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Church Planting Manual 
 
Jesus said that His kingdom would be built on the principle of multiplication. Some will till, sow, plant and harvest.  
Jesus also said that the fields are ready for harvest.  We believe that Western Canada is one of those places. 

 
The British Colombia and Yukon Territory population is 
over 4.609 million people.  British Columbia is home to 
people of many different origins, cultural traditions, 
languages, ethnicities, and religions. B.C.'s aboriginal people 
are known as First Nations. There are 197 First Nations 
bands in the province, such as the Gitxsan, Haida, Nisga'a 
and Squamish.  The top 10 languages spoken are now 
(according to the 2001 Census): English, Chinese (including 
Cantonese and Mandarin), Punjabi, German, French, 
Tagalog, Spanish, Italian, Korean, and Dutch.  Each year, 
over 40,000 immigrants from around the world arrive in 
BC. 
 
Church multiplication is necessary for strategic kingdom 
multiplication.   I truly believe that God is stirring the hearts 
and imagination of Christians and church leaders to multiply 
existing churches, begin brand new churches, and from 
existing churches begin multi-campus and multi-sites. I’m 
excited to think that in towns, villages, reserves, and cities 
across this District many new churches and ministries will 
begin in the days ahead. 
 

 
This manual prepared by our District Church Planting Guiding Group, is intended to be a reference for 
district church multiplication.  This resource manual is assembled to help you work your way through 
the five phases of church planting.  It will include forms, work sheets or references to other resources 
as they relate to each of the phases and their respective steps.  The church is a living organism so it 
should follow the natural life cycle of all living things:  Conception, incubation, birth, growth and 
maturity, and reproduction. 
 
Join us in the journey.  Good Days Ahead…  
 
Dave Solmes, Assistant Superintendent 
BC & Yukon District, PAOC 
 

Revitalization/Replanting 
of Existing Churches 

Planting Brand New 
Churches 

Church Multi-Campus Church Multi-Site 

District Church Multiplication 
Host Culture │ International │ First Nation 
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The seed thought or visionary idea for a new church 

ACTION DESCRIPTION 
PROJECTED 

DATE TO 
COMPLETE 

DATE 
COMPLETED 

APPROVAL 
RECEIVED 

1. Church Planter’s 
Application Form 

Meeting with Director of Church 
Planting to discuss your vision for a 
new church.  First step is completing 
application form which then goes to 
the BCYD Church Planting Guiding 
Group for consideration. 

  BCYD CP 
Guiding 
Group 

☐ 

2. Church Planter 
Assessments 

Used to determine the applicant‘s 
suitability for church planting.  

  BCYD CP 
Guiding 
Group  

☐ 
 a. Birkman Leadership Style Inventory    

 b. Planter’s Assessment 
Survey PAS 

13 characteristics of Church Planter    

3. Feasibility Complete a feasibility study     

 a. Ministry Need What is the unique need and 
justification for a new church? 

   

 b. Community Profile - Demographic Study 
- Existing churches 
- Target group - Who is God calling 

you to? 
- Complete Profile Report 

   

 c. Local church 
cooperation 

Accompany the Dir of CP to assess 
and secure the cooperation of other 
PAOC churches in the area 

   

 d. The Core Group List the leaders already committed    

 e. Preliminary Budget  Show the  funding and resources 
available 

   

4. Partnerships     

 a. Church Connections What churches are willing to partner 
with/mother/sponsor this church 
plant? 

   

 b. Organizations  List the organizations that are willing 
to partner with/mother/sponsor this 
church plant? 

   

 c. Intercessors Enlist 50 or more intercessors     

 DLT APPROVAL The DLT gives APPROVAL IN 
PRINCIPLE allowing for the proposal 
to proceed to PHASE II: 
DEVELOPING A STRATEGIC PLAN 

  BCYD DLT

☐ 

Notes: 
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The seed thought or visionary idea for a new church  

 

Complete the Church Planter’s Application form for the BC & Yukon District.  (Appendix 1) The form asks you to 
supply some information about your experience and education, personal interests, background and family.  
We want to hear what God is saying to you; what God might be calling you to do. 
 
When completed, set up an appointment to meet with the District Director of Church Planting.  (This is the 
completion of Step One.) 
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This is the first of two assessments to try to determine the suitability of the church planting application for the 
rigorous task of church planting.  These assessments are arranged through the District Office.  What is the 
Birkman Assessment?  The following is taken from the Birkman webpage: 
 
What is the Birkman Method®? 
The Birkman Method® consists of a 298-question personality assessment and a series of related report sets that 
facilitate team building, executive coaching leadership development, career counseling and interpersonal conflict 
resolution. The Birkman Method® combines motivational, behavioral and interest evaluation into one single 
assessment, which provides a multi-dimensional and comprehensive analysis, thus reducing the need for multiple 
assessments. The questionnaire is delivered on-line and should take about 45 minutes to complete. It has been 
translated into 11 languages in addition to English. 
 
Delving Deeper  Through a combination of regression and factor analysis, The Birkman Method® identifies the 
respondent's everyday interpersonal style (usual behavior), and unlike most other popular assessments, gives 
unique insights into underlying motivations and needs.  Stress behaviors are identified when these needs are not 
met.  Knowing the underlying motivations and the consequences of unmet needs give the coach, consultant, 
counselor and organizational development professional an effective way to improve workplace performance and 
reduce conflict. 
 
In brief, The Birkman Method® includes the five following major perspectives: 
 
1. Usual Behavior:  an individual's effective behavioral style of dealing with relationships and tasks.   
 
2.  Underlying Needs:  an individual's expectations of how relationships and social situations should be 

governed in context of the relationship or situation.    
 
3.  Stress Behaviors:  an individual's ineffective style of dealing with relationships or tasks; behavior observed 

when underlying needs are not met.    
 
4.  Interests:  an individual's expressed preference for job titles based on the assumption of equal economic 

rewards.    
 
5.  Organizational Focus - the perspective in which an individual views problems and solutions relating to 

organizational goals. 
 
 
 
Date Completed:   
 
 
 
Date of Interview:   
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Not everyone is capable of successfully planting churches.  Many personal traits and characteristics along with 
spiritual gifts need to converge to form a church planting leadership matrix.  In the New Testament God assigned 
this role to the apostles.  A combination of gifts and character traits is required to meet the challenges of church 
planting. For this reason every prospective church planter is required to complete the PAS interview to determine 
their suitability. 
 
The PAS assessment involves an interview involving oneself, spouse and a two member interview team. It is 
thorough and takes about 4-5 hours. The interview is based on research conducted by Dr. Charles Ridley who 
identified thirteen profile characteristics common to all successful church planters.  By examining the church 
planter’s past experiences in thirteen areas the interview team rates on a scale of 1-5 the candidate’s suitability.  
Past behavior is the greatest predictor of future behavior is the premise behind the questions.  A summary report 
is provided by the assessment team to the District Director of Church Planting who will then review the results 
with the candidate.   
 
The following are the thirteen characteristics common to all church planters: 

x Visioning Capacity – the ability to visualize and project into the future. 

x Intrinsic Personal Motivation – the ability to be a self-starter. 

x Creating Ownership of Ministry – the ability to have people buy in and take ownership. 

x Reaching the Unchurched – an ability to positively relate to and influence the unchurched. 

x Spousal Cooperation – the extent to which husband and life relate in ministry and life. 

x Relationship Building – the extent to which one engages others and gains understanding. 

x Commitment to Church Growth – the extent to which one embraces church growth. 

x Responsiveness to the Community – the ability to assess and respond to community needs. 

x Utilizes the Giftedness of Others – the ability to equip and release others for ministry. 

x Flexibility and adaptability – the ability to adjust and change to volatile environments. 

x Building Group Cohesiveness – the ability to embrace diversity and create unity. 

x Resilience – the ability to stay the course in the face of disappointments and adversity. 

x Exercising Faith – the spiritual ability to trust God to do great and wondrous things. 
 
 
 
Date Completed:   
 
 
Date of Review:   
 
  



�
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Step 3:  Feasibility Study 
 

 
A.  Ministry Needs 

B.  Community Profile (Including Report) 

C.  Local Church Cooperation 

D.  Identify Your Leadership Group 

E.  Preliminary Budget 
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Church planting requires lots of prayer, effort and money and should be done for the right reasons.  
This worksheet is designed to help identify those reasons and justify the costs in terms of human and material 
resources.  Here a few questions to help you determine the need and rationale for wanting to start a new church.   
 

List several reasons why this new church is needed here (why are you compelled to plant here?) 
 
1.   

  

 

2.   

  

 

3.   

  

 

4.   

  

 

5.   

  

 

 

Identify any other considerations coming into play in this new church. 
 
1.   

  

 

2.   

  

 

3.   
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It is important to define your target community and research who is living in it.  What are the components that 
make up the local culture?  Missional thinking requires us to thoroughly know the community so that appropriate 
strategies can be devised to reach it. Everything about the new church, its music, outreach, ministries, staffing, etc. 
need to be appropriate to the community it seeks to reach.  Your research will make you aware of key issues in 
your community. 
 

 
The basis for most current demographic studies in Canada is the Government of Canada Census (2006).  
http://www12.statcan.ca/census-recensement/2006/dp-pd/prof/92-591/index.cfm?Lang=E.  It is the basis for 
BC Stats from the Provincial Government.  Invaluable information about specific communities is on their web 
page at http://www.bcstats.gov.bc.ca/data/cen06/profiles/detailed/choose.asp.  BC locations, regions and 
profiles are listed alphabetically.  This is a first stop in obtaining insights into the makeup of the community to 
which God is calling you. 
 
Another source of information is provided online by Outreach Canada.  (Refer to www.outreach.ca pp. 17-30 
in the Church Planting Manual free download).  For a few dollars (well spent) Outreach Canada will give you a 
Community Profile, a Research Guide as well as a Thematic Mapping specific to your location.  Check out 
their website for samples.  This material is very thorough and extremely helpful.  Other sources of 
information are obtainable from newspapers, libraries, city halls, business leaders, and government websites. 
 
x Gather information on age, ethnicity, language spoken in the home, percent involved in church. 

x List the major problems and issues facing people in this community.  What is breaking hearts and causing 
tears in this area?  What are the causes of frustration, discouragement, etc? 

x What do the people really like?  How do they spend their free time?  What are the positives about this 
community? 

x Spend time with people getting to know the flavor of the community.  Conduct surveys, hold focus 
groups and interview people to gain a better understanding of the spiritual climate and needs. 

x Write a report of your findings and attach it with these worksheets.  You can use it later when you 
are developing your strategic plan.   

