the Committee on Representation) shall be
nominated by the Committee on Representation and elected by the Synod at an Annual
Stated Meeting, and shall also serve as a voting member of the Executive
Administrative Commission. The terms for Committee Chairs begin on January 1 of
the odd numbered years and continue for a period of two (2) years.
Notice of Committee and Commission Meetings. Notice of any Synod committee
or commission meeting shall be sent to members no less than one week (7 days)
prior to each meeting. Written materials for meetings will be available
electronically no less than one week (7) days prior to the meeting.

Administration and Relationships Committee (ARC)
The purpose of the Administration and Relationships Committee is to assist all
administrative procedures and provide a connectional relationship between the Synod,
Presbytery, General Assembly, and Covenant Institutions.
It The Administration and Relationships Committee shall:
 Approve, on behalf of the Synod, any General Assembly grant or funding
applications from Presbyteries. (Moved to MSC)
 Assist the Synod Stated Clerk to conduct the annual review of the minutes of
presbyteries.
 Assist communications of the Synod to its constituencies and the public.
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Assist and represent Synod in the work and meeting of clusters of
presbyteries within the Synod.
Coordinate relationships with other denominations and ecumenical bodies
within the bounds of the Synod.
Designate any ecumenical guests to the Stated Meeting of the Synod and
representatives of this Synod to ecumenical bodies and denominations.
Facilitate communication, consultation and coordination between all
Councils, functioning as the link for mission partnership.
Screen and recommend to the General Assembly applicants for grants from
Restricted Funds from General Assembly.
Maintain the on-going, covenantal relationships of the Synod with its
institutions:
o Agnes Scott College
o Columbia Theological Seminary
o Eckerd College
o Florida Presbyterian Homes
o Johnson C. Smith Theological Seminary
o Presbyterian College
o Presbyterian Homes of Georgia
o Thornwell
o Villa International-Atlanta
o Westminster Communities of Florida
Review each covenant every fourth year, negotiating any revisions and
approving renewal of the revised covenants on behalf of the Synod.
Advise Synod’s institutions regarding scheduling and strategies for active
financial campaigns within the Synod.
Support any administrative task as necessary.

Ministry Support Committee (MSC)
The purpose of the Ministry Support Committee is to ensure that proper oversight is
given to all ministries supported by the Synod.
It The Ministry Support Committee shall:
 Cooperate with presbyteries in identifying the need for new churches and
assist in devising strategies to begin new work.
 Support and promote the work of the Racial Ethnic group in promoting the
renewal, development and redevelopment of racial-ethnic ministries.
 Approve on behalf of the Synod any grant requests for Synod funds
that meet the fund requirements.
 Approve on behalf of the Synod, any General Assembly grants or funding
applications from Presbyteries.
 Recommend long range goals for the Synod’s role that shall:
o Prioritize existing and future new church development and
transformation projects.
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o Project the establishment of racial ethnic congregations in proportion
to the general (not necessarily Presbyterian) population of the three
states.
o Determine the disbursement of Synod funds for new church
development and church transformation.
Support and coordinate the work of the Mid Councils by facilitating the
meetings of representatives charged with development and transformation of
churches. The purpose of such meetings shall include the orientation of new
chairs, sharing mutual support, evaluation of goals, and processing funding
requests.
Serve as a conduit for actions and programs of the General Assembly to the
presbyteries in the areas of new church development and transformation.
Review and approve grant applications, and review annual progress reports
on behalf of the Synod.
Support the work of presbyteries’ Committees on Preparation for Ministry.
Administer any Synod-held funds for the financial assistance of theological
students from within the bounds of this Synod, who attend seminaries of the
Presbyterian Church (U.S.A.).
Supervise all Racial Ethnic Consultants Synod Consultants for Racial
Ethnic Ministries.
Promote and support the Association of Smaller Congregations (ASC),
which will facilitate mutual support and encouragement for congregations
and pastors of smaller congregations, through care, training and leadership.
Promote and support the 1001 Worshipping Communities by working
with presbyteries and other groups seeking to embrace this new initiative.
Promote and support the Chaplains Network by providing resources,
networking and training opportunities.
Promote and support Worldwide Mission by networking the efforts of new
and existing missions worldwide.
Promote and support any other mission adopted by the Synod.

Budget and Finance Committee (BFC)
The purpose of the Budget and Finance Committee is to ensure that proper oversight is
given to the finances of the Synod in regards to current and future budgets and
investments.
It The Budget and Finance Committee shall:
 Propose the budget to the Synod and administer the budget as adopted.
Recommend to Synod a budget for adoption at the Stated Meeting.
 Monitor the budget expenditures during each fiscal year in light of income
and shortfall and recommend to Synod EAC any changes necessary during
the year.
 Provide for the review of the annual Audit. Provide for outside auditing of
the Synod’s books and receive/review the audits of the books of all Synod
agencies and manage the Synod budget, finances and auditing.
 Serve as the investment committee of the Synod
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o Review annually the Synod’s Investment Policy (Addendum B)
o Oversee and monitor the investments of all assets in the Synod’s
portfolio
o Make recommendations for any changes to the EAC.
Oversee the reserve funds of the Synod and the allocation of these funds.
Oversee the Volunteer Treasurer of Synod.

Committee on Representation (COR)
The purpose of the Committee on Representation is to ensure all-inclusiveness and full
representation in the Synod structure in accordance with the Book of Order.
It The Committee on Representation shall:
 Have a Committee membership of five (5) persons.
 Have Committee members that will be appointed by the Executive
Administrative Commission, represented by all three states.
 Have a Chair that will be nominated by the Moderator of the Synod for a
term of no more than two (2) years.
 Have the Committee Chair serve as a member of the Synod’s Executive
Administrative Commission.
 Receive recommendations from individuals, Sessions, presbyteries,
Moderator, the Executive Administrative Commission and appropriate
institutions and agencies.
 Provide balance to all committees based upon the states, male/female,
Minister of the Word and Sacrament, Ruling Elder, and Race. Ensure
Commissioners from the same Presbytery do not serve on the same
committee. Use the Presbytery Rotation Chart for each Presbytery
Demographic needed for proper balance.
 Help to maintain and create the rotation schedule as needed for the future
work of the COR in the Synod.
 Submit to the Executive Administrative Commission at its Annual Stated
March meeting nominations for committee and commission moderators
to be filled for the year, with the understanding that nominations may be
made from the floor for any position.
 Ensure, in the event a vacancy occurs on the Committee, that the Moderator
is empowered to name a person to serve in the vacancy until the next
Executive Administrative Commission meeting.
 Meet at least biannually.
COMMISSIONS

Executive Administrative Commission (EAC)
The purpose of the Executive Administrative Commission is to be empowered and act
on behalf of the Synod between the stated meetings.
Membership of the EAC consists of the Moderator, the Moderator-elect, the Stated Clerk
and the chairs of each Synod committee. The Moderator and the Moderator-Elect terms
begin at the beginning of the March Executive Administrative Commission Meeting. The
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Synod Executive has voice and vote in the Executive Administrative Commission (EAC)
meetings as a member (Stated Clerk) of the EAC.
Ex-officio members, without vote are the Synod Executive/Stated Clerk, shall be an
advisory member. the volunteer treasurer, Moderator of the Synod’s Presbyterian
Women, and the Consultants for Racial Ethnic Ministries engaged by the Synod.
A quorum of the Executive Administrative Commission shall be majority of its voting
membership.
The Executive Administrative Commission It shall:





















Meet at least twice a year semi-annually: The third or fourth Thursday of
March and the day Bbefore the fall Synod Stated Meeting in order to prepare
for the Stated Meeting and a meeting in the Fall every year. The Synod
Moderator shall call O other meetings when deemed necessary or when
requested by two voting members of the EAC.
Prepare and propose a docket for each meeting of Synod, and shall carry out
such other responsibilities as may be assigned by the Synod.
Serve as the executive body of the Synod.
Recommend mission priorities to the Synod.
Assist with denominational efforts within our region as necessary.
Respond to ecumenical concerns as appropriate.
Provide a means of review and evaluation of the Synod's work.
Receive reports from all Synod committees, task forces, work groups, advisory
groups and review recommendations for concurrence or non-concurrence.
Act for the Synod in approving requests for the celebration of The Lord's
Supper, in accordance with the Book of Order.
Order and conduct appropriate worship services at Synod meetings.
Provide for evaluation of the work of Synod every four (4) years and recommend
priorities for the mission of Synod based on this evaluation. Evaluation should
provide for consultation with the Presbyteries, the General Assembly, and the
institutions and ministries of the Synod.
Advise the Synod and the Synod Executive with regard to the operation,
location, facilities, and services of the Synod Office.
Determine communication strategies for the Synod.
Function as the Personnel Committee of the Synod, which includes the
following responsibilities: maintain position descriptions; ensure adherence to
personnel policies; conduct an annual review of the work of each Synod staff
member and contract service provider.
Recommend to Synod the addition or reduction of staff positions as necessary.
Recommend staff salary adjustments.
Nominate to the Synod the Synod Executive, and elect other exempt staff
authorized by Synod.
Oversee the Synod office and support staff through the Synod Executive.
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Synod Permanent Judicial Commission (SPJC)
The purpose of the Synod Permanent Judicial Commission is to consider and decide
Synod judicial matters presented to the Synod in accordance with the
Constitution of the Presbyterian Church (U.S.A.).
It The Synod Permanent Judicial Commission shall:







Have a membership nominated by presbytery and approved by Synod.
Have at least eleven (11) members, with at least five (5) Ministers of the
Word and Sacrament, and five (5) ruling elders.
Have no more than one (1) member elected from a presbytery. Ordinarily, no
Commission member may serve on any other committee of the Synod.
Rotate its membership between the presbyteries (6-year term).
Meet at least bi-annually.
Elect from its members a Moderator, Vice Moderator, and a Clerk, and
Assistant Clerk.
AMENDMENTS

This Manual shall establish the basic organization of the Synod and provide for its
functioning, both during and between meetings.
This Manual may be amended as follows: a proposed amendment shall be presented in
writing to the Executive Administrative Commission, which may consult with
presbyteries of the Synod and present the proposal to a Stated Meeting of the Synod with
a recommendation. An amendment shall become effective when it has received the
affirmative vote of the majority of the commissioners present at the Synod meeting.
Updated April 19, 2018, Stated Meeting
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ADDENDUM A
PERSONNEL POLICIES AND PRACTICES
INTRODUCTION
The purpose of the Personnel Policies and Practices is to establish personnel policies for
all employees of the Synod of South Atlantic responsible for the mission and
development of the Presbyterian Church (U.S.A.) in Florida, Georgia and South
Carolina. These policies have been developed to help each employee understand what is
expected of him/her and what he/she may expect from the employer. They are provided
by the Synod on recommendation of the Executive Administrative Commission,
approved by Synod, and are to be appended to this Manual of the Synod.
These policies are also established to provide a system that insures that all personnel
relationships provide equal employment opportunities, conform to the Fair Labor
Standards Act, and implement the principles of the Book of Order of the Presbyterian
Church (U.S.A.) in philosophy, as well as in specific details.
The employment practices are administered without discrimination in the areas of
"race, color, national origin, sex, age, marital status, sexual orientation, creed, religious
affiliation (except where religious affiliation is determined to be a bona fide occupational
qualification) or disability" (Uniform Personnel Policies, General Assembly Council).
Full consideration is given to the applicant's education, skills, training, experience, and
health. Every effort is made to find the most qualified person for the job and to offer
competitive salaries.

PERSONNEL POLICIES
GENERAL INFORMATION
All applicants for employment are required to submit a written application and/or a
resume prior to the initial interview.
A pre-employment physical may be required for all full-time employees, if there is any
evidence that a prospective employee may have difficulty accomplishing the work.
A criminal background check will be performed on each employee.
Employees who work thirty-five (35) or more hours per week are classified as full-time;
part-time is considered 20-less than 34 hours per week.
Ordinarily Synod does not employ persons closely related and never employs personnel
related to other staff members in an administrative or supervisory capacity.
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EMPLOYMENT CATEGORIES, TERMINOLOGY, AND PROCEDURES
The Fair Labor Standards Act provides for exempt and non-exempt positions with respect
to overtime.
a.

Non-Exempt Staff
Positions relating to the operation and management of the office are ordinarily
classified as non-exempt. They are employed by the Synod Executive in consultation
with the Executive Administrative Commission. They are accountable to the Synod
Executive and ultimately to the Synod through the Executive Commission.
Non-exempt employees shall be paid overtime wages for hours worked in excess of
40 hours per week. Overtime pay is at the rate of one-and-a-half times the regular
hourly rate. All overtime work must be approved by a supervisor in advance.
Compensatory time off for hours worked in excess of 40 hours a week is allowed only
within the limits established by law, and in no event more than one full day per
month, unless two meetings take place within a given month.
If the normal workweek for a non-exempt position is less than 40 hours a week, all
hours worked up to 40 hours a week will be paid at the regular hourly rate. However,
compensatory time off, i.e., one hour for each hour worked, may be given in lieu of
payment for hours worked in excess of the normal work schedule, but less than 40
hours a week.

b.

Exempt Staff
Executive and Program Staff are classified as exempt and are not paid overtime
wages for hours worked either in excess of the normal work schedule or 40 hours a
week. Such employees are expected to manage their schedules to provide them
with a minimum of one day off each week, but absence from regularly scheduled
work must be approved by their supervisor.
Ordinarily these persons are Minister of the Word and Sacrament. In accordance
with the federal and state statutes and church policy all ordained clergy are
considered employed persons engaged in the exercise of their ministry and are not
subject to withholding of certain taxes, nor are they covered by unemployment
insurance. They are, however, included in all other policies that apply to
"employees,” except where excluded by federal or state law.

c.

Administrative Staff
Administrative Staff, as authorized by the Synod, and after consultation with the
Executive Administrative Commission shall be employed by the Synod upon
recommendation of the Synod Executive as provided in Synod's Manual. The Book
of Order shall be followed.
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d.

Employment of Non-Exempt Staff
Full-time employees are those who work a regular schedule of at least 35 hours per
week. They are entitled to full benefits including credit towards vacation and sick
leave. Employees who work a regular schedule of less than 20-34 hours per week are
classified as part-time and have limited benefits. Temporary employees are
employed intermittently and are not eligible for such benefits.

e.

Term of Office
Unless an employee is elected for a specific period, or has a contract of employment,
all employment is at the will of the Synod or its Executive Administrative
Commission.

f.

Classification of Personnel
Executive Staff are elected by the Synod. The terms of call (for Ministers of the Word
and Sacrament) are approved by that body and submitted to Presbytery of
membership for approval. The terms of call will be reviewed annually by the
Executive Administrative Commission and by the Presbytery of membership. Their
employment terminates only by action of Synod.
Terms of employment for Ruling Elders elected by the Synod as Executive Staff are
also approved by that body and their employment terminates only by action of Synod.
Support Staff (ordinarily non-exempt) are employed by the Synod Executive in
consultation with the Synod Executive Administrative Commission. They are
accountable to the Synod Executive and ultimately to the Synod through the
Executive Administrative Commission.

PERSONNEL INFORMATION
a.

Position Descriptions
The Executive Commission shall develop a position description for each staff person
in consultation with the Synod Executive. These should be reviewed at least biannually and altered as the need arises.
Major changes in the position description and compensation require Synod approval;
all other changes may be made by the Executive Administrative Commission.

b.

Probationary Employment
The first three months of employment of a non-exempt staff person shall be
considered a probationary or trial period. During this time both the employee and
supervisor will evaluate interest and qualifications for the position under actual

15

15

working conditions. During this time employment may be terminated with no
obligation on the part of either party.
Upon satisfactory completion of the probationary period, an appraisal will be
prepared and discussed with the employee prior to permanent employment, which
begins with the next pay period.
c.

Orientation
The Synod's orientation consists of instruction in the policy manual, an explanation
of the organizational structure of the Presbyterian Church USA, and particularly of
the Synod of South Atlantic. This orientation is to be conducted by the employee's
immediate supervisor.

CALLS FOR MINISTERS OF THE WORD AND SACRAMENT
All Ministers of the Word and Sacrament, except those for whom a contract has been
written, shall be provided with a written call stating the terms of employment. Such a call
is to be prepared by the Executive Administrative Commission and approved by the Synod.
In accordance with the Book of Order (G-2.0503a) the call shall be submitted to the
Presbytery of membership for approval as a validated ministry, and reviewed annually.
Calls issued to all ministers will be signed by the Stated Clerk. In accordance with the Book
of Order changes in Terms of Call for a Minister of the Word and Sacrament ministers
serving on Synod Staff must be approved by his/her the minister’s Presbytery of
membership.
SALARY ADMINISTRATION
a.
Salary Scale
Salaries of all positions are recommended by the Executive Administrative
Commission, accepted and approved by Synod.
b.

Method of Payment
Payroll checks will be distributed to each employee on the 15th and the last day of
each month. These checks will show gross wages, deductions, and net pay. Any
adjustments in compensation required by absenteeism, etc., will be made in the next
pay period.

c.

Payroll Deductions
Synod is required by law to withhold Federal Income and Social Security taxes for
all employees who are not ordained ministers.
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PERFORMANCE REVIEWS
a.

Evaluation is a continuous process; however, an annual evaluation will be conducted
for all employees within guidelines provided by the Executive Administrative
Commission. Evaluators are to discuss their ratings and recommendations with the
staff member. Written copies are placed in the employee's personnel file.

b.

A performance rating will be completed for each employee after 90 days of
employment and annually thereafter. Personnel Review Guidelines are found
in Addendum J.

c.

A complete personnel file is maintained on each employee. These files are
confidential, with access limited to those persons who have authority in personnel
matters and the individual to whom the information applies. These files are
destroyed three years following separation from employment. Employees may have
access to his/her file in the presence of the Synod Executive or his/her designee.

SEPARATION PRACTICES
The term "separation" shall refer to any and all terminations of the relationship between
an employee and the governing body.
a.

Voluntary Resignation
A voluntary choice of separation freely made by the employee may take place after
one-month's written notice for exempt employees or two-weeks' written notice for
non-exempt employees. All such employees will receive pay for accrued vacation.
Vacation pay is forfeited if notice is not given.

b.