 

 
This information is part of the demographical study and is of special importance.  From this information a 
decision can be made of whether the area is “under churched”. 
 
x Number of PAOC churches within a 25 minute commute:  __________ 

x Number of evangelical churches within a 25 minute commute:  __________ 

x Number of mainline churches within a 25 minute commute:  __________ 

x How many of these churches have been planted within the last five years?  __________  

x Existing churches under 100?  ________   Over 100?  ________    Over 500?  ________ 

x Population/church (all) ratio (Population __________ / churches __________ = __________).  
 This will tell us how many people per church. 

x Population/evangelical church ratio (Population __________ / churches __________ = __________)  
 This will tell us how many people per evangelical church 

x Population/Pentecostal church ratio (Population __________ / churches __________ = __________)  
 This will tell us how many people per Pentecostal church 

http://www12.statcan.ca/census-recensement/2006/dp-pd/prof/92-591/index.cfm?Lang=E
http://www.bcstats.gov.bc.ca/data/cen06/profiles/detailed/choose.asp
http://www.outreach.ca/
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3. Target Group 

 
This is the specific group God is calling you to reach.  Who is it?  Do you have a primary age group, 
generational group, ethnic group, socio-economic group, tribe, etc. you feel called to reach? 
 
1. List your specific target group:    

2. List characteristics of this particular group: 

a.    

b.    

c.    

d.    

e.    

3. List reasons you believe God is calling you to this particular group (profile): 

a.    

b.    

c.     

d.    

e.    
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With the research in hand about any churches in the area where you are considering planting, The Director of 
Church Planting will work with you to complete this next step.  You will contact the existing churches in your area 
about your church proposal; it may be more helpful for the Director to make initial contact with any PAOC 
churches.  It is important for the sake of unity to have the cooperation, support and even partnership of the other 
churches.  In general, some pastors may feel threatened by the prospect of a new church in their community or, 
more specifically if they are PAOC, they may question sending their tithes and support to the District only to have 
another PAOC church come into their region.  There are questions, such as: Will any of the members be released 
by the existing church to help (for a season)?  Will there be any financial support?  Any joint efforts?  It is hoped 
that a spirit of cooperation and support will arise in order to bless you and the new work. 
 
1. Active Area Churches:  

From the research in the community profile, list the active churches in the area (indicate any PAOC): 
 
- 
 
- 
 
- 
 
- 
 
- 
 
- 
 

Note your observations/sense of the spiritual climate in the area: 

 

 

 

 

2.  Note concerns or unresolved issues that require further work: 
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At this initial stage it is important to talk to others about joining you in the task of planting a new church.  As you 
share your dream and vision, others will express interest in helping you.  You will need some leaders in these early 
days to work with you and commit themselves to joining you to plant the church.  Others will join later. 
 
List those leaders who already have committed themselves to helping.  Give their name, address and phone 
number and area of help. 
 

Name Address Phone Area of help 
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At this early stage some assessment of the funding of this church is needed.  What are the sources of support?  
How will the church be funded?  Will the work require a bi-vocational pastor?  Complete as much of the 
preliminary budget worksheet as you can.  A more detailed budget will follow later; a sample budget is included in 
the Appendix. 
 
12 MONTH INCOME PROJECTIONS 

Tithes and Offerings    

Support from other churches    

Support from partnerships    

Other income    

TOTAL    
 
12 MONTH EXPENSE PROJECTIONS 

1. Monthly Operational Expenses 

District Tithe    

Missions    

    Salaries (Including Church Portion)    

Car Allowance    

Benefits    

   Facility Cost    

Utilities    

Marketing    

Ministry expenses    

Office/Admin expenses    

Bookkeeping    

Other    

 
2. Startup Expenses 

Public Launch    

Equipment Purchases    

Lease-hold Improvements    

Other    

TOTAL    
   

SURPLUS (DEFICIT)    
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A.  Church Connections 

B.  Organizations 

C.  Intercessors 

D.  Phase One: Completion (District Leadership Team Approval) 
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Someone said, “Denominations do not plant churches, churches do”.  The BC and Yukon District mission 
statement is that it “exists to strengthen and extend the ministry of the local church”.  Coming along side you, the 
District is attempting to help the local church fulfill a missional objective of involving itself in some way in church 
planting.  A positive and supportive role with a few other churches greatly enhances the success of planting a 
church.  There are various types of relationships a new church plant can have with other congregations.  
These partnerships in the gospel are sought and encouraged.  Most successful church plants are started and 
established through a network of support. 
 
1. Identify your model.  If you have a “mother church” note it here:    
 
2. List churches willing to assist; indicate how they will assist: (pray/financial support/people): 

 
a.    

b.    

c.    

d.    

e.    

f.    

 
3.   List churches you have not approached but would consider approaching for help. 

a.    

b.    

c.    

d.    

e.    
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Building a network of support can reach beyond relationships with existing churches.  It can extend to other 
organizations.  As you share your dreams and vision with others there may be some who express and interest in 
partnering with you. Is there another church planting organization willing to help?  Are there businesses that could 
provide start-up resources?  They could help with the sound system, office supplies, computers, coffee machines 
or advertising.  Sometimes they just need to be asked. 
 
1. List other organizations willing to partner with you or help you: 

a.    

b.    

c.    

d.    

e.    
 
2. List organizations you have not yet approached but you could: 

a.    

b.    

c.    

d.    

e.    
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Jesus said, “I will build my church”.  This is the basis of prayer for church planting.  Every church planting venture 
must be saturated with prayer for it is a creative work of Jesus.  A new church is a new spiritual creation requiring 
the blessing of God.  It is important to enlist a large number of people to commit themselves to pray for the new 
church plant.  It seems as if everything about a new church requires lots of prayer: approvals, leaders, support, 
facilities, acceptance, converts, breakthroughs, protection etc.  This worksheet challenges you to list 50 
intercessors, people who will commit to regularly pray for the church plant. 
 
Use another sheet to compile the list of people you will approach to commit to pray for you.   
 
Now that you have your list of intercessors some thought needs to be given to how they will be notified of needs 
and prayer requests.  For those who have email a “global group” can be created and communication sent out easily 
and quickly.  For those without email they can be phoned.  A few people enlisted to do the phoning will help with 
the task. 
 
 
 
 
 
 
 
 
 
 

 
When you have completed all the worksheets comprising STEP 2 submit to the District Director of Church 
Planting.  Attach the report that you compiled from your discernment and discovery work in the Community 
Profile section.  This could be in point form or essay form – what we are looking for is the diligence that you have 
prayerfully engaged the area that you are feeling led to and are demonstrating the passion of calling to serve them. 
 
You may be asked to make some changes or do some more work in particular areas. Your feasibility study will 
require DLT approval before proceeding to Phase Two, Step 5. 
 
 
 
 
Date Submitted:  ________________________________ 
 
 
Date Approved by DLT:  _________________________ 
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Developing and Implementing the Strategic Plan 

ACTION DESCRIPTION 
PROJECTED 

DATE TO 
COMPLETE 

DATE 
COMPLETED 

APPROVAL 
RECEIVED/ 

ASSIGNMENTS 

5. Developing the 
Strategic Plan 

Complete the Strategic Plan.       

 a. Foundational 
Relationships 
1. Task Force 

Council  
2. Coach 
3. CP Cluster  

i. Select the team members that 
have the required skills and gifts 
to translate the vision into a 
workable action plan. 

ii.  Select Coach to assist in the initial 
planting process. 

iii. Join the BCYD Church Planter’s 
Cluster Group. 

   

 b. Model/Method Identify the church planting method 
or model: this will significantly inform 
your process with the PAOC, 
Government Agencies and 
Administrative structure. 

   

 c. Registration i. Constitution and By-laws:  Select 
and complete Local Church 
Constitution (LCC) that fits the 
context (Forms are available on 
the BCYD website or from the 
District Office).    

ii.  PAOC Affiliation:  
a. Select the name of the church 

(after researching availability). 
b. With completed LCC in hand, 

complete and submit the 
PAOC Affiliation documents 
with the District Secretary 
Treasurer.  Given the DLT 
approval for the plant, approval 
will usually be within 30 days. 
(forms in Appendix). 

iii.  Charitable Registration: With 
LCC and Affiliation in hand, begin 
process of applying for Charitable 
Status with Canadian 
Government (expect 8 to 12 
months). 
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ACTION DESCRIPTION 
PROJECTED 

DATE TO 
COMPLETE 

DATE 
COMPLETED 

APPROVAL 
RECEIVED/ 

ASSIGNMENTS 

 d. Establish 
Administrative System 

i.  Bookkeeping System:  Either 
contract with the BCYD 
(recommended) or develop an 
internal bookkeeping process 
(see Appendix for recommend 
software - PowerChurch). 

ii.  Develop Budget (see Appendix 
for categories and examples) and 
Financial Stewardship Plan for 
year 1.  The budget should 
address both anticipated regular 
operational expenses AND 
one-time startup costs 
(equipment, lease-hold 
improvements, etc). 

iii.  Determine signing authority and 
spending approvals/controls. 

iii.  Develop Chart of Accounts (see 
Appendix for example). 

iv.  Open Bank Account. 
v.   Acquire Business Number/Payroll 

Number; with this in hand, 
acquire GST Number. 

vi.   Initial Policy Statements – Plan to 
Protect workers with children. 

vii:  Church insurance: 
- contents - Directors’ liability  
- liability - petty cash policy 

   

 e. Timeline Set i. Identify the critical milestones for 
the first three years, including 
preparation for the launch and 
the launch date itself 

ii. Schedule all the required action 
plans to fulfill the strategic plan 
and assign who is responsible and 
date for completion 

   

 f. Ministry Plan i.  Vision Clarification – unique 
calling 

ii.  Core Values – priorities, basic 
convictions 

iii. Mission statement – focus, needs 
& strategy 

iv.  Determine initial ministries and 
services: 
-   NOTE that it is critical to 

begin with establishing the 
prayer ministry team who will 
commit to pray personally for 
the planting pastor/family, Task 
Force and Core Team.   
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ACTION DESCRIPTION 
PROJECTED 

DATE TO 
COMPLETE 

DATE 
COMPLETED 

APPROVAL 
RECEIVED/ 

ASSIGNMENTS 
-  Prioritize initial ministry areas, 

such as, evangelism and 
outreach, small groups, adults, 
youth, children etc.  

- NOTE that it is critical that 
each ministry area be aligned to 
the vision of the church (for 
example, how does small group 
ministry and children’s ministry 
fit with the preaching and 
ministry direction?) 

v.  Strategic plan for assimilation and 
making disciples: 
- Attracting/inviting guests 
-  Discipling pre and new 

Christians 
-  Developing new and maturing 

leaders 
vi.  Style/Culture: Determine the 

unique identity of the church 
regarding such issues as worship, 
music, preaching, dress, outreach 
etc. 

 g. Leadership Team -  List the leaders who have already 
committed themselves and their 
area(s) of responsibility. 

-  Recruit remaining team leaders. 
Review the gift mix of the 
leadership team. 

-  Implement Teams/Staff Covenant 

   

 h. Core Group -  List the existing members of the 
core group (the larger group who 
are walking with you to plant this 
church.)  