Dismissal for Cause
Dismissal for cause may take place by written notice from the Synod Executive and
the Synod Executive Administrative Commission. Specific reasons for termination
must be given. Notice, or pay in lieu of that, up to one month must be given to exempt
employees; up to two weeks for non-exempt staff members who are dismissed.
Employees who are dismissed will receive the cash equivalent of their unused earned
vacation. No severance pay will be paid.
Causes for dismissal may include, but not be limited to:
(1)
Unsatisfactory performance, as determined by the ongoing performance
review process.
(2)
Insubordination, including, but not limited to refusal to do any work which
the employee is capable of doing and which falls within the purview of his/her
position description.
(3)
Neglect in the care and use of Synod property and funds.
(4)
Unexcused absence.
(5)
Repeated tardiness.
(6)
Illegal, dishonest, or unethical conduct.
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(7)
(8)

Failure to observe personnel practices.
Use of alcohol or narcotics on the job, or addiction to either.

Discharge of an employee is always considered to be an action of last resort - taken
after remedial measures have been proven ineffective, or when the employee's
conduct is such as to preclude further employment. Written documentation is
required, whenever possible, prior to recommendation for dismissal.
c.

Termination Without Prejudice
An employee's employment may be terminated by the employer for reasons other
than those enumerated above. Termination without prejudice will be upon the
recommendation of the supervisor and agreement of the Synod Executive.
Employees terminated without prejudice will be entitled to notice and severance pay
as outlined in section "e" below.

d.

Suspension
If unacceptable behavior (ie, insubordination, harassment of other employees,
apparent involvement in dishonest or unethical acts, etc.) occurs, an employee may
need to be suspended pending verification and evaluation of the circumstances.
Suspended employees will receive pay during the investigative process.
Suspension without pay may be invoked by the Synod Executive, in accordance with
Synod procedure, in circumstances in which an offense has been clearly established
that warrants disciplinary action, but not dismissal. The employee may be
suspended without pay for a period of up to two weeks.
Consultation between the employee and the immediate supervisor should precede
suspension. Notice of the reason for the suspension must be given to the employee
in writing.
The employee shall be notified in writing of his/her right to defend his/her position
with or without an advocate, but at the employee's own expense.

e.

Reduction in Force
Separation because of the discontinuation of a project, retrenchment in budget, or
for other circumstances arising from no fault of the employee is at the discretion of
the employer.
Written notice of such separation will come from the Synod Executive and the
Executive Administrative Commission. Up to six-months’ notice, or pay in lieu of
notice will be given to exempt employees, and up to three-months pay for non-exempt
personnel. If the position is reinstated within a period of one year, the individual
who was previously employed in that position will be given first opportunity for the
job.
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Severance Allowance: in addition to the period of notice, a severance allowance will
be given in relation to the length of continuous service with the Synod of South
Atlantic as follows:
Years of Service
Less than l
1, but less than 4
4, but less than 5
5 years and over

Weeks of Severance Allowance
2
4
6
8

Payment of these severance allowances will terminate the date the former employee
begins a new position.
f.

Death in Service
In the event of the death of either an exempt or non-exempt employee, the salary of
that person will be continued to the spouse or dependent for four weeks from the
date on which the death occurs.
Payment of death benefits is through the Death and Disability Plan of the
Presbyterian Church (U.S.A.).

g.

Exit Interview
Exit interviews are optional. Such an interview may be initiated by the employee
leaving, the Synod Executive, or the Moderator of the Executive Administrative
Commission.

RETIREMENT
a.

THE PRESBYTERIAN PENSION AND BENEFITS PLAN The Benefits Plan of
the Presbyterian Church (U.S.A.) is designed to make retirement possible at age
65 with full benefits in relation to accrued pension credits. Those who work beyond
age 65 will continue to accrue additional pension credits.

b.

Subject to Normal Performance Standards, employees who desire to work beyond
age 65 may do so. Those who desire to work beyond age 70 may continue on a yearto-year basis subject to the following approvals:
(1)

Synod Executive and Associate Executives -- by action of their Presbytery
Committee on Ministry, and Synod.

(2)

Other employees upon recommendation of the supervisors involved and the
action of the Synod Executive.

Employees who wish to plan for a gradual transition to retirement are encouraged
to explore with the Synod Executive possibilities for alternative responsibilities,
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part-time special project assignments, or other arrangements which would be
beneficial to the employee and the Synod.
c.

Early Retirement
An employee may retire as early as age 55, but with some loss of benefits. [See
provisions of The Presbyterian Church (U.S.A.) Pension Plan.]

BENEFITS AND SERVICES
a.

Social Security
The Federal Social Security Act requires employers to deduct social security tax from
non-ordained personnel at a rate established by law. The amount so deducted, plus
an equal amount contributed by the Synod, is paid to the Federal Government in
order to provide a federal pension for employees upon retirement.

b.

Workers' Compensation
Provision is made under the Workers' Compensation Law for an employee's care in
case of injury while on the job, or should that person contract certain occupational
diseases. Any injury received during work, no matter how slight, should be reported
immediately to the Synod Executive or an Associate Executive.

c.

Group Life Insurance, Major Medical Plan, and 403B Retirement Savings Plan
The Synod will provide all full time employees (35 hours a week or more) with the
denomination's Group Life Insurance coverage, Major Medical Plan, or if insured,
the 403B Retirement Savings Plan administered by payroll deduction.

d.

(1)

Dependents of exempt staff members are included in this plan at no
additional cost to the staff member, according to their terms of call.

(2)

Dependents of non-exempt staff members may be covered at the
expense of the employee and the cost will be administered by the
accountant through payroll deduction.

(3)

403B Retirement Savings Plan administered by payroll deduction.

Libel and Slander Insurance
The Executive and Associate Executives are covered by libel and slander insurance
as it pertains to the practice of his/her professional duties.

e.

Continuing Education
The Synod may provide all full time employees (35 hours a week or more) with
annual paid Continuing Education.
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(1)

Continuing Education use is for the sole benefit of enhancing the
education relating directly to the employee’s current position.

(2)

The employee is limited to five (5) working days per year.

(3)

Continuing Education benefits must be used within the calendar
year, unless special permission is given by the Synod Executive.

VACATIONS
All full-time employees are eligible for an annual paid vacation. Vacation will not be
granted until earned, and must be taken in its entirety in the year earned. Vacation
scheduling is subject to the approval of the Synod Executive. Seniority will be the governing
factor in determining the choice of dates. Vacation schedules must not impair the
operational efficiency of the office.
a.

The length of vacation for members of the Executive Staff is determined by the call
approved by Synod and their Presbytery.

b.

The Support Staff has ten working days with pay after one year of service. Each
additional year of service entitles the employee to one additional paid vacation day
until a maximum of 20 days are earned. Employees with less than one year of
employment are also entitled to vacation.

[Note all approved vacation time on the schedule below]
Service under 1 year
Months
1
2
3
4
5
6
7
8
9
10
11
c.

Working days

Service over 1 year
Years

0
0
1
2
3
4
5
6
7
8
9

Working days

1
2
3
4
5
6
7
8
9
10
11 & over

10
11
12
13
14
15
16
17
18
19
20

Vacations are with pay, and checks for earned vacation pay will be disbursed before
the employee leaves for vacation, if so requested.
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HOLIDAYS
The following days are designated as holidays, and the Synod Office will not be open:
New Year's Day
Martin Luther King's Birthday
President's Day
Good Friday
Memorial Day
Independence Day

Labor Day
Columbus Day
Thanksgiving Day
Veteran’s Day
Christmas Eve Day
Christmas Day

These days are subject to change by action of the Executive Administrative Commission.
All full-time employees receive full pay for these holidays; part-time and temporary staff
members receive paid holidays only when the holiday is a regularly scheduled workday.
When a holiday falls on a Saturday or Sunday, it will be observed as a holiday on the
nearest Friday or Monday respectively. When a holiday occurs during an employee's
vacation or sick leave, the employee will be granted an offsetting day off.
SICK LEAVE
Sick leave is granted to full-time staff members for absence because of personal illness
or physical disability resulting in the incapacity of the staff member to perform the usual
duties.
Medical, dental, or optical treatment/or examination is granted when approved in
advance by the Synod Executive.
a.

Rate of Accrual
Sick leave will accrue at the rate of one day per month of service up to 120 days,
and will be credited to each staff member's account as it is earned.

b.

When Sick Leave May Be Taken
Sick leave may be taken only to the extent that it is earned or advanced in
accordance with the provisions of these rules and regulations.

c.

Payment of Salary for Sick Leave Days
No payment will be made for accrued sick leave of an employee upon termination
of his/her employment with the Synod.

d.

Advanced Sick Leave
Sick leave may be advanced with prior approval of the Synod Executive. The
maximum number of advanced sick leave days allowed to an employee is six (6)
days.
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e.

Sick Leave Without Justification
If it is determined that the illness or disability for which sick leave is taken by a
staff member is unjustified, that staff member will be subject to remedial action,
including termination of employment.

f.

Extended Illness or Disability
In the event of extended illness or physical disability, a staff member will be
required to exhaust all earned sick leave and annual vacation. The absence will
then be charged to advanced sick leave up to six days. Thereafter, the staff
member may be put on one-half pay at the discretion of the Synod Executive
without further charge upon his sick leave or annual vacation. The employee may
then go on “no pay leave” in accordance with the provisions of these rules.

PERSONAL LEAVE
There are times when an employee may need to be absent from work to care for personal
matters. Personal leave may be granted to full-time employees or permanent part-time
employees for the following reasons:
a.

Jury duty (up to two weeks annually)
An employee called for jury duty or short-term military service will receive the
difference between military pay or jury duty pay and the normal salary.

b.

Marriage of an employee who has been with the Synod one year or longer (up to
three days).

c.

Personal or family emergencies or for other personal business which cannot be
cared for outside of working hours (up to three days annually).

d.

Death in the immediate family (wife, husband, child, brother, sister, parent,
parents-in-law, or relative in same household). Four days will be given with pay
in the event of death.

e.

f.

Each case will be evaluated by the Synod Executive in consultation with the
Executive Administrative Commission.
Active training as a member of the National Guard or organized reserve of any
branch of the United States Armed Forces. When such leave is granted, payment
by the Synod is limited to two weeks’ salary computed in accordance with the
regulations regarding vacation.
Maternity leave will be granted to a woman who has been employed for one year.
She may apply for up to six months maternity leave without pay. Requests for
such leave must approved by the Executive Administrative Commission on
recommendation from the Synod Executive.
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g.

A request for a leave of absence is to be submitted by the employee in writing for
review and approval by the Synod Executive.

h.

An employee on personal leave will receive full pay, except as noted above.

PART-TIME EMPLOYEES
Part-time employees are those who are employed to work less than a 20-hour
week. If employed at least 20 hours a week on a regular, continuing schedule,
they are eligible for the following:
a.

Holiday pay if the holiday falls on one of the regularly scheduled working
days for that employee. [See #11]

b.

Jury duty pay.

c.

Salary increases.

d.

Regular pay up to 40 hours; time and one-half compensation after time
over 40 hours in any work week.

e.

Vacations and sick pay in proportion to hours worked each week.

f.

Workers' Compensation.

g.

Severance allowance in proportion to hours worked each week.

i.

Participation in the Presbyterian Church (U.S.A.) pension plans to the
extent permitted for part-time employees by the plans.

If a part-time employee is later placed on a full-time basis, pro-rated credited
service will be given from the first day of her/his part-time employment for the
purpose of sick leave, vacation and other benefits.
BENEFITS FOR PART-TIME EMPLOYEES
Those employed for a short period, usually less than three months, are not paid
for holidays, sick leave, or other leaves, and do not earn vacation leave during
their temporary employment. They are not eligible for the Presbyterian Pension
and Benefits Plan or medical insurance. If a temporary employee joins the
regular staff his/her temporary employment is not considered in computing
vacation, sick leave, or other benefits.
INTERIM STAFF PERSONS
a.

General Provisions
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b.

(1)

To provide continuity of administrative and/or program
services. Interim staff may be appointed to fill vacant,
approved positions to serve until the position is filled or
abolished.

(2)

This policy is applicable to all positions whether filled by
full-time, part-time, ordained or non-ordained staff.

Selection
The selection and hiring of an interim staff person should be in accordance
with the provisions of the Book of Order and/or policy and practice of the
Synod.

INTERPRETATION
The final authority to interpret the Personnel Policies of the Synod of South
Atlantic resides with the Executive Administrative Commission for all employees,
not ordained as Ministers of the Word and Sacrament; and with the Executive
Administrative Commission, in consultation with the Committee on Ministry, for
Ministers of the Word and Sacrament serving the Synod.
DISPUTES AND/OR SEXUAL HARASSMENT
Synod staff are encouraged to reconcile their differences with other staff individuals
in a climate of openness and mutual trust. If this effort fails, the matter may be
brought to the Synod Executive for mediation, or if the issue pertains to the Synod
Executive, then the Moderator of the Executive Administrative Commission may
be asked to mediate in the situation. If the situation remains unresolved, a staff
member has the right to appear before the Executive Administrative Commission.
In the event the appeal is not satisfactorily resolved, it may be forwarded to Synod
for resolution. The Synod is the final authority for all staff except Ministers of Word
and Sacrament who may appeal to their Committee on Ministry.
Sexual misconduct is defined in Addendum D (Sexual Misconduct Policy) of the
Synod Manual of Operations. All forms of sexual misconduct are considered
unacceptable within the work place and are subject to appropriate disciplinary
action, in accordance with Synod Policy and the Book of Order.
GRIEVANCE PROCEDURES
For purposes of this policy, a grievance is defined as an alleged violation of these
Personnel Policies, the Book of Order of the Presbyterian Church (U.S.A.), or a State
or Federal Law not adequately dealt with in those policies. In order to deal promptly
and fairly with all grievances, the following steps are to be taken:
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a.

The aggrieved party must first discuss the complaint with his/her
immediate supervisor.

b.

If dissatisfied with the supervisor's response, the aggrieved party is to
specify in writing the nature of the complaint and the steps previously
taken toward its resolution and submit it to the Executive Administrative
Commission through the Moderator. The Commission, in its capacity as
the Synod Personnel Committee, will seek to resolve the issue in
consultation with all parties involved.

c.

After consultation with the immediate supervisor of the aggrieved party,
the Executive Administrative Commission shall review the findings with
the Synod Executive and shall then communicate its decision in writing
to all parties involved. This shall be done as expeditiously as possible.

d.

If the Synod Executive is a party to the dispute, no review of findings
will take place. At this point, if there are allegations of misconduct on
the part of the Synod Executive, the Rules of Discipline would apply.

e.

If dissatisfied with the decision of the Executive Administrative
Commission, the aggrieved party may request the intervention of a
mediator acceptable to the parties involved. A mediation hearing of the
complaint will be held within 45 days from the date of reception of a
written appeal. The mediator will make recommendations in writing
regarding resolution of the issues to Synod for its discussion and decision
on the matter. The decision of Synod is final, except for Ministers of the
Word and Sacrament who may appeal to their Committee on Ministry.

f.

Right of Advocacy: It is understood that the aggrieved party may have an
advocate with him/her at all steps of the formal process at his/her expense.

AMENDMENTS
This manual may be amended by recommendation made by the Executive
Administrative Commission, approved and adopted by the Synod.
Approved updates October 6, 2017, Stated Meeting
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ADDENDUM B
FINANCE AND INVESTMENT POLICY
RESERVE FUNDS
Unspent Selected Giving:
These are funds received for a specific restricted use of funds, but not disbursed by
the end of the current year. If the Synod declares the purpose no longer valid, these
funds shall be held, reassigned or returned to the donor, following consultation with
the donor.
FINANCIAL CONTROLS
Deposits:
All mail is opened by the Office Administrator. The Synod Administrator is to
record each check as received into an excel sheet and stamp each check for deposit.
All checks are placed in a drawer until the Bookkeeper is at work to make a deposit.
(In her absence, that duty falls first to the Synod Executive).
Deposits are prepared as needed or at least weekly. Larger checks are deposited as
soon as possible.
The deposit is made by the Bookkeeper. All checks for deposit are attached to any
backup documentation received with the checks.
The copies with backup are then attached to the spreadsheet, which is used to prepare
the deposit for data entry into the ACS People module. The spreadsheets are filed
chronologically in the Bookkeeper’s office, with a back-up copy in the Administrator’s
office.
The Office Administrator checks the deposits against the Banks’ “Closed Batch
Status” and then verifies each check that was deposited against the check log,
initialing each check entry that is verified in the deposit. Any corrections that need to
be made to the logbook are done in red ink and initialed by the person correcting the
entry. The Deposit check log should match the bank’s “Closed Batch Status.”
The bank statement remains unopened in the office until the Administrator opens it
and reviews all checks that have cleared the bank, paying particular attention to
payee, signatures and endorsements. Checks are compared to the statement to verify that
all cleared checks are accounted for. If any checks have cleared the bank and are not
included in the statement, then a copy of the check is ordered from the bank. The statement
is then given to the Bookkeeper to reconcile.
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Check Disbursements:
With the exception of regular monthly MPF/Grants payments, some monthly
operating expenses and normal travel vouchers all checks are approved by the
Office Administrator. All check copies, with back-up documentation, are reviewed
by the Synod Executive or the Treasurer before being placed in the vendor files.
Any request for funds is approved by the Synod Executive or the Office Administrator,
making sure that the request follows the proper channels established in the Description
of Assets and the Designated Accounts sheets for individual accounts.
Invoices to be paid are held by the Administrator, then given to the Bookkeeper when
approved for payment. After checks are written, a copy of the check is stapled to the
invoice. A back-up copy of each check is kept by the Administrator. After review by the
Synod Executive or Treasurer, the check copy with backup documentation is filed in the
vendor files. The Treasurer reviews all check stubs in sequential order to ensure no
checks are missing.
Voided checks are filed in numeric sequence with all cleared checks in a box in the
Bookkeeper’s office.
Approved updates October 6, 2017, Stated Meeting