-  Develop a plan for prayerfully and 
intentionally expanding this group 

   

 i. Facilities and 
Equipment 

-  Determine location, facilities and 
equipment needed to begin 

   

 j. Marketing/Promotion -  Develop a strategic plan for 
letting the community know you 
a launching a new church and 
how you will keep them informed 
afterwards 

   

Notes: 
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In the following pages there are several worksheets to help you develop a strategic plan.  The purpose of a 
strategic plan is to assist the church planting leadership to set priorities and allocate resources in the fulfillment of 
its vision.  It is like a road map that will lead you from where you are now to where you want to be at a certain 
time in the future. The strategic plan identifies the core values, direction and goals for the new church. In some 
ways a strategic plan is never complete because both the new church and the community in which it will be 
located are always changing.  For this reason the strategic plan needs to be flexible. 
 
 

 
A. FOUNDATIONAL RELATIONSHIPS 

1. TASK FORCE COUNCIL 
2. COACH 
3. PAOC CHURCH PLANTING CLUSTER GROUP 

B.  MODEL/METHOD 

C.  REGISTRATION 

D. ESTABLISH ADMINISTRATIVE SYSTEM 

E. MINISTRY PLAN 

G. CORE GROUP 

H. FACILITIES AND EQUIPMENT 

I.  MARKETING/PROMOTION 
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1.  Task Force Council 

 
Depending on the model of the church (see topic 2, “Model” below), it is quite likely that you will need to 
have a management team around you as you begin to plant the church.  Few church planters have these 
people at hand; the Task Force model was developed in order to include experienced and godly leaders from 
outside your Core Group to be temporary Board Members.  We highly recommend that new planters begin 
with a Task Force and select the Pastor’s Council version of the Local Church Consultation (see topic 3, 
“Registration” below.) 
 
Having key people involved this early in the church planting process will not only distribute some of the work 
load but will provide your plan with greater perspective and balance.  The Task Force members will also help 
communicate the vision and mission of the church and assist with the implementation of the plan.  (See the 
Appendix for a more detailed description of the Task Force Council.) 
 
Complete the chart below to identify and assess those at hand who might be initial members of your Task 
Force.    
 

Name Gifts Strengths Relationship With You 

    

    

    

    

    

    

 
2.  Coach 

 
Coaching and mentoring is essential.  Most church planters have never planted a church before.  There is 
much wisdom and guidance an experienced church planter can provide to others who are just starting out.  
One does not really know all that is involved in the demands of starting a new church until afterwards.  The 
Church Planting Director will assist you in selecting a Coach. This person will not only provide you with the 
practical counsel but will give you moral and spiritual support and encouragement.   
 
1. Name of primary Coach:    

2.  List what help you would want this person to provide: 

  

  

  
 
3. BCYD Church Planting Cluster 

 
The CP Director will assist you to connect with the cluster (a Spiritual Learning Community) meeting 
specifically organized to support church planters.  It is a core value for our District that every credential 
holder is in a Spiritual Learning Community. 
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There are several methods or models used to plant new churches.  In a general way they are either church 
sponsored or entrepreneurial.  This worksheet will help you identify the type of church plant yours will be.  Will it 
have a parent church that will sponsor it and help with people, resources, and guidance?  Will your new church 
come into existence without the sponsorship of a mother church and rely more upon the (apostolic) pioneering 
spirit of one or more key individuals?   
 
There are many different ways to differentiate between these two basic approaches to planting churches.  
Please mark the model that comes closest to what you envisage doing. 
 

3 Type Description 

 Mother church An existing church provides the initial leadership and resources and may 
select/develop the church planter from within. 

 Multi-campus An existing church opens in a new location, usually with the preaching and 
leadership from the main church. 

 Multi-congregation An existing church starts a new congregation – one church group with more 
than one location, each led by a preaching pastor. 

 Re-launch An existing church provides leadership and resources to help re-start a 
struggling church. 

 Organizational An organization may provide the impetus, planting pastor and resources. 

 Entrepreneurial A planter moves into a new location to start a new church from scratch.  The 
planter usually has little connection with the target area; may or may not have a 
team to accompany them. 

 
 
Describe the rationale for your choice or, if you are not sure, discuss your thinking: 
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i. Constitution and By-laws:  Select and complete Local Church Constitution (LCC) that fits the context (Forms 

are available on the BCYD website or from the District Office).   In summary, there are two types of LCC to 
choose from (Standard LCC or Pastor’s Council LCC); each of these has two formats (Standard or formatted 
for Society Registration): 

a. Regardless of using elected or appointed Board, if intending to become a Society (either presently or 
in the future) use the version formatted for this.  If not use the standard PAOC format. 

b. If desiring the elected Board, use the standard LCC; if desiring an appointed Board use the Pastor’s 
Council LCC.  

 
ii.  PAOC Affiliation:  

a. Select the name of the church (after researching availability) 

b. With completed LCC in hand, complete and submit the PAOC Affiliation documents with the District 
Secretary Treasurer.  Given the DLT approval for the plant, approval will usually be within 30 days. 
(Forms in Appendix)  

 
iii.  Charitable Registration: With LCC and Affiliation in hand, begin process of applying for Charitable Status with 

Canadian Government.  (Expect 8 to 12 months.) 
 
 

 
 
i.  Bookkeeping System:  Either contract with the BCYD (recommended) or develop an internal bookkeeping 

process (see Appendix for recommend software) 

ii.  Develop Budget (see Appendix for categories and examples) and Financial Stewardship Plan for the initial year.  
The budget should address both anticipated regular operational expenses AND one-time startup costs 
(equipment, lease-hold improvements, etc) 

iii.  Determine signing authority and spending approvals/controls 

iii.  Develop Chart of Accounts (see Appendix for example) 

iv.  Open Bank Account: We recommend you choosing a charter bank. 

v.   Acquire Business Number/Payroll Number; with this in hand, acquire GST Number 

vi.   Initial Policy and Procedure Statements: 

Policy statements tend to arise reactively rather than proactively.  What we mean by this is that often policies 
seem to arise reactively in order to make sure that something doesn’t happen again instead of proactively 
describing the preferred way for something to happen.  With this in mind, we recommend that the church 
planting Task Force Council seek out sample policy guidelines from the District Office or partner churches.  
Borrowing and adopting policies and procedures from another church will save an enormous amount of time 
and will fast forward some of the safeguards that a young church needs to have in place immediately (such as 
Plan to Protect – the preferred policies for ministry with children.)   

 
 

 
 
i.  Identify the critical milestones for the first three years, including preparation for the launch and the launch 

date itself. 

ii.  Schedule all the required action plans to fulfill the strategic plan and assign who is responsible and date for 
completion. 
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How do you want to be known in the community?  The Ministry Plan should take into account things you have 
already determined, such as, Ministry Need, Community Profile and Style.  This is the time to go back to these 
worksheets and see what is the unique need and Spirit-led justification for a new church. The Ministry Plan should 
also reflect your “Target Group,” that specific group of people God is calling you to reach. Your identity will 
emerge as you find answers to these questions. Several action steps outlined below are designed to help you 
develop a Ministry Plan.  
 
i.  Vision Clarification 

 
Someone said, “Vision is an image of the future we seek to create.” A church’s identity is enhanced by offering 
a clear picture of what it will look like in next 3-5 years.  To the extent this picture of the church’s future is 
attractive it will inspire participation and release funds for its support.  The value of a vision that motivates 
others to join the team and sacrifice to make it come about is immense. This is the power of vision.  Seek 
clarification and confirmation of the vision from the core group and others.  If it works to inspire them it most 
likely will energize others. 
 
Vision is something that can be reduced to a slogan or enlarged to develop a sermon series.  Tailor the vision 
statements to the form of communication in which it is used.  Try reducing it to just one sentence or a slogan.  
Then it can fit on a business card.  For a web page or a brochure expand it to a few sentences or a short 
paragraph.  To use it as a working document for developing ministries fill out a page or more.  State the vision 
often.  
 
Vision statements are written for the leaders and members of the church as well as those outside the church 
or its future prospects. There are several components that you should consider incorporating in the Vision 
Statement.  Consider including the primary focus, target group, future goal, major characteristics and the need 
for the new church plant.  In the space below write a short paragraph trying to incorporate these elements. 
 
Another way of looking at your vision statement is to view it as the specific assignment God has given you for 
the place where you are planting the church.  Who is God calling you to reach?   
The Vision Statement if done right is valuable for developing the rest of the Ministry Plan.  All the 
programming, budgeting, and marketing should reflect the purpose of this new church.  This becomes the focal 
point in future decision making as all decisions should be measured against the vision of the church.  Things 
that are outside of the vision or antithetical to it should not be pursued. 
 

Sample Vision Statements 
 

“UTown Church is a Christian community called to be(come) the people of God, and to serve  
faithfully as participants in the mission of God for the healing and renewal of all things in creation.”   

UTown Church, UBC Campus 
 

“CLCC exists to engage unbelieving, unconvinced people with the message of Jesus, grow  
them into disciples and send them out into the world.”  Christian Life Community Church, Abbotsford 

 
“For First Avenue to be a Spirit-Empowered, 21st century church that impacts Chilliwack  

and the world beyond with the gospel of Jesus Christ.”  First Avenue Christian assembly, Chilliwack 
 
In the space below write out your vision statement: 
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Vision Slogan 
 
Try now reducing this paragraph to one simple sentence.  The value in this is that it is easier to remember and 
can be placed on letterheads, business cards, and other literature.   

  

Sample Slogans 
 

“Being transformed by Christ, Bringing transformation to our city”   Point Grey Community Church 
 

“Live your ‘greatest’ life: Loving God, Loving People, Reaching the World” 
Christian Life Community Church, Abbotsford 

 
Write a slogan or a simple sentence expressing your church’s vision in the space below. 

  

  

 
ii. Core Values 

 
Core values reflect biblical and theological convictions that shape the actions and the development of the new 
church.  They resonate with the identity of the church making them unique to your calling and context.  What 
is your church passionate about? What are the things that matter above all else?  Answering these questions 
will help you begin to list your basic convictions. These are the set of priorities that will influence decisions 
and directions.  You might want to brainstorm with your strategic planning committee and just begin listing 
the values that matter most.  In your church what are the underlying, bedrock priorities?  These can relate, for 
example, to the unchurched, worship, the Word, mission, discipleship, lay ministry and so forth.   
 
With help from your Core Team, brainstorm and then select the values that you all agree are central to 
explain “who you are” as a church. 
 
Core Values: 

1.   

  
 

2.   

  
 

3.   

  
 

4.   

  
 

5.   

  
 
As you go along these may need further refinement and clarification but you can begin using these in your 
literature, web page, informational materials and with new contacts.  These are valuable convictions to share 
with prospects and people who are interested in your church. If you already have a core group of people in 
the church plant you might want to discuss these core values with them for their feedback and to share your 
heart with them. 
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iii.  Mission Statement 

There is a significant difference between vision and mission but there is also considerable confusion.  For our 
purposes vision concerns the future and relates to what the church desires to become. Vision describes what 
the church will eventually look like if it successfully achieves its mission.  Mission is a statement about what the 
church is all about. A mission statement explains what the organization does, for whom it does it and 
describes the benefit of its existence. A mission statement answers three key questions:  

x What do we do?  

x For whom do we do it?  

x What is the benefit? 
 