INVESTMENT POLICY
I. Introduction
The Synod of the South Atlantic (hereafter referred to as the “Synod”) holds
investment funds (“Funds”) for a variety of designated purposes as part of its
mission to faithfully serve Jesus Christ and the Presbyterian Church (USA) by
supporting the ministries of our sixteen presbyteries and encouraging cooperation
among sessions, presbyteries, and the General Assembly. The Synod has
established an Executive Administrative Commission ("EAC") which acts on behalf
of the Synod between Stated Meetings of the Synod Assembly.
The purpose of this investment policy statement is to establish guidelines for the
Synod’s investment portfolio (the “Portfolio”) in the areas that most influence
investment returns and risks. The statement also incorporates accountability
standards that will be used for monitoring the progress of the Portfolio’s investment
program and for evaluating the contributions of the manager(s) hired on behalf of
the Synod and its beneficiaries.
II. Role of the Investment Committee
The EAC has appointed a Working Group to temporarily serve as the Synod's
Investment Committee ("Committee") in writing this Investment Policy
Statement ("Policies"). Once the Policies are approved by the EAC, the Synod's
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Budget and Finance Committee ("BFC") will serve as the permanent Committee.
The BFC is acting in a fiduciary capacity with respect to the Portfolio, and is
accountable to the Synod and to the EAC for overseeing the investment of all
assets held in the Portfolio.
A. The Policies set forth the investment objectives, distribution policies, and

investment guidelines that govern the activities of the BFC and any other
parties to whom the BFC has delegated investment management
responsibility for Portfolio assets.
B. The Policies for the Fund contained herein have been formulated consistent

with the Synod’s anticipated financial needs and in consideration of the
Synod’s tolerance for assuming investment and financial risk, as reflected in
the majority opinion of the Committee.
C. The Policies contained in this statement are intended to provide boundaries,

where necessary, for ensuring that the Portfolio’s investments are managed
consistent with the short-term and long-term financial goals of the Fund. At
the same time, they are intended to provide for sufficient investment
flexibility in the face of changes in capital market conditions and in the
financial circumstances of the Institution.
D. The BFC will review these Policies at least once per year. Changes to the

Policies can be made only by affirmation of a majority of the members of the
BFC with approval of the EAC, and written confirmation of the changes will
be provided to all BFC members and to any other parties hired on behalf of
the Portfolio as soon thereafter as is practical.
III. Role of the Investment Committee
A. The Portfolio is to be invested with the objective of preserving the long-term,

real purchasing power of assets while providing a relatively predictable and
growing stream of annual distributions in support of the Synod and its
beneficiaries.
B. For the purpose of making distributions, the Synod shall make use of a total

return based spending policy, meaning that it will fund distributions from net
investment income, net realized capital gains, and proceeds from the sale of
investments.
C. The distribution of assets of the Funds will be permitted to the extent that

such distributions do not exceed a level that would significantly erode the
Funds’ real assets over time. The general and approximate annual spending
target across all funds is 4%. The BFC will review its spending assumptions
annually for the purpose of deciding whether any changes therein necessitate
amending the Synod’s spending policies, its target asset allocation, or both.
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D. Periodic cash flow, either into or out of the Portfolio, will be used to better

align the investment portfolio to the target asset allocation outlined in the
Asset Allocation Policy at Section IV. A. herein.
IV. Role of the Investment Committee
A. Asset Allocation Policy

1. The BFC recognizes that the strategic allocation of Portfolio assets across
broadly-defined financial asset and sub-asset categories with varying degrees
of risk, return, and return correlation will be the most significant
determinant of long-term investment returns and Portfolio asset value
stability.
2. The BFC expects that actual returns and return volatility may vary widely
from expectations and return objectives across short periods of time. While
the BFC wishes to retain flexibility with respect to making periodic changes
to the Portfolio’s asset allocation, it expects to do so only in the event of
material changes to the Funds, to the assumptions underlying Fund spending
policies, and/or to the capital markets and asset classes in which the Portfolio
invests.
3. Fund assets will be managed as a single, balanced portfolio comprised of two
major components: an equity portion and a fixed income portion. The
expected role of Fund equity investments will be to maximize the long-term
real growth of Portfolio assets, while the role of fixed income investments will
be to generate current income, provide for more stable periodic returns, and
provide some protection against a prolonged decline in the market value of
Portfolio equity investments.
4. Cash investments will, under normal circumstances, only be considered as
temporary Portfolio holdings, and will be used for Fund liquidity needs or to
facilitate a planned program of dollar cost averaging into investments in
either or both of the equity and fixed income asset classes.
5. Outlined below are the long-term strategic asset allocation guidelines,
determined by the Committee to be the most appropriate, given the Fund’s
long-term objectives and short-term constraints. Portfolio assets will, under
normal circumstances, be allocated across broad asset and sub-asset classes
in accordance with the following guidelines:
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Asset Class
Total Equity
U.S.
Non-US

Target
Allocation
70%
42%
28%

Minimum
50%
30%
20%

Maximum
80%
48%
32%

Total Fixed Income
U.S. Aggregate
Non-US Aggregate

30%
20%
10%

20%
16%
8%

50%
24%
12%

Cash

0%

0%

10%

6. While both actively and passively managed investment vehicles may be
included in the portfolio, the BFC will maintain a bias towards passive
management in the construction of the Portfolio.
B. Diversification Policy

Diversification across and within asset classes is the primary means by which
the BFC expects the Portfolio to avoid undue risk of large losses over long
time periods. To protect the Portfolio against unfavorable outcomes within an
asset class due to the assumption of large risks, the BFC will take reasonable
precautions to avoid excessive investment concentrations. Specifically, the
following guidelines will be in place:
1. With the exception of fixed income investments explicitly guaranteed by
the U.S. government, no single investment security shall represent more
than 5% of total Portfolio assets.
2. With the exception of passively managed investment vehicles seeking to
match the returns on a broadly diversified market index, no single
investment pool or investment company (mutual fund) shall comprise
more than 20% of total Portfolio assets.
3. With respect to fixed income investments, the minimum average credit
quality of these investments shall be investment grade (Standard & Poor’s
BBB or Moody’s Baa or higher).
C. Rebalancing Policies
It is expected that the Portfolio’s actual asset allocation will vary from its target asset
allocation as a result of the varying periodic returns earned on its investments in
different asset and sub-asset classes. The Portfolio will be re-balanced to its target
normal asset allocation under the following circumstances:
1. Utilize incoming cash flow (contributions) or outgoing money movements

(disbursements) of the portfolio to realign the current weightings closer to the
target weightings for the portfolio.
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2. The portfolio will be reviewed quarterly to determine the deviation from

target weightings. During each quarterly review, the following parameters
will be applied:
a. If any asset class (equity or fixed income) within the portfolio is +/-5
percentage points from its target weighting, the portfolio will be
rebalanced.
3. The investment manager shall act within a reasonable period of time to

evaluate deviation from these ranges.
4. The investment manager with discretionary authority to manage the assets

may rebalance the portfolio at any other time if it deems it appropriate to do
so.
D. Other Investment Policies

The Synod and its investment managers are prohibited from:
1. Purchasing securities on margin, or executing short sales
2. Pledging or hypothecating securities, except for loans of securities that are
fully collateralized.
3. Purchasing or selling derivative securities for speculation or leverage.
4. Engaging in investment strategies that have the potential to amplify or
distort the risk of loss beyond a level that is reasonably expected given the
objectives of their portfolios
V. Monitoring Portfolio Investments and Performance
The BFC will monitor the Portfolio’s investment performance against the
Portfolio’s stated investment objectives. At its regular meetings, the BFC, will
formally assess the Portfolio and the performance of its underlying investments
for the most recently available quarter as follows:
A. The Portfolio’s composite investment performance (net of fees) will be judged
against the following standards:
1. The Portfolio’s absolute long-term real return objective of modest growth
after spending.
2. A composite benchmark consisting of the following unmanaged market
indices weighted according to the expected target asset allocations
stipulated by the Portfolio’s investment guidelines
a. U.S. Equity: CRSP US Total Market Index or a similar broad
domestic equity index
b. Non-U.S. Equity: FTSE Global All Cap ex US Index or a similar
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broad international equity index
c. U.S. Investment Grade Fixed Income: Bloomberg Barclays US
Aggregate Float Adjusted Index or similar broad domestic fixed
income index
d. Non-U.S. Investment Grade Fixed Income: Bloomberg Barclays
Global Aggregate ex-US Float Adjusted RIC Capped Index or
similar broad international fixed income index
e. Cash: Citigroup 3-Month T-Bill Index
B. The performance of professional investment managers hired on behalf of the
Portfolio will be judged against the following standards:
1. A market-based index appropriately selected or tailored to the manager’s
agreed-upon investment objective and the normal investment
characteristics
of the manager’s portfolio
2. The performance of other investment managers having similar
investment
objectives
C. In keeping with the Portfolio’s overall long-term financial objective, the BFC
will evaluate Portfolio and manager performance over a suitably long-term
investment horizon, generally across full market cycles or, at a minimum, on
a rolling three-year basis.
D. Investment reports shall be provided by the investment manager(s) on a
(calendar) quarterly basis or as more frequently requested by the BFC. Each
investment manager is expected to be available to meet with the BFC once
per year to review portfolio structure, strategy, and investment performance.

Approved by EAC December 2, 2019
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ADDENDUM C
SYNOD OF SOUTH ATLANTIC
CREDIT CARD AGREEMENT RELEASE
I, ______________________, in consideration of the use of a Synod credit card in my
name, do hereby agree to the following terms and conditions:
1.

The card will be used exclusively for business purposes. Any personal use will
result in revocation of the card and will subject me to disciplinary action, up to
and including, termination.

2. I will exercise due caution in the use and security of my card. In the event my
card is lost or stolen, I will immediately notify the issuing financial institution
and the Synod office. This agreement and release applies to any replacement or
reissued cards.
3. I understand that payment for the credit card charges are remitted by the
Synod directly to the issuing institution, and that I will need to submit the
original receipts for accounting records.
4. Upon termination from Synod employment, I will return the card, and agree
that prior to such termination, I will pay all outstanding personal charges, if
any. I further understand that any unsettled personal charges will be deducted
from my final pay.
Further, I hereby release the Synod from any and all liability from any misuse of
the card, and understand that the Synod may attempt to recover from me any loss
due to misuse of, or unauthorized purchases with the card, including attorney, and
other legal fees necessary to do so.

________________________________________
Synod Administrator Signature

________________________
Date

_______________________________________
Synod Executive Signature

________________________
Date
Approved by EAC March 2017
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ADDENDUM D
SYNOD OF SOUTH ATLANTIC
LOST RECEIPT AFFIDAVIT
This is to certify that:
I paid the sum of $ ______________for___________________________________________
to
Vendor’s Name _______________________________________________________________
Vendor’s
Address______________________________________________________________
DATE

ITEMS

COST

__________

____________________________

______________________

__________

____________________________

______________________

__________

____________________________

______________________

__________

____________________________

______________________

__________

____________________________

______________________

TOTAL COST

______________________

I further certify that the itemized receipt for this payment has been lost or was not
received from the vendor and that this statement is given in lieu of that itemized
receipt to obtain reimbursement for this expenditure. A copy of the Credit Card
Statement must accompany this Lost Receipt Affidavit. I certify that the attached
receipts or invoices represent legitimate expenses incurred solely for the benefit of
the Synod of South Atlantic. I also certify that I have not been previously
reimbursed for these expenses and am still currently due this reimbursement.
SIGNATURE________________________________________DATE __________________
PRINTED NAME_____________________________________________________________
Approved by EAC March 2017
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ADDENDUM E
SYNOD OF SOUTH ATLANTIC
TRAVEL POLICY
Overnight reservations at a meeting location shall be made by the
Synod Office only and not made by the registered meeting
“participant.”
1. Meals shall be reimbursed only for the participant, and when receipts are
included with the Expense Report. Applicable meals shall be reimbursed
when the participant is in travel status during the customary times of
said meal, with reimbursement limited to the lesser of actual cost, and do
not exceed the following rates per meal:
Breakfast Lunch
Dinner
NOT TO EXCEED

$10.00
$14.00
$26.00
$50.00 PER DAY

2. Meals, accommodations, and/or other travel considerations are provided,
or reimbursed, only for participants with receipts.
3. The Synod Stated Meeting, or any Synod-hosted meeting with more than
20 (twenty) participants requires double-occupancy. If participants choose
a private room, when double-occupancy is required, then they pay ½ of the
room cost. All other meetings are permitted to have single-occupancy
4. The participant may use overnight hotel accommodations in route to and
from the applicable meeting, if necessary. The reimbursement for such
accommodations is limited to the lesser of the actual cost or $100.00 per
night. For in route lodging accommodations, other than those made by
the Synod Office, a copy of the motel/hotel bill is required for
reimbursement.
5. Participants are asked to drive if they live within 300 miles of the meeting
location, so far as this is possible. If necessary, participants may stay
overnight at the Synod selected hotel the night before the meeting (see
Meeting Registration Form for details). Participants will be reimbursed at
35 cents per mile plus meals, as noted above.
6. If the distance (mileage) one-way exceeds 300 miles, meeting participants
must fly, unless there is justification to drive. Reimbursement however, is
a limited amount as related to the comparable air travel reimbursement.
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7. The participant must coordinate air travel arrangements with the Synod
Administrator who will search for flights that minimize costs. A list of
possible flights will be sent to the participant, who will book their own
flight for later reimbursement. A copy of the airline receipt must be
attached to the expense report for reimbursement.
8. The Synod will not reimburse for flight insurance, seat upgrades, more
than one checked bag, or early check-in. Flights need to be booked six (6)
weeks in advance, as reimbursement may be limited after this point.
9. Participants with special travel needs should contact the Synod office to
make suitable arrangements and/or accommodations.
10. If you have questions concerning your travel and lodging arrangements,
please contact the Synod Office at 904.356.6070.
Approved April 2018
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ADDENDUM F
SEXUAL MISCONDUCT POLICY
It is the policy of the Synod of South Atlantic of the Presbyterian Church (U.S.A.) that
all Synod leadership - personnel, commissioners, committee members, non-member
employees, volunteers of the Synod, and entities of the Synod - are to assume high
ethical and moral standards in all of life, including all expressions of our sexual
behavior. Persons who engage in sexual misconduct are in violation of the principles set
forth in Scripture, and also of the ministerial, pastoral, employment, and professional
relationship. It is never permissible or acceptable for a church member, officer,
employee, or volunteer to engage in sexual misconduct. Our commitment is to model
the example of Christ, and to be rooted in the love of Christ in all relationships.
DEFINITION OF SEXUAL MISCONDUCT
Sexual Misconduct is the comprehensive term used to include the following:
(1) Sexual abuse is an offense to a child under 18 years of age, or anyone without
the mental capacity to consent, which includes force, threat, coercion,
intimidation, or misuse of office or position. Book of Order, “D-10.0401b”
(2) Sexual harassment is defined as unwelcome sexual advances, requests for sexual
favors, and other verbal or physical conduct of a sexual nature.
(3) Rape or sexual contact by force, threat, or intimidation.
(4) Sexual conduct, such as offensive, obsessive or suggestive language or behavior,
unwelcome touching, or fondling or unacceptable visual contact.
(5) Misuse of technology that results in sexual harassment or abuse of another
person, such as texting or emailing suggestive messages and images to another
person.
(6) Sexual Malfeasance is defined by the broken trust resulting from sexual
activities within a professional ministerial relationship that results in misuse of
office or position arising from the professional ministerial relationship.
PREVENTION
By establishing this policy, what constitutes sexual misconduct should be fully
understood and avoided. Every person participating in the life of the Synod of South
Atlantic will be given a copy of this statement and asked to read and sign the
Acknowledgement and Acceptance form. This not only includes direct employees of
Synod of South Atlantic, but also those attending any event sponsored by this Synod.
REPORTING ABUSE
Following receipt of an allegation of, or complaint about misconduct, the Moderator of
the Synod Executive Administrative Commission (EAC), and the Commission acting as
the Personnel Committee, shall decide how to proceed.
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For Synod employees, regardless of their position in the church or affiliation with the
Presbyterian Church (U.S.A.), the Synod Executive Administrative Commission as the
Personnel Committee shall be involved in the matter. If the matter involves
Presbyterian Ruling Elders and Laypersons, they shall be referred to their local
Session. If the situation involves Ministers of the Word and Sacraments, they shall be
referred to the Presbytery of membership. The Presbyterian Church (U.S.A.) Rules of
Discipline shall be followed as detailed in the Book of Order.
For a person who is not a member of the Presbyterian Church (U.S.A.), a three-person
Investigative Team shall be appointed by the EAC Moderator and Commission, as the
Personnel Committee, from among the Ruling and Ministers of the Word and
Sacrament of the Synod, and the situation shall be turned over to the Investigating
Team. This Team shall make a report within one month to the EAC. The report should
include what steps need to be taken to remedy the situation. If a criminal act is the
basis of any allegation or complaint, the matter will be immediately turned over to the
proper civil authorities.
Confidentiality is important and must be maintained at all times in order to protect all
parties involved.
It is mandatory that child abuse be reported to ecclesiastical and civil legal authorities
when 1) information is gained outside of a confidential communication, as defined in
the Book of Order, G-4.0301, 2) when informant is not bound by an obligation of
privileged communication under law and 3) when informant reasonably believes there
is risk of future physical harm or abuse, G-4.0302.
REHABILITATION
In meeting the needs of the Victim, the Synod is responsible for assuring that adequate
treatment and care are available for the alleged victim(s) and family members. The
Synod should demonstrate a Christian approach, treating all parties in a fair and
equitable manner. The Victim may require spiritual and professional assistance as a
result of sexual misconduct. The Synod should offer to help arrange for such support
should this be desired. The Synod should also be aware of the impact this event has on
the family of the Victim should he/she be a staff member, and recommend resources to
support these needs.
Whether the allegations about the Accused are eventually found to be true or not, the
accused deserves to be treated with Christian kindness and respect. Seeking spiritual
support or professional counseling may be recommended. Staff members should not be
engaged in personal counseling because of their potential involvement in the
disciplinary process. Should the Accused be found innocent, it is important that this
decision be disseminated as soon as possible to the appropriate persons in an effort to
restore the reputation of the accused.
If a case of sexual misconduct becomes a matter of public knowledge within the
workplace, appropriate meetings with individuals, small groups, or with the entire staff
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shall be held. Such meetings should provide information about sexual misconduct in
general, Presbyterian polity and our judicial process, and how those who may have been
victimized may be heard and supported.
EMPLOYMENT PRACTICES
The Synod of South Atlantic shall maintain a confidential personnel file containing
documents related to this policy for every employee. All persons considered for
employment at the Synod should pass a Criminal Background check at the very least,
paid for by the Synod. Falsification of any information, including the record of any
previous complaints or allegations of misconduct on the employee’s application is
grounds for immediate dismissal. The signed Acknowledgement and Acceptance form
will be retained for each Synod staff member in his/her individual personnel file for as
long as the person is employed or volunteering.
At the first Synod meeting of each year, the Synod Stated Clerk shall call the
Commissioners’ attention to the contents of the Sexual Misconduct Policy and note who
has not signed the Acknowledgement and Acceptance form. This form must be signed
by all who are involved in any form of Synod affairs. It should be understood by all that
the Synod of South Atlantic has a policy of NO TOLERANCE regarding the issues
covered in this Sexual Misconduct Policy.
Approved updates October 6, 2017, Stated Meeting