Mission, therefore, focuses on action, what the church does today in contrast to the future. It seeks to answer 
the question, “What would happen if we did not start this church”? What difference are we intending to make 
in this community? Vision is bigger than mission and should determine the actions necessary to achieving it. 
Mission is the road map for getting to the future destination, the vision of the church.  Another way of 
differentiating the two is to understand mission as relating the church’s vision to the community by stating 
what it offers the people to whom God has called you.  The latter is the missional aspect of the church living 
out God’s mission in the community.  
 

Sample Mission Statements 
Peace Chapel is a body of Pentecostal believers whose purpose is to worship God as we evangelize the world, 
and provide a place of fellowship to equip the believer for service to God and man.  Peace Chapel Assembly of 
God, Alabama 
 
"To introduce people to Jesus Christ, to help them grow to be more like him, and then to reproduce the 
process in others." New Hope Christian Church, Honolulu. 
“First Avenue exists to passionately discover, declare, and demonstrate the heart of God.” First Avenue 
Christian Assembly, Chilliwack 

 
Mission Statement 

In the space below write out your Mission Statement: 

  

  

  

  

  

 
iv. Develop Plans for Ministry Areas 

 
These worksheets express a logical sequence that begins with the vision of what the future of the new church 
will look like in three to five years. Then the sequence moves to the core values that determine the shape and 
development of the church.  Mission relates to what the church will do and offer the community. The Ministry 
Plan document outlines and identifies the ministries by which the new church will reach, assimilate and disciple 
the group of people to which God has called you.  What are the major ministries in which your church will 
engage to reach and disciple your target group?   
 
Please keep in mind that a new church with limited resources is unable and not advised to offer all the 
ministries of larger and more established churches.  Due to limited human and financial resources a new 
church plant must prioritize the ministries offered and the order in which they will be introduced.  The target 
group will influence the ministries of the church.    
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There are several questions that need to be asked of each ministry: 

x What is the specific objective of this ministry? 

x Is there sufficient leadership for this ministry at this time? 

x Are there sufficient resources in terms of funding, facilities and personnel? 

x What value does this ministry add to the community? 

x Is this ministry in keeping with the vision and mission of the church? 

x How will its effectiveness be evaluated? 
 
Here are some examples of ministries for you to consider.  Some you will want to have up and ready for your 
launch while others you may want to add as the church develops or needed leaders and resources become 
available.  Fill out a copy of the chart below for each ministry contemplated.  

 
 

__________________________________ 
NAME OF MINISTRY 

 
 
Ministry Leader’s Name: ______________________ Reports to: ________________________ 
 
Ministry Objective: 

  

  

  

  
 
 
Leadership Available (List)  Leaders Gifts and Abilities 

     

     

     

     

 
Leadership Needed  Leaders Gifts and Abilities 

     

     

     

     

 
 
Available Funding $  Funding Needed $  
 
 
Facilities:  Where will this ministry occur?     
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v.  Strategic Plan for Assimilation  
Do not wait until after you have started to consider how you will welcome, disciple and involve new people.  
This tends to be a process or a forward flow of finding, developing and releasing people into ministry.  
Develop a plan for each of these steps in the process of assimilation: 
 
1. Attracting/inviting guests 
 
 
 
 
 
 
2. Discipling pre-Christians and new Christians 
 
 
 
 
 
 
3. Developing new leaders and mature leaders 
 
 
 
 
 
 
 

vi.  Style/Culture 
 
Style is the church’s ethos referring to the anticipated atmosphere in the new church. What will this new 
church feel like when people attend?  It is important to define this in terms of suitability to the target group.  
What is the ideal spiritual environment for the people group God is calling you to reach? Can you describe 
how it will feel to people to experience  God in your church?  Ethos will guide you when you consider your 
strategic plan for making an impact on the community you feel called to reach.  Carefully thought out styles 
for worship, preaching, outreach etc., designed with a missional focus will determine by and large who decides 
to stay or even attend the church. 
 
Describe your churches style in the following areas.  There are, of course, other areas to think about. You can 
use the back of this page or include additional pages.  It is these things that will give your church its unique 
identity. 
 
1. Worship (Liturgical, charismatic, free flowing, length etc.) 

  

  

2. Preaching (expository, topical, heart oriented, cerebral etc.)  

  

  

 
3. Pentecostal (Gifts allowed, restricted, experiential, Spirit-led etc.) 
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4. Outreach (programmatic, individualistic, cross-cultural, events etc.) 

  

  

5. Music (bands, choirs, instruments, special music, percent of a service, etc.) 

  

  

6. Attitudes (social issues, sexual orientation, marriage, substance abuse, drinking etc.) 

  

  

7. Small groups (cell based, optional, etc.) 

  

  

 
 

 
 
1.  List the leaders that are committed to work with you: 
 

Name Role Gifts/Abilities 

   

   

   

   

   

   

   

   

   

 
 
2.  What leadership roles do you need to recruit for?   

 
Review the gift mix of the team and identify what you are missing.  There are many ways to look at what gifts 
are present in the team and which are absent.  In the New Testament Paul’s Church Planting Team for his 
second missionary journey consisted of himself, Silas, Timothy and Luke.  There gift mix is interesting.  Paul 
was the apostle, Silas the prophet, Timothy the most culturally relevant and a teacher and Luke the dispenser 
of humanitarian ministry as physician. Timothy was a Greek and could help the Jewish team members cross 
cultural barriers as they ministered primarily to Greek speaking people.  You can use your Birkman results to 
show what your leadership style is and see who on your team will complement you.  There are the “spiritual 
gifts” of the New Testament.  There is also the DISC personality portraits. 
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Examine you current leaders chart above and note the gifts your team has.  What is missing?  You can use the 
21 or so “spiritual gifts” of the New Testament, DISC, Birkman etc. to identify what leaders are needed to 
round out the leadership team.     
 
Who is the leader?    

Who is the main communicator?     

Who is the primary implementer?     

Who is the visionary, idea person?     

Who functions most like an apostle?    

Who is most functions most like a prophet?    

Who is the evangelist?    

Who has the strongest teaching gift?    

Who has the most developed pastoral gifting?    

Who    

Who    

Who    
  
As the church grows, and as leaders are developed, the goal of the church is to replace the external Task 
Force Council Members with individuals who are committed members of the church.  

 
 

 
Evangelism and developing the core group are primary activities in order to move the church plant forward. It is 
important to identify the members of your core group and to have strategies for building this group.  If this is 
happening the growth of the work has already begun and should continue after the launch.   
 
1. Core Team Members 

 
List below the members who make up your core group (Use the back if more space is needed) 

 
Name Phone Email 
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2.  Adding to the Core Group 
 
It is good to develop working strategies for building up and adding to the core group.  The growth that 
happens at this early stage will give momentum to later stages.  There are many ways church plants have 
added to their core group.  Some of these are simply personal networking but there can also be 
telemarketing, informational meetings, parties, events, mail, advertising, joining community groups, and preview 
events. You can also develop an early ministry that will bring you into relationship with others and provide 
some of your first contacts. Some have used door to door invitations, lecture series, helping people in need 
etc.  Usually, no one strategy is sufficient and many church plants will have several strategies.  In the space 
provided list or identify how you plan to add to your core group: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
1.   Location and facilities 

 
The three priorities of real estate are: location, location and location.  Seriously, location matters.  We 
recommend that church planters take the time to pray and plan for an optimal location to be found.  
Sometimes a young church will need to relocate more than once until that place can be secured, but if there is 
a fundamental sense of place to be praying for, our biblical conviction and our experience is this: the Lord is 
faithful and is good at providing even miraculous solutions.   
 
Do you rent or do you cast vision to purchase a meeting place?  If you rent or lease, how much money should 
you spend on lease-hold improvements?  God has many ways of gathering people for worship – consider the 
OT tabernacle or the temple – the underground church or the mighty cathedral.  We suggest that you and 
our core team take the time to develop your philosophy of ministry when it comes to facilities. 
 
Having said that, you will be wise to think ahead about what sort of facility you need both now and as the 
ministry grows.  When it comes to considering the main worship service, don’t just think about the preaching 
space, keep in mind the demographic group that you anticipate working with.  Depending on where you are, 
some questions arise such as: is there easy bus access?  Is parking at hand?  Is the building wheel-chair 
accessible?  Are there enough bathrooms?  Is there safe and clean rooms for children’s ministry?  Can food be 
cooked in the facility?  Are the neighbours agreeable to loud music? Is there secure and handy space for 
storing music/Sunday school equipment?  
 
Wherever you end up meeting, we strongly recommend that you have a signed rental/lease agreement that 
clearly stipulates the conditions of use and the rights you have as a renter.   
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2.   Equipment 
 
There is no end to the list of equipment that one could have to start a church.  We recommend that planters 
think along the lines of phases or stages.  Similar to becoming a parent for the first time, you do not need to 
have everything all at once.  But you do need the basics.  Think through what this means for your church plant 
according to these essential categories: 
 
a. Music/sound equipment: 

x   

x   

x   

x   

x   

x  
 

b. Children’s ministry equipment and supplies/curriculum 

x  

x   

x   

x   

x   

x  
 
c. Office/technical support equipment 

x  

x   

x   

x   

x   

x  
 
d. Other: 

x  

x   

x   

x   

x   

x  
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Begin the process of designing the marking plan (the communication plan that will let people know about your 
emerging church plant.)  If money were no object, there would be no end to the money that could be spent 
promoting a new church plant.  That said, you do need to “get the news out” that you are starting a new 
ministry.  The strategic question is about both stewardship (how much to spend) and impact (where best to 
spend it.)  Our experience is that most people will come to your new church because they are invited.  Then, 
most people will find your new work because of your website.  While your website does not have to be 
world class, it does need to be appealing, provide basic information and it must be updated often.   
 
Beyond the website, you will want to have some small and attractive postcard sized invitation cards that you 
can give to your core team and then your growing church to pass along to their friends.  The card should 
communicate in words, pictures and graphics the culture of your church and the sort of values that you are 
cultivating.  It should clearly indicate the place and time of any meeting as well as the address of the website. 
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Includes the period of time prior to and immediately after the launch 

ACTION DESCRIPTION 
PROJECTED 

DATE TO 
COMPLETE 

DATE 
COMPLETED NOTES 

6. Pre-Launch Preparation This is an important time to make 
adequate preparations for the Public 
Launch.   

   

 a. Spiritual preparation Inform intercessors of launch plan, hold 
special prayer meetings and other 
churches to pray. 

   

 b. Obtain critical mass Adjust launch date if necessary to 
ensure there is momentum:  
x “Test the waters” with exploratory 

events. 
x Begin trial services in the facility 

before the launch. 
x Have a “soft launch” to test drive 

and then adjust the systems and 
ministry before advertising and 
holding a larger public “ribbon 
cutting” grand opening event. 

   

 c. Marketing Plan Implement marketing plan according to 
key dates and messages decided. 

   

 d. Equipment Purchase, rent or borrow necessary 
equipment and materials. 

   

 e. Ushers, greeters, prayer 
team, etc. 

x Train and prepare. 
x Establish offering counting policy. 