40

40

ADDENDUM G
CHILD PROTECTION POLICY
Let the little children come to me; do not stop them; for it is to such as these
that the kingdom of God belongs. Mark 10:14b
Purpose
For purposes of this policy, the terms “child” or “children” include all persons under the
age of eighteen (18) years.
For the few times that employees or volunteers might be involved with Synod of South
Atlantic programs and activities with children, the Synod seeks to provide a safe and
secure environment for the children during those times. These activities would include,
but not limited to employees or volunteers who are:





Involved in overnight activities with children
Counseling children
Involved in one-on-one mentoring of children
Having occasional one-on-one contact with children

By establishing and implementing this Child Protection Policy, the Synod commits to
the safety of all children while under its care and also protecting employees and
volunteers from false accusations.

Two Adult Rule
It is our goal to have a minimum of two unrelated adult workers in attendance at all
times when children are being supervised during our programs and activities. Some
classes may have only one adult teacher in attendance during the class session; in these
instances, doors to the classroom should remain open and there should be no fewer than
three students with the adult teacher. Children should not be alone with one adult on
Church premises or in any sponsored activity unless in a counseling situation.

Open Door Rule
Classroom doors should remain open unless there is a window in the door or a side
window. Doors should never be locked while persons are inside the room.

Teenage Workers
There may be times when it is necessary or desirable for babysitters (whether paid or
volunteer), who are themselves under age 18, to assist in caring for children during
programs or activities. The following guidelines apply to such teenage workers. They:


Must be at least age 14
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Will be screened as appropriate
Must be under the supervision of an adult

Medications Policy
Medications are not to be administered, either prescription or nonprescription, to
children while under care of the Synod. Medications should be administered by a parent
at home. Exceptions to the medications policy may be granted to parents of children
with potentially life-threatening conditions (such as asthma or severe allergic
reactions). Parents of such children should address their situation with the appropriate
paid staff member to develop a plan of action.

Restroom Guidelines
For the protection of all, workers should never be alone with a child in a bathroom with
the door closed, and never be in a closed bathroom stall with a child.

Accidental Injuries to Children
In the event that a child or youth is injured while under Synod care, the following steps
should be followed:


For minor injuries, scrapes, and bruises, workers will provide First Aid
(bandages, etc.) as appropriate, and will notify the child’s parent or guardian of
the injury.



For injuries requiring medical treatment beyond simple First Aid, the parent or
guardian will immediately be summoned, in addition to the worker’s supervisor.
If warranted by circumstances, an ambulance will be called.

Responding to Allegations of Child Abuse
For purposes of this policy, “child abuse” is any action or lack of action which endangers
or harms a child’s physical, psychological or emotional health and development. Child
abuse occurs in different ways and includes the following:


Physical abuse – Any physical injury to a child which is not accidental, such as
beating, shaking, burns, and biting.



Emotional abuse – Emotional injury occurring when the child is not nurtured
or provided with love and security, such as an environment of constant criticism,
belittling, persistent teasing, or bullying.
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Sexual abuse – Any sexual activity between a child and an adult or between a
child and another child at least four years older than the victim, including
activities such as fondling, exhibitionism, intercourse, incest, and pornography.



Neglect – Depriving a child of his or her essential needs, such as adequate food,
water, shelter, and medical care. Childcare workers may have the opportunity to
become aware of abuse or neglect of the children participating in programs and
activities. In the event that an individual involved in the care of children
becomes aware of or suspects abuse or neglect of a child under his or her care, or
even outside of his or her care, this should be reported immediately to a fulltime staff person for further action, and other authorities as mandated by
Florida state law, or Georgia and South Carolina state laws.



Reporting – It is mandatory that child abuse be reported to ecclesiastical and
civil legal authorities,
1) when information is gained outside of a confidential communication, as
defined in the Book of Order, G-4.0301,
2) when informant is not bound by an obligation of privileged communication
under law, and
3) when informant reasonably believes there is risk of future physical harm or
abuse, G-4.0302.



Inappropriate Touching – When caring for children, the childcare worker
needs to be sensitive to any touching of them that might be deemed as
inappropriate. Special care should be given when touching a child while
attending to the child that is injured or emotionally upset.



Training – Child protection training is mandatory for all volunteers working
with children. The Synod office will utilize an online resource, ministrysafe.com
for all volunteers.

Criminal Background Check
A national criminal background check is required for all employees and volunteers that
are in contact with children at Synod events; for example, those:
 Involved in any day care program
 Involved in overnight activities with children
 Counseling children
 Involved in one-on-one mentoring of children
 Having occasional one-on-one contact with children
Before a background check is processed, prospective workers will be asked to sign an
authorization form allowing the Synod to run the check. If an individual declines to
sign the authorization form, he or she will be unable to work with children. The event
organizer is required to send in the needed information to process a national
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background check at least one month before an event. The Synod office will process and
send the results to the event chair.
The Synod Administration and Relationships Committee will determine on a case-bycase basis what constitutes a disqualifying offense preventing an individual from
working with children. Generally, convictions for an offense involving children and/or
offenses involving violence, dishonesty, substances, indecency, and any conduct
contrary to the carrying out of Synod’s mission will preclude someone from being
permitted to work with children. Failure to disclose a criminal conviction on the
application will also be a disqualifying event. The background check authorization form
and results will be maintained in confidence on file in the Synod office.

Approved updates October 6. 2017, Stated Meeting
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ADDENDUM H
EMPLOYEE CELL PHONE GUIDELINES
1. The Synod will provide a cell phone to any employee whose position with the Synod
requires them to be available at any time when out of the office, outside of normal
working hours and for Synod related emergencies. Such a determination is to be
made by the Executive Administrative Commission (EAC) functioning as the
personnel committee.
2. When provided with a cell phone for Synod business reasons, any personal use of the
cell phone by the employee is generally nontaxable to the employee as an excludible
fringe benefit, per IRS guidelines.
3. A Synod provided cell phone belongs to the Synod of South Atlantic and as such:
A. The cell phone number belongs to the Synod;
B. There is to be no expectation of privacy with how your phone is used and the
messages sent and received;
C. Monthly cell phone bills will be reviewed regularly;
D. The ability to track your location through the cell phone may be possible.
E. The employee will immediately report a lost or stolen cell phone to their
immediate supervisor.
4. Employees are expected to use the Synod provided cell phone appropriately and
safely including:
A. Being good stewards of the Synod’s property by securing the Synod cell phone
from possible theft and keeping it in good condition.
B. Using hands-free technology to answer or place calls while driving. Any other
cell phone usage while driving is prohibited.
C. Not using the cell phone to:
a. Record confidential information or meetings using the cell phone’s camera or
microphone;
b. Send harassing or threatening texts, calls or emails;
c. Visit inappropriate websites or upload inappropriate or illegal material.
Approved updates October 6, 2017, Stated Meeting
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ADDENDUM I
SYNOD AUTOMOBILE GUIDELINES
1. The Synod car is intended for use by the Synod Executive and Stated Clerk for
travel-related to the business of the Synod of South Atlantic and not for personal
use.
2. When not being used for Synod business, the car will ordinarily be parked at the
home of the Synod Executive and Stated Clerk. If the Synod car is used by the
Synod Executive and Stated Clerk to commute from home to the Synod office, the
Synod Executive and Stated Clerk is expected to report such usage as income to the
IRS or reimburse the Synod at the IRS rate.
3. Other Synod employees, contractors or volunteers may use the Synod car for Synod
business, on a case-by-case basis, with the approval of the Synod Executive and
Stated Clerk.
4. Drivers using the synod car shall obey all motor vehicle laws including:
A. Having a valid U.S. driver’s license.
B. Ensuring that the driver and all passengers use safety restraints.
5. Drivers shall ensure the safe and economical use of Synod’s car including:
A. Locking the vehicle at any time when left unattended.
B. Parking the vehicle in authorized places where reasonable security is offered.
C. Removing from ready visibility any synod or personal property within the car.
D. Answering or placing cell phone calls only when using hands free technology.
Any other use of a cell phone while driving is prohibited.
E. Not operating the vehicle while under the influence of intoxicating beverages,
drugs, or other substances.
F. Not smoking in the car.
6. Drivers will be personally responsible for any fines, towing charges or other costs
associated with failure to observe motor vehicle laws or municipal ordinances while
driving the Synod car.
7. Any accident involving the Synod car will be reported as soon as possible to the
following:
A. The local police, as required.
B. The Synod’s car insurance carrier.
C. The members of Executive Administrative Commission (EAC).
8. When the Synod car is available and the Synod Executive and Stated Clerk chooses
to use his/her own personal vehicle, no mileage will be reimbursed.
Approved October 6, 2017 Stated Meeting
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ADDENDUM J
PERSONNEL REVIEW GUIDELINES
In its capacity as the Personnel Committee of the Synod of South Atlantic, the
Executive Administrative Commission (EAC) will adhere to the following schedule as it
exercises oversight of Synod staff personnel functions:
1. 90-day review of non-exempt employees and professional contractors
a. No later than 90 days after a newly hired employee’s/contractor’s start date,
the Synod Executive will submit to the EAC a written review of the
employee’s/contractor’s performance to date, with a recommendation to retain
or not retain.
b. The review will evaluate the individual’s performance of each task for which
s/he is responsible, as specified in the position description.
2. Annual performance review of non-exempt employees and professional
contractors
a. Each employee and contractor will receive an annual written review and
personal debrief of his/her job performance in February by the Synod
Executive.
b. The Synod Executive will provide to the EAC a copy of the review(s), signed
by the Synod Executive and the employee/contractor, no later than March 1,
prior to the March meeting of the EAC.
c. The Synod Executive will meet with the EAC at the March meeting to
present the annual performance review(s), offer compensation
recommendations, and answer questions.
d. The EAC will afford each employee/contractor an opportunity to meet with
the EAC privately without the Synod Executive present, if desired.
e. Based upon the results of the performance review(s), the EAC will
recommend for Synod approval, compensation for each employee/contractor
in the upcoming year’s budget.
3. Review of compensatory time for non-exempt employees
a. At each of its two meetings during the year (March and September), the EAC
as part of its routine personnel oversight will receive a written report from
the Synod Executive regarding compensatory time/overtime offered to nonexempt employees.
b. The EAC will afford each employee an opportunity to meet with the EAC
privately regarding compensatory time/overtime without the Synod Executive
present, if desired.
4. Annual review of Synod Executive/Stated Clerk
a. The Synod Executive/Stated Clerk will receive an annual written review and
personal debrief of his/her job performance in March by the EAC.

47

47

b. The annual review will be based on input from the EAC, presbytery
executives and stated clerks within the Synod of South Atlantic, racial-ethnic
consultants of the Synod, Synod commissioners, members of the Synod PJC,
and Synod employees/contractors.
c. The evaluation tool will be developed and approved annually by the EAC at
its September meeting.
d. Based upon the results of the performance review, the EAC will recommend
for Synod approval, compensation for the Synod Executive/Stated Clerk in
the upcoming year’s budget.
5. Alleged violations of Sexual Misconduct Policy
a. Any alleged violation of the Synod Sexual Misconduct Policy by a member of
Synod staff, or by someone participating in a Synod-sponsored event will be
reported immediately to the EAC.
b. The EAC will follow the process outlined in the Sexual Misconduct Policy
paragraph titled, “Reporting Abuse.”
6. Alleged violations of Child Protection Policy
a. Any alleged violation of the Synod Child Protection Policy by a member of
Synod staff, or by someone participating in a Synod-sponsored event will be
reported immediately to the EAC.
b. Any such alleged violation will also be reported to civil authorities, within the
parameters outlined in the Synod Child Protection Policy paragraph titled,
“Responding to Allegations of Child Abuse.”
Approved October 6, 2017, Stated Meeting
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Synod of South Atlantic
Summary of Proposed Changes to the Manual of Operations
First reading was August 6, 2020
Proposals since first reading on in bold italics
Changes through the document






Several typos and grammar issues were corrected, editorial corrections made and
duplications removed.
Racial Ethnic Consultants changed to Consultants for Racial Ethnic Ministries
throughout the document
Struck out several references to Synod being involved in New Church Development.

Mission Statement for the Synod of South Atlantic


Amend by deleting the previous mission statement and inserting the Synod mission and
purpose adopted by the Synod in 2019.

Synod Meetings And Organization









Two (2) day meeting rather than a Thursday and Friday every spring, giving more
flexibility in scheduling the annual meeting.
Addition of how special meetings can be called.
Addition of notice about meetings. Changed written papers being available before
stated meeting from two (2) weeks (14 days) to 1 week (7 days), and addition of late
documents not requiring Synod action, allowed to be made available.
Electronic meetings: Added raising hands and polling as voting options, and that
participants are responsible for their own audio and internet connection.
Addition of Consultants for Racial Ethnic Ministries and PW Moderator as those whose
meeting attendance costs would be covered by the Synod.

Commissioners



Changing Synod Commissioner terms from four (4) years to two (2) years Explain
Clarifying that terms begin on January 1 on the year following election and immediately
upon election when filling a vacancy

Corresponding Members



Simplifying language about corresponding members
Expanding presbytery corresponding members from one cluster representative to up to
two (2) leadership staff members designated by each of the presbyteries.
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Synod Executive/Stated Clerk


Removed Synod Executive as voting member of EAC. Having voice only at Synod
meeting and ex‐officio with voice only for Synod committees and commissions.

Meeting Format


Removed specific committees named for Synod meetings.

Officers





Included Moderator‐elect and clarified about when terms begin.
Removed the specific four (4) year term for the Stated clerk to be “for a designated
term.”
Clarification about other clerks as may be elected by the synod.

Staff


Added the list of Synod Policies that apply to staff.

Synod Executive


Clarified that the Executive is an ex‐officio member of EAC with voice only.

Volunteer Treasurer


Clarifies the EACs role in the nomination of the volunteer treasurer.

Other Administrative Staff



Any staff; not just administrative.
Clarified reporting annual reviews to the EAC of other Synod staff.

Committees and Commissions









Synod already took action to move the grant funding applications from ARC to MSC, so
removed from ARC and added to MSC in manual of operations and clarifying the MSC
approves grant requests on behalf of Synod (Commission power).
Committee on Representation nominating of Committee chairs.
Budget and Finance Committee: Changed approval of any mid‐year changes from
Synod to EAC and added responsibilities for investments per Synod investment policy.
EAC ex‐officio members expanded to include the Synod’s Consultants for Racial Ethnic
Ministries and Synod PW moderator.
Clarify a quorum of the EAC is a majority of its voting membership.
o Clarify how often and when, with more flexibility, the EAC will meet including
removing requiring the EAC to meet the day before the Stated Meeting, and make
the timing of the EAC Stated Meeting planning meeting more flexible.
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Deleted “serve as executive body of the synod” since it is not defined about what that
means.
SPJC editorial clarifications and added a vice moderator and assistant clerk to be
elected.

Personnel Policies (Addendum A)




Calls for Ministers: clarify terms of call of ministers must be approved by the minister’s
Presbytery of membership.
Retirement: Clarified the name of The Benefits Plan of the Presbyterian Church (USA).

Finance and Investment Policy (Addendum B):


Inserted the already approved Investment Policy.
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Synod of South Atlantic
Commissioner Presbytery Rotation/2‐year terms
Commissioners may be re‐elected by their presbytery for up to six (6) consecutive years
Class of 2021, 2023, 2025 (Odd Years)
Central Florida
Charleston Atlantic
Cherokee
Flint River
New Harmony
Peace River
Savannah
Tampa Bay
Class of 2022, 2024, 2026 (Even Years)
Florida
Foothills
Greater Atlanta
Northeast Georgia
Providence
St. Augustine
Trinity
Tropical Florida
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Synod of South Atlantic
Commissioner List (by Classes)

Class of 2021
Central Florida
Cherokee
Florida
Foothills
Northeast Georgia
Providence
St. Augustine
Trinity

Carmelo Mercado
Elizabeth Lovell Milford
Brad Clayton
Beth Hoskins
Vacant
John Hallman
Jessi Higginbotham
Jason Hammersley

Mary Bell Streetman
Bill Byars
Don Mowat
Jimmy Cheeks
Helen Epps
Shirnetha Belk
Hansler Bealyer
Gloria Graham Boyd

Class of 2022
Florida
Foothills
Greater Atlanta
Northeast Georgia
Providence
St. Augustine
Trinity
Tropical Florida

Vacant
Vacant
Jeanne Simpson
Vacant
Vacant
Vacant
Vacant
Greg Rapier

Vacant
Vacant
Ken Whitehurst
Vacant
Vacant
Vacant
Vacant
Maria Sit

Class of 2023
Central Florida
Charleston Atlantic
Cherokee
Flint River
New Harmony
Peace River
Savannah
Tampa Bay

Vacant
Brian Henderson
Vacant
Don West
Ashley Cheek
Andy Casto‐Waters
Kathi Parchem
David Shelor

Vacant
Bobby Byrd
Vacant
Andy Moye
Jackie Rembert
Charmaine Ponkratz
Margaret Brooks
Janice Clarke
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