   

 f. Worship Begin worship rehearsals prior to 
launch. 

   

 g. Going public: Invitations Extend invitations to key guests, 
District, city officials, special guests etc. 

   

 h. Grand opening plan Thoroughly plan for the Grand 
Opening and assign responsibilities, 
especially on how to connect with 
newcomers and guests (see below). 

   

7. Public Launch All ministry teams should be in place 
and ready to provide excellent ministry 
to visitors. 

   

 a. Follow up Implement plan to welcome 
newcomers. 

   

 b. Future events Provide a calendar or a schedule of 
future events. 

   

 c. Evaluation x Evaluate immediately the launch 
service with core group and 
leaders. 

x Evaluate and critique each week’s 
services. 

   

 d. Assimilation Implement the strategic assimilation 
plan for newcomers, new Christians 
and new leaders. 
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Beginning a lifetime of growth and development.  Review and make necessary adjustments. 

ACTION DESCRIPTION 
PROJECTED 

DATE TO 
COMPLETE 

DATE 
COMPLETED NOTES 

8. Growth and Maturity 
Checklists 

Immediately following the public 
launch it is important to regularly 
evaluate and adjust the weekly 
progress of the new church 

   

 a. Assimilation What opportunities are in place to 
keep visitors returning and get on a 
path to growth? 

   

 i. Outreach What things are in place to keep the 
church outward focused? 

   

 ii. Welcome x What things are in place to 
ensure a friendly, welcoming 
environment? 

x Evaluate effectiveness of welcome 
team. 

   

 iii. Visitor follow-up x What things are in place to 
contact visitors? 

x Letters, e-mail, phone calls, visits 
after first week 

x Evaluate the consistency and 
quality of the follow up 

   

 iv. Groups x What classes, groups, and 
opportunities to serve are in 
place? 

x Who is being “attracted” to the 
work?  Are you in step? 

   

 b. Discipleship What things are in place to help 
people grow spiritually? 

   

 c. Service What plans and opportunities are in 
place for new people to become 
involved in ministry? 
i.   Spiritual gifts assessment 
ii.  Worker training 
iii. Apprenticing with someone 
iv.  Assigned to a coach 

   

 d. Leadership What processes in place to identify 
emerging leaders and grow the 
leadership base? 
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ACTION DESCRIPTION 
PROJECTED 

DATE TO 
COMPLETE 

DATE 
COMPLETED NOTES 

9. Reviews Regular three month reviews to 
identify what is working and what 
needs help or discontinuing will help 
focus the church. Helpful evaluations 
at key milestones with appropriate 
tools should help the church grow 
and develop. 

   

 a. 3 month reviews Every three months: 
i. Identify the things that are 

working  
ii.  Identify and modify the things that 

need some help 
iii.  Identify and replace the things 

that are ineffective 
iv.  Identify new needs and ministries  

and develop a strategic plan for 
implementation 

   

 b. 6 month review Complete the Outreach Canada 
Growth to Maturity Checklist and 
prioritize response.  Find this form 
at:  
http://www.newchurches.com/mediafi
les/logan-rast-checklist.pdf  

   

 c. 12 month review x NCD Survey – complete the 
Survey and address “the Minimum 
Factor.”  Consult with the BCYD 
CP Director to book the survey.   

x Begin to compare the development 
of the church community against 
the BCYD criteria that describe a 
church moving from being a plant 
to being ‘planted.’  (See Appendix) 

   

 d. task force council In two years the aim is to replace the 
external Task Force Council 
members with committed members 
of the church plant.   

   

 e. 18 month review This is a critical time in a new church 
plant as there are usually changes in 
the core group and leaders.  Some 
ministries will need rejuvenating 
while others should cease.  There 
should also be new ministries 
started.  Review progress in 
response to the NCD results. 

   

 

http://www.newchurches.com/mediafiles/logan-rast-checklist.pdf
http://www.newchurches.com/mediafiles/logan-rast-checklist.pdf
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The church is born to reproduce 

ACTION DESCRIPTION 
PROJECTED 

DATE TO 
COMPLETE 

DATE 
COMPLETED NOTES 

10. READINESS TO 
REPRODUCE 

It is important to determine whether 
or not the church is ready to 
reproduce. Reproducing too soon or 
not at all are unhealthy options. 

   

 a. Visioning x A church is ready to reproduce 
when it: 
i.  Has a philosophy of ministry 

that values and is committed 
to churches planting churches. 

ii.   Has a Great Commission  
commitment to reach 
unreached and unchurched. 

iii.  Has identified unreached 
groups. 

x Evaluate where the church is at 
regarding these criteria. 

   

 b. Multiplication x A church is ready to reproduce 
when it shows: 
i.  Evidence that the church is 

multiplying disciples 
ii.  Evidence that the church is 

multiplying small groups 
iii.  Evidence that the church is 

multiplying effective ministries 
x Evaluate where the church is at 

regarding these criteria. 

   

 c. Feasibility Study Begin the process of formally 
determining if the Lord is calling the 
church to begin multiplying 

   

 d. Leadership x A church is ready to reproduce 
when: 
i. The church has sufficient 

leadership resources to help 
with a new church. 

ii. Leaders are being multiplied.  
iii. New leaders are Identified and 

recruited. 
iv. New leaders are being trained. 

x Evaluate where the church is at 
regarding these criteria. 

   

11. CONCEPTION Proceed to Phase I of the Planting 
Process 
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SAMPLE 
    Comparative Income Statement 

   
  

Actual 01/01/2011 
to 31/10/2011 

 
Budget 2012 

 REVENUE 
    Sales Revenue 
    General Giving 51,346.09  

 
74,000.00 

 Missions Specific 945.25  
 

2,000.00 
 Building Designated 1,275.00  

 
0.00 

 Outreach Ministries 
  

2,400.00 
 Ministry Specific Giving 1,025.00  

 
0.00 

 Total Giving 
 

54,591.34  
 

78,400.00 

Daycare Rent 
 

10,725.00  
 

0.00 

District Subsidy 
    Other Revenue 
 

5,001.50  
 

4,000.00 

Net Sales 
 

70,317.84  
 

82,400.00 

Other Revenue 
    Interest Revenue 
 

0.00  
 

0.00 

Miscellaneous Revenue 
 

45.00  
 

0.00 

Total Other Revenue 
 

45.00  
 

0.00 

TOTAL REVENUE 
 

70,362.84  
 

82,400.00  

     EXPENSE 
    Ministry Expenses 
    Outreach Ministries 
 

1,910.00  
 

2,400.00 

Pastoral Expenses 
 

0.00  
 

0.00 

Guests - Musicians, Speakers 
 

1,985.00  
 

1,200.00 

Children's Ministry Expenses 
 

354.97  
 

500.00 

Seminars, Conferences, Retreats 
 

0.00  
 

0.00 

Benevolence 
 

50.00  
 

60.00 

Supplies 6,147.85  
 

3,000.00 
 Professional Support 270.00  

 
360.00 

 Total Ministry Expenses 
 

6,417.85  
 

3,360.00 

Missions 
 

1,698.60  
 

2,000.00 

Tithes 
 

0.00  
 

7,400.00 

Total Ministry Expenses 
 

12,416.42  
 

16,920.00 

Payroll Expenses 
    Pastoral Salaries 10,716.00  

 
20,000.00 

 Admin Wages 16,448.90  
 

12,000.00 
 Vacation Expense 2,971.77  

 
480.00 

 Employee Benefits 0.00  
 

0.00 
 Total Wages & Salaries 

    EI Expense 
 

1,902.55  
 

1,000.00 

CPP Expense 
 

2,331.85  
 

1,000.00 

WCB Expense 
 

109.44  
 

100.00 

Total Payroll Expense 
 

4,343.84  
 

2,100.00 
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Building Expenses 
    Furniture 0.00  

 
0.00 

 Kitchen Equipment 1,010.16  
 

1,000.00 
 Repair & Maintenance 3,276.14  

 
1,000.00 

 Janitorial Supplies 2,922.10  
 

1,000.00 
 Total Repair & Maintenance 

 
7,208.40  

 
3,000.00 

Landscape Maintenance 
 

26,127.78  
 

0.00 

Security & Alarm 1,209.00  
 

1,500.00 
 Electricty 4,142.46  

 
5,000.00 

 Garbage Collection 305.28  
 

400.00 
 Gas 3,137.11  

 
4,000.00 

 Water & Sewer 1,081.82  
 

1,300.00 
 Total Utilities 

 
9,875.67  

 
12,200.00 

Total Building Expenses 
 

43,211.85  
 

15,200.00 

     General & Administrative Expenses 
    Accounting & Legal 
 

1,173.69  
 

1,500.00 

Fees, Licenses & Affiliations 
 

850.67  
 

1,200.00 

Insurance 
 

2,797.99  
 

3,500.00 

Mortgage payment 
   

14,117.84 

Bank Interest 8,491.55  
 

600.00 
 Bank Fees 1,084.84  

 
600.00 

 Total Bank Fees 
 

9,576.39  
 

1,200.00 

Office Supplies 
 

897.55  
 

1,200.00 

Miscellaneous Expenses 
 

1,346.26  
 

1,500.00 

Telecommunication 
 

2,190.27  
 

3,000.00 

Total General & Admin. Expenses 
 

18,832.82  
 

27,217.84 

TOTAL EXPENSE 
 

78,804.93  
 

61,437.84 

NET INCOME 
 

-8,442.09 
 

20,962.16 

     Generated On: 13/11/2011 
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YOUR CHURCH 
Chart of Accounts 
Fund: 01 - GENERAL FUND 
 
Level / Description Acct-Sub Type DB/CR Category 
     
1. ASSETS 1000 Group DB Asset 
2. BANK ACCOUNTS 1050 Group DB Asset 
4. VAN CITY CHEQUING ACCOUNT 1105 Detail DB Asset 
5. General Acct 1110 Detail DB Asset 
3. Savings Acct 1200 Group DB Asset 
2. CASH ON HAND 1250 Group DB Asset 
4. Petty Cash 1251 Detail DB Asset 
     
2. INVESTMENTS 1300 Group DB Asset 
4. Term Deposit 1310 Detail DB Asset 
     
2. ACCOUNTS RECEIVABLE 1400 Group DB Asset 
4. Accounts Receivable 1410 Detail DB Asset 
4. GST Receivable 1430 Detail DB Asset 
4. HST Receivable 1431 Detail DB Asset 
     
2. FIXED ASSETS 1500 Group DB Asset 
3. LAND 1501 Group DB Asset 
3. BUILDINGS 1600 Group DB Asset 
4. Equipment 1650 Detail DB Asset 
5. Accum. Depr. - Buildings 1699 Detail DB Asset 
3. EQUIPMENT 1800 Group DB Asset 
5. Accum. Depr. - Equipment 1899 Detail DB Asset 
2. OTHER ASSETS 1900 Group DB Asset 
     
1. LIABILITIES 2000 Group CR Liability 
2. CURRENT LIABILITIES 2010 Group CR Liability 
3. PAYROLL DEDUCTIONS 2201 Group CR Liability 
4. TAXES PAYABLE 2205 Group CR Liability 
5. Income Tax Payable 2210 Detail CR Liability 
5. CPP Payable 2215 Detail CR Liability 
5. EI Payable 2217 Detail CR Liability 
5. MSP Payable 2219 Detail CR Liability 
5. Pension Payable 2220 Detail CR Liability 
     
4. OTHER DEDUCTIONS 2300 Group CR Liability 
3. OTHER ACCOUNTS PAYABLE 2400 Group CR Liability 
4. Accounts Payable 2410 Detail CR Liability 
     
2. MORTGAGES 2600 Group CR Liability 
4. Current Portion of Mtge 2610 Detail CR Liability 
4. Long Term Portion of Mgte 2620 Detail CR Liability 
1. NET EQUITY 3000 Group CR Equity 
4. Member Equity 3050 Detail CR Equity 
     
2. UNRESTRICTED 3100 Group CR Equity 
5. Unrestricted Net Assets 3110 Detail CR Equity 
2. DONOR RESTRICTED 3200 Group CR Equity 
3. TEMPORARILY RESTRICTED 3201 Group CR Equity 
3. PERMANENTLY RESTRICTED 3300 Group CR Equity 
4. Donor Restricted Net Aset 3301 Detail CR Equity 
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4. Restricted- Missions 3310 Detail CR Equity 
4. Restricted- Benevolence 3315 Detail CR Equity 
4. Restricted- Spec. Project 3320 Detail CR Equity 
4. Restricted- W.M. 3325 Detail CR Equity 
4. Village of Hope 3330 Detail CR Equity 
     
1. INCOME 4000 Group CR Income 
2. CONTRIBUTIONS 4050 Group CR Income 
4. General Fund 4101 Detail CR Income 
4. Missions 4110 Detail CR Income 
5. Phil and Judy Bowler 4111 Detail CR Income 
4. Women's Ministries 4115 Detail CR Income 
4. Benevolence 4120 Detail CR Income 
4. Sunday School 4125 Detail CR Income 
4. Wee College 4130 Detail CR Income 
4. Youth General 4135 Detail CR Income 
4. Youth Conventions 4140 Detail CR Income 
4. Boys/Girls 4145 Detail CR Income 
4. Building Fund 4150 Detail CR Income 
4. District Subsidy 4152 Detail CR Income 
4. Other Subsidy 4153 Detail CR Income 
4. Special Projects 4155 Detail CR Income 
4. Village of Hope 4160 Detail CR Income 
5. Banking Interest 4510 Detail CR Income 
5. Gov't Programs Revenue 4520 Detail CR Income 
4. GIC Interest 4530 Detail CR Income 
     
2. MISCELLANEOUS INCOME 4600 Group CR Income 
5. Sales of Books, etc. 4610 Detail CR Income 
5. Miscellaneous Income 4620 Detail CR Income 
5. Rent 4630 Detail CR Income 
     
1. EXPENSES 5000 Group DB Expense 
2. GENERAL EXPENSES 5050 Group DB Expense 
3. SALARIES 5100 Group DB Expense 
4. Salary-Senior Pastor 5115 Detail DB Expense 
4. Worship/Youth 5120 Detail DB Expense 
4. Salary-Childrens Pastor 5125 Detail DB Expense 
4. Wages - Secretarial 5130 Detail DB Expense 
4. Janitorial Wages 5131 Detail DB Expense 
4. Summer Interns - Wages 5145 Detail DB Expense 
4. Senior Pastor Expenses 5150 Detail DB Expense 
4. WCB 5200 Detail DB Expense 
4. Payroll Expense 5250 Detail DB Expense 
4. EI/CP/ Medical Benefits 5300 Detail DB Expense 
4. Pension 5350 Detail DB Expense 
     
3. OTHER EXPENSES 5500 Group DB Expense 
4. Mortgage 5511 Detail DB Expense 
4. Mortgage Interest 5512 Detail DB Expense 
4. Special Projects 5514 Detail DB Expense 
4. Maintenance/Renovations 5515 Detail DB Expense 
4. Bank Charges 5516 Detail DB Expense 
     
3. OPERATIONS & UTILITIES 5530 Group DB Expense 
4. Natural gas 5531 Detail DB Expense 
4. Electricity 5532 Detail DB Expense 
4. Water & Property Taxes 5533 Detail DB Expense 
4. Insurance 5540 Detail DB Expense 
4. Church Operation 5545 Detail DB Expense 
4. Building Fund 5550 Detail DB Expense 
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3. OFFICE EXPENSES 5551 Group DB Expense 
4. Office Supplies 5552 Detail DB Expense 
4. Postage 5553 Detail DB Expense 
4. Computer Expenses 5554 Detail DB Expense 
4. Printer/Photocopier 5555 Detail DB Expense 
4. Janitorial Supplies 5560 Detail DB Expense 
4. Repairs 5565 Detail DB Expense 
4. Telephones 5570 Detail DB Expense 
4. Advertising 5580 Detail DB Expense 
4. Internet Expense 5590 Detail DB Expense 
4. Audit/ Bookkeeping 5595 Detail DB Expense 
     
3. MINISTRY EXPENSES 5600 Group DB Expense 
4. Boys/Girls 5610 Detail DB Expense 
4. Children's Church 5620 Detail DB Expense 
4. Music 5630 Detail DB Expense 
4. Sunday School 5640 Detail DB Expense 
4. Wee College 5645 Detail DB Expense 
4. Women's Ministry 5650 Detail DB Expense 
4. Men's Fellowship Expenses 5651 Detail DB Expense 
4. Youth General 5655 Detail DB Expense 
4. Youth Convention 5660 Detail DB Expense 
4. Outreach 5670 Detail DB Expense 
4. PAOC District tithe 5673 Detail DB Expense 
4. Honorarium 5675 Detail DB Expense 
4. Benevolent 5680 Detail DB Expense 
4. Testimony 5685 Detail DB Expense 
4. Library/Testimony 5690 Detail DB Expense 
4. Conferences & Seminars 5695 Detail DB Expense 
     
3. MISSIONS 5700 Group DB Expense 
4. General Missions 5710 Detail DB Expense 
     
2. OUTREACH 6300 Group DB Expense 
4. Special Events 6320 Detail DB Expense 
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www.powerchurch.com 
 
Be More Efficient. All of your church's information is available at your fingertips in PowerChurch Plus.  Keeping 
records up-to-date is a snap.  You can enter and maintain all related information about families or individuals from 
a single screen.  The less time you spend clicking around in the menus, the more time you have to do the things 
that matter.  
 
Improve Outreach. Keeping up-to-date contact information in the software will only get you so far.  The 
communications tools in PowerChurch Plus allow you to stay in touch and keep your members informed on the 
latest happenings. Whether by phone, e-mail, or postal service, you will have the tools you need to stay connected.  
 
Streamline the Bean Counting. It's got to be done, we know! Accounting for contributions, tracking budget 
comparisons, managing payroll, and keeping your accounts payable current are just the tip of the iceberg.  
PowerChurch Plus was specifically designed for churches and non-profits.  We know what tools you need and 
have integrated them into the software for added value. 
 
To Order Software or Online Version:  http://www.powerchurch.com/products/pcplus/?id=160  
 
 

Membership│Contributions│Accounting│Events│Record Keeping│System Features│System Requirements  
 

Membership Features 
The Membership system is made up of several individual modules, referenced below:  
 
Family Mailing List 
The Family Mailing List module stores information related to each family (or household) in PowerChurch Plus, 
such as street address and mailing preferences. Keeping this information separate from personal information such 
as cell phone numbers and birthdays means that you only have to enter it once for the whole family, rather than 
for each individual person.  

x Record up to 99,999 families in the database 

x Track household contact information: 2 addresses, 3 phones, family e-mail, family web site, and family picture. 

x Three customizable fields to track non-standard information specific to your church. 

x Family notes field, date added to PowerChurch Plus, and date last modified. 

x Quick Tagging allows you to create impromptu groups. For example, create mailing labels for only 5 families 
by "tagging" them, then print mailing labels for only "tagged" families. 

x Send bulk e-mails, formatted as plain text or HTML, with attachments. 

x Print mailing labels, 3x5 cards, and Rolodex cards. 

x Export data to Access MDB file, mail merge data source, and phone dialer files 

x Import data from XLS, CSV, or DBF. 

x Reports - 16 built-in reports, including Church Directory with 4 layouts with and without family pictures 

x Included Custom Report Writer allows you to create reports of your own from Family Mailing List data. 
 
 

http://www.powerchurch.com/
http://www.powerchurch.com/products/pcplus/?id=160
http://www.powerchurch.com/products/pcplus/details.php#membership
http://www.powerchurch.com/products/pcplus/details.php#contributions
http://www.powerchurch.com/products/pcplus/details.php#accounting
http://www.powerchurch.com/products/pcplus/details.php#events
http://www.powerchurch.com/products/pcplus/details.php#recordkeeping
http://www.powerchurch.com/products/pcplus/details.php#system
http://www.powerchurch.com/products/pcplus/details.php#systemrequirements
http://www.powerchurch.com
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Personal Profiles 
The Personal Profiles module stores information related to each individual person in PowerChurch Plus, such as 
referencing what family (or household) they are a member of, their birthday, cell phone number, and e-mail address.  

x Record up to 99 members of each family. 

x Track personal contact information: 5 phones, 2 e-mails, 2 web sites, and personal picture. 

x 12 customizable dates, including birth date. 

x Automatically or manually assign envelope number. 

x 10 customizable code fields + 5 customizable note fields to track non-standard information specific to your church. 

x Record Allergies, Conditions, and Medications information. 

x Quick Tagging allows you to create impromptu groups. For example, send an e-mail to 5 individuals by "tagging" 
them, then sending e-mail to only "tagged" individuals. 

x Send bulk e-mails, formatted as plain text or HTML, with attachments. 

x Update Outlook Contacts allows you to import and update Outlook Contacts with Personal Profiles contact info. 

x Print mailing labels, 3x5 cards, and Rolodex cards. 

x Presort mailings can be generated with the addition of PowerChurch Mailroom add-on product. 

x Export data to Access MDB file, mail merge data source, and phone dialer files. 

x Request background checks on adult individuals through Protect My Ministry. 

x Reports - 19 built-in reports, including Birthdays & Anniversaries report. 

x Included Custom Report Writer allows you to create reports of your own from Personal Profiles data. 
 
Activities & Skills 
The Activities & Skills module is where you create small groups such as activities (Choir, Youth Group, Womens 
Ministry), committees (Finance Committee), or skills (Musical Instrument, Carpentry, Advertising). These groups can 
then be used to create e-mail, mailing labels, mail merge letters, record attendance, and Events calendars.  

x Record up to 9,999 different Activities. 

x Track information for each person that is a member of the activity, such as role, skill level, interest level, years of 
experience and date joined. 

x Customizable type, department, and role fields. 

x No limit to the number of people in an activity, or number of activities a person is a member of. 

x Specify check in security settings when using the Check In System add-on product. 

x Class Promotion system allows you to easily "graduate" people from one activity to another. 

x Record "Offices Served", current or historical records of those serving in positions in the church for a range of 
dates. 

x Send bulk e-mails, formatted as plain text or HTML, with attachments. 

x "Mass Update" features allow you to add or remove people from the activity. 

x Print mailing labels for people in selected activities, parents of children in selected activities, and current officers. 

x Presort mailings can be generated with the addition of PowerChurch Mailroom add-on product. 

x Export data to Access MDB file, mail merge data source and phone dialer files. 

x Reports - 14 built-in reports, including Class Pictorial Directory. 

x Included Custom Report Writer allows you to create reports of your own from Activities & Skills data. 
 
  

http://protectmyministry.com/
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Attendance 
The Attendance module allows you to record attendance status for a specific date for each person that is a 
member of an activity. You can then follow up with absentee information and evaluate attendance statistics and 
trends with reports and graphs output. The Attendance entry can be automated by using the Check In System add-
on product.  

x Record unlimited Attendance records. 

x Track attendance status for each person in an activity for a specific date. 

x Attendance data entry can be automated with the Check In System add-on product. 

x Fast Data Entry screen allows you to record everyone's attendance as the specified status, changing only those 
that are not correct. 

x Use a bar code reader to scan attendance data. This speeds up the process of data entry. 

x Print mailing labels for people who were present or absent a certain percentage of the time. 

x Presort mailings can be generated with the addition of PowerChurch Mailroom add-on product. 

x Export data to Access MDB file and mail merge data source file. 

x Generate graphs of attendance data. 

x Reports - 13 built-in reports, including 6 layouts of the Attendance Register Form. 

x Included Custom Report Writer allows you to create reports of your own from Attendance data. 
 
Visitations 
The Visitations module stores a record of visits made to families listed in the Family Mailing List module by church 
representatives. For example, when a deacon performs a visit to a member in the hospital. Information such as the 
date, method, purpose, and notes about the visit can be recorded.  

x Record unlimited Visitation records. 

x Track visit details, such as who visited, when visited, purpose of visit, method of visit, location, and notes. 

x Print mailing labels, 3x5 cards, and create mail merge data source files. 

x Presort mailings can be generated with the addition of PowerChurch Mailroom add-on product. 

x Export data to Access MDB file. 

x Reports - 4 built-in reports, including Families Not Visited for a Range of Dates. 

x Included Custom Report Writer allows you to create reports of your own from Visitations data. 
 
Ministry Services 
The Ministry Services module allows you to record ministerial services, such as baptisms, weddings, and funerals 
performed for people listed in the Personal Profiles module in PowerChurch Plus.  

x Record unlimited Ministry Services records. 

x Track service information, such as minister, date, type, and location. 

x Print mailing labels and create mail merge data fource files. 

x Presort mailings can be generated with the addition of PowerChurch Mailroom add-on product. 

x Export data to Access MDB file. 

x Reports - 3 built-in reports, including Selected Summary Data, which reports a count of each service type for 
a specified range of dates. 

x Included Custom Report Writer allows you to create reports of your own from Ministry Services data. 
 
  

http://www.powerchurch.com/products/hardware/barcodewand.php
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Contributions Features 
The Contributions module stores giving records for each person in the Personal Profiles module. PowerChurch 
Plus uses envelope numbers to connect giving records to individuals. Multiple people in the same family can have 
the same envelope number assigned, or they can each be given a separate number. Contribution Statements and 
Canadian Tax Receipts can be generated for each envelope number and any date range you specify. Information 
posted from the Contributions module can automatically update the Fund Accounting module with income and 
bank deposit information.  

x Record unlimited Contributions records for up to 99,998 envelope numbers. 

x Customizable contribution types (cash, check, online, credit card, etc.) 

x Enter contributions using a MICR Check Reader. PowerChurch Plus "remembers" contributors' account and 
routing number combinations and speeds up the process of looking up their envelope number. Automatically 
fills in the amounts given last time. 

x Record gifts to different "funds". Allows up to 9,999 different contribution funds. 

x Track different designations within each fund, such as memorials or support for specific missionaries. 

x Record repeating contributions, such as scheduled bank drafts. 

x Import contributions from online giving services, such as Vanco Services. 

x Print mailing labels for all or selected contributors, late payers, or selected pledges. 

x Presort mailings can be generated with the addition of PowerChurch Mailroom add-on product. 

x Export data to Access MDB file, mail merge data source file and file for envelope printing companies. 

x Generate graphs of contributions data. 

x Reports - 30 built-in reports, including 5 layouts of Contribution Statements (including Canadian Tax 
Receipts). 

x Automatically e-mail contribution statements as file attachments. 

x Included Custom Report Writer allows you to create reports of your own from Contributions data. 

x Contribution amounts can post to update Fund Accounting automatically with income and bank deposit 
transaction. 

 
Pledges 
Pledges (also known as "Faith Promises") can be entered in PowerChurch Plus to show a person's planned giving 
for a specific purpose and date range. Comparisons of pledged amounts to actual amounts given can be analyzed as 
needed. Giving projections can be generated based on pledged amounts.  

x Record unlimited number of pledges. 

x Track weekly, monthly, quarterly, yearly, or "one-time" pledges 

x Built-in reports show comparisons of pledged to actual amounts. 

x Automatically search for contributions not applied to pledges. 

x Year-end pledge processing function copies all of this year's pledges to next year. 
 
Accounting Features 
The Accounting system is made up of several individual modules, referenced below:  
 
Fund Accounting 
The Fund Accounting module is a cash-basis, double-entry accounting system designed specifically for churches. 
Defining multiple accounting funds allows you to maintain separate, parallel-running charts of accounts. For 
example, a new building campaign can raise millions of dollars over the course of several years. When the building 
is being designed and built, the monthly expenses incurred will be as much or more than the rest of the operating 
expenses combined. Keeping all building fund activity separate from the general operating fund allows you to see a 
more accurate financial picture of each.  

http://www.powerchurch.com/products/hardware/checkreader.php
http://vancoservices.com/
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x Enter unlimited number of transactions. 

x Accounting Setup Assistant helps get your initial chart of accounts and balances set up. 

x Record repeating transactions. 

x Keep up to 18 accounting months open at a time. 

x Mark accounts inactive. 

x Move or combine accounts at any time during the year. 

x Reconcile Bank Accounts process helps match PowerChurch Plus transactions to those reported on your 
bank statement. 

x Enter budget amounts for individual accounts or to be shared by a group of accounts. 

x Track "donor restricted" funds. 

x Copy budget to next year function allows you to easily copy budget from one year to another, then change 
only those that are incorrect. 

x Export data to Access MDB file, or XLS, CSV, or DBF file with monthly balances and budgets for each 
account. 

x Generate graphs of account balances. 

x Reports - 34 built-in reports include standard month-end financial reports as well as PowerChurch-specific 
reports. 

x Included Custom Report Writer allows you to create reports of your own from Fund Accounting account 
balances. 

 
Accounts Payable 
The Accounts Payable module records payments to pre-defined vendors, whether by printed computer check or 
handwritten manual check. Information posted from Accounts Payable updates the Fund Accounting module.  
x Record unlimited Accounts Payable transactions. 

x Accounts Payable transactions post to update Fund Accounting automatically. 

x Record vendor contact information, such as address, 4 phones, e-mail, and web site. 

x Record vendor account information, such as account number, balance, credit line, tax ID, due days, last buy 
date, last payment date and vendor notes with timestamp. 

x Mark vendors as inactive. 

x Merge duplicate vendor records together. 

x Print computer checks or record hand-written checks. 

x Supports Canadian cheque formats. 

x Print vendor account number in memo line on checks. 

x Void check utility. 

x Record repeating transactions. 

x Print mailing labels. 

x Print 1099-MISC forms for selected vendors. 

x Export data to Access MDB file. 

x Reports - 8 built-in reports include Vendor Directory, which serves as a hard copy of all vendor contact 
information. 

x Included Custom Report Writer allows you to create reports of your own from Accounts Payable data. 
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Accounts Receivable 
The Accounts Receivable module allows you to issue invoices for money owed to pre-defined customers. For 
example, a building-reservation has been made and you need to issue an invoice requesting payment. Accept partial 
payments against invoices and issue credit memos for over-payments.  

x Record unlimited Accounts Receivable transactions. 

x Add customers from scratch, or link them to existing entries in the Membership system. 

x Accounts Receivable transactions post to update Fund Accounting automatically. 

x Issue invoices for payment. 

x Record repeating invoices, such as day care enrollment fees. 

x Apply payments against specific invoices. 

x Issue credit memos in case of overpayment or data entry errors. 

x Print mailing labels. 

x Export data to Access MDB file. 

x Reports - 11 built-in reports, including Account Statement to send to customer, showing invoices, payments, 
and credit memos. 

x Included Custom Report Writer allows you to create reports of your own from Accounts Receivable data. 
 
Payroll 
The Payroll module was completely rewritten for version 11. Many new features allow you easier setup and 
maintenance of important Payroll data.  

x Record unlimited Payroll transactions for up to 9,999 employees. 

x Payroll transactions post to update Fund Accounting automatically. 

x Track employee contact information, such as address, 2 phones, and e-mail address. 

x Track emergency contact information for each employee. 

x Customizable position, department, and pay group fields. 

x Process contributions deductions from employee payroll. 

x Easily track pastor salary and housing allowance. 

x Supports all US Federal and State tax tables. 

x Easily set up and track pre-tax deductions, such as retirement and medical insurance. 

x Request background checks for employees through Protect My Ministry. 

x Generate direct deposit through third-party payment processing services, such as Vanco Services. 

x Track time off earned and used. Time off types are customizable. 

x Track employee salary and position history. 

x New streamlined process generates hourly and salary process using a step by step assistant. 

x Automatically create Accounts Payable entries for deduction amounts 

x 941 assistant walks you through the process and generates a report with 941 amounts. 

x Print W2 forms for all or selected employees. 

x Export data to Access MDB file. 

x Reports - 16 built-in reports including 941 Tax Deposit report. 

x Included Custom Report Writer allows you to create reports of your own from Payroll data. 
 

  

http://protectmyministry.com/
http://vancoservices.com/


 

Appendix C: PowerChurch Bookkeeping Software  │   Page 13 

Events Features 
The Event Scheduling module allows you to schedule one-time or recurring events, reserve rooms and equipment 
(from the Equipment Inventory module), and assign tasks to people in Personal Profiles.  

x Record unlimited event occurrences. 

x Reserve rooms and equipment. 

x In-depth conflict resolution. 

x Assign tasks to individuals from Personal Profiles. 

x Customizable event type, room type, and task type fields. 

x E-mail event announcements and task reminder e-mails. 

x Sync events with Google Calendar. 

x Export events calendar for use in word processing software or to publish on your web site. 

x Reports - 6 built-in reports including Room Setup Schedule, which displays a schedule of setup and teardown 
times for upcoming events. 

x Included Custom Report Writer allows you to create reports of your own from Events data. 
 
Record Keeping Features 
The Record Keeping system is made up of several individual modules, referenced below:  
 
Equipment Inventory 
The Equipment Inventory module stores important information about equipment the church owns, such as date 
purchased, purchase price, current value, model number, and serial number. This equipment can also be scheduled 
in events in the Events module.  

x Record unlimited equipment items. 

x Customizable equipment category field. 

x Track location, quantity, manufacturer, model number, serial number, cost, value, and date purchased. 

x Equipment items are referenced in the Events module. 

x Export data to Access MDB file. 

x Reports - 6 built-in reports, including Totals by Category, which displays total cost and value of equipment in 
each category. 

x Included Custom Report Writer allows you to create reports of your own from Equipment Inventory data. 
 

Education Library 
The Education Library stores information regarding each of the books or other items in the church library. Print 
card catalogues, and track borrowers and due dates for each library item.  

x Record unlimited library items. 

x Track title, author, subject, scripture reference, media type, reference number, date acquired, and last updated 
date. 

x Track current borrower name, last borrowed date, date due, and times borrowed. 

x Print card catalogue on 3x5 cards. 

x Export data to Access MDB file. 

x Reports - 10 built-in reports including Late Borrowers, which displays a list of books that have not been 
returned by the due date. 

x Included Custom Report Writer allows you to create reports of your own from Education Library data. 
 
  

http://calendar.google.com/
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Music Library 
The Music Library module records the details of each item in the church's music collection, including media-type, 
such as sheet music, cassette, CD, or digital file.  

x Record unlimited music library items. 

x Track composer, arranger, occasion, text, accompaniment, musical key, voicing, media, publisher, order 
number, difficulty, reference number, date last used, and number of copies in stock. 

x Export data to Access MDB file. 

x Reports - 10 built-in reports including All Titles in Musical Key Sequence. 

x Included Custom Report Writer allows you to create reports of your own from Music Library data. 
 
Sermon Filer 
The Sermon Filer module helps to organize the pastor's sermons by storing information about each, including 
when it was last given, how it was received, and even link to a media file, such as a text document, or video.  
x Record unlimited sermons. 

x Track title, scripture reference, when delivered, subject, who delivered, where delivered, reference number, 
notes, and file name. 

x Launch the linked file directly from the Sermon Filer screen. 

x Export data to Access MDB file. 

x Reports - 6 built-in reports including All Sermons in Date Sequence. 
 
System Features 
Here you will find a list of general, system-wide features:  
 
Security 
PowerChurch Plus contains the following security features:  

x Enable password protection to create individual user accounts. 

x Grant Access, Add/Change, and Delete permissions for each user for each module. 

x Create Group Profiles, which allow multiple users to share the same security permissions. 

x Ability to block contribution data-entry operators from seeing contributor names (only by envelope number). 

x Audit Logs show important activity in the software, such as posting transactions, or restoring a backup, the 
date, time, and the user that performed the operation. 

x Sensitive information, such as contributor account numbers, and employee social security numbers are 
encrypted in the database. 

 
Reporting 
Each of the individual modules of PowerChurch Plus contain a reports menu, with many built-in reports included. 
You have the ability of viewing these reports on the screen, sending them directly to the printer, or save a file for 
editing in another application.  

x Built-in reports can be viewed on the screen, sent directly to the printer, or saved to an external file, such as 
Word .doc, Excel .xls, Acrobat .pdf, or HTML. 

x E-mail reports directly from the screen preview. E-mail to a single address, selected people from Membership 
data, or to members of a selected Activity. 

x When viewing a report on the screen, click the Refresh button to switch back to the report options screen. 

x Save and recall report profiles. Share report profiles with other users. Assign each report a default profile. 

x The included Custom Report Writer allows you to create your own reports from each area of the software. 
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Backup & Restore 
The Backup & Restore functionality in PowerChurch Plus creates small, zip file backups of program data only. This 
allows you to create backups of data from a specific area of the program, or all data, with or without picture files. 
Regularly backing up program data ensures disaster recovery is available with a minimal loss of data.  

x Data file backups are small enough to be easily attached to an e-mail. 

x Backup to removeable storage devices such as floppy disk, zip disk, CD, DVD, and media cards. 

x Backup to external media such as external hard drives, USB thumb drives, and shared network drives. 

x Backup to a folder on your local hard drive, if no other devices are available. 

x Choose to backup all data files and pictures, all data files, or the data files for individual modules. 

x Restore all files or selected files from a backup. 
 
Minimum System Requirements 
PowerChurch Plus has extremely low system requirements. Essentially, if your computer runs a Windows OS and 
was manufactured in the last ten years, it should work fine!  
x Windows 98, ME, 2000, XP, Vista, 7 

x CPU: 1GHz or faster (2GHz recommended for newer Windows versions) 

x RAM: 256MB or more (1GB recommended for newer Windows versions) 

x Display size: 1024x768 or higher 

x Free drive space: 150MB or more 

x CD-Rom drive (for installation) 
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For more general information and forms for Charities under Canada Revenue Agency (CRA), visit the CRA’s 
website:  http://www.cra-arc.gc.ca/charities/  
 
The following resources are included this appendix: 
 

x CRA Application to Register a Charity under the Income Tax Act (form #T2050) 

x CRA Guide to Registering a Charity of Income Tax Purposes (guide #T4063) 

 
  

http://www.cra-arc.gc.ca/charities/


(Ce formulaire est disponible en français) 

Previous contact with CRA 
Has the organization previously applied to be registered as a charity? 

If yes, provide the reference number(s) used by the Charities Directorate.

Business Number 
Give one of the organization's Business Numbers if one has been assigned.

APPLICATION TO REGISTER A CHARITY 
UNDER THE INCOME TAX ACT

Reference number

CTS Work Item Number

Mailing address

To complete this form, you will need the information and instructions in the companion Guide T4063, Registering A Charity For Income Tax 
Purposes, available in the Forms and publications section on our Web site at www.cra.gc.ca/charities.

To evaluate an application, we need complete and accurate information. If a question is not relevant to the organization's situation, enter N/A 
in the space provided. If this application and the mandatory attachments are not included, we will return the application without reviewing 
it. See the checklist on the last page for a list of the mandatory attachments. 

The Canada Revenue Agency (CRA) may share the information collected on this form with other government departments or agencies to 
verify compliance with the Income Tax Act and other Acts of Parliament. 

The Privacy Act protects all personal information given on this form, which is kept in personal information bank: CRA PPU 200. If the 
application is approved and the organization is registered, the CRA is permitted to make this form (including any attachments) and copies of 
the registration letter (including any conditions and warnings contained therein) available to the public, with the exception of the confidential 
information in Part 5 and Part 6. If registration is denied, however, none of the information will be provided
to the public.

Part 1 – Identification of the organization applying for registration
Current legal name of the organization

Previous names – List any other names under which the organization has operated

(number, street, room, floor or suite no., R.R.)

(city or town) (province)

(Web site address)(fax number)

NoYes

T2050 E (11)

Business Number
Do not use this area

Submission Number

Current operating or trade name N/A

(phone number)

Q1

Q2

Q3

Q4

Q5

Q6

N/A

N/A

R C

R P

R M

R T

(postal code)

http://www.cra.gc.ca/charities
http://www.cra-arc.gc.ca/chrts-gvng/chrts/pplyng/htply-eng.html


Re-Registration

Has this organization ever been registered as a charity, under either its current name or a different name? 

If yes,
a)  Under what name was the organization previously registered?

b)  Business Number of the organization at the time its charitable 
registration was revoked:

Internal divisions of Canadian registered charities 

Is the organization a branch, section, parish, congregation, or other internal division of a Canadian registered charity (the parent organization)?

If yes,
a)  Legal name of parent organization: 

b)  Business Number of the parent organization: 

c)  Letter of Good Standing. 
(see "Part 2 – Organizational structure" in Guide T4063)

Part 2 – Organizational structure

Part 1 – Identification of the organization applying for registration (cont'd)

Q8

R R

No (Go to Q8)Yes

Yes No (Go to Q9)

R R

Governing documents 

See "Governing Documents" in Guide T4063 for information on requirements. 
Is the organization incorporated?

Q9.1 Incorporated 
a)  Incorporating documents

Attach a copy of the entire set of incorporating documents, including all amendments. 

b)  By-laws 
If applicable, attach a copy of the by-laws and all amendments. 

c)  Certificate of good standing or its equivalent 
This is a required attachment if the organization has been incorporated for more than 5 years or if the organization is applying for re-registration. 

Q9.2 Not incorporated 
a)  Name the type of document that governs the organization, and attach a copy including all amendments and bylaws, if applicable. 

Q9

No (Go to Q9.2)Yes (Go to Q9.1)

Attached

Attached N/A

Attached N/A

Constitution Trust Will Other (specify)

Q7

Attached

2
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Designation

a)  Has the organization been formed to give more than 50% of its income to qualified donees (e.g., other Canadian registered charities)? 

b)  What percentage of the organization's officials listed in Q18 are not at arm's length with the other officials (e.g., related by blood, marriage, 
business or employer/employee relationships)? 

In the case of 50% or more, identify the relationships that exist among the organization's officials. 

c)  Has the organization received, or will it receive, more than 50% of its capital (e.g., funds or assets) from one person (i.e., individual, corporation, 
trust, unincorporated entity) or a group of persons who are not at arm's length with each other?

d)  1.  Identify the source of the funds or assets described in (c) and, if applicable, the relationships between the major contributors. See "Q10 
Designation" in Guide T4063 for a definition of major contributor. 

d)  2.  Will the major contributor(s), or anyone not at arm's length with the major contributor(s), have any ongoing involvement whatsoever with the 
organization?  If yes, describe. 

d)  3.  Identify any personal or business relationships that exist between the organization's officials (e.g., directors/trustees) and the major
contributor(s) or any person not at arm's length with the major contributor(s).

Q10

Yes No

50% or more are not at arm's length

less than 50% are not at arm's length

Part 2 – Organizational structure (cont'd)

Yes (Go to Q10 d)) No (Go to Q11)

Part 3 – Activities of the organization
Charitable purposes and activities 

a)  This section should be used to describe the organization's purpose(s) as outlined in its governing documents, and its corresponding activities (both 
actual and proposed). The purposes should be entered exactly as they appear in the organization's governing documents. Enter where each activity 
will take place, what it will involve, and who will carry it out, following the example set out below. Provide information on pages 4 and 5.
(Purpose 1, 2, 3, etc.). If the activities will be carried on outside Canada, also see Q11 c). Record fundraising activities only at Q12. 

Example:

Purpose – To relieve poverty by operating a soup kitchen.

Activities in support of Purpose – The organization will operate a soup kitchen at 555 Any Street, Any Place, Canada. We will offer breakfast, 
lunch, and dinner 365 days a year. The facility is staffed by 4 volunteers and also provides clothing and other basic necessities to those in need. 
The soup kitchen's services are advertised at local churches and community centres. 

Q11

3
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Charitable purposes and activities – Description 
Answers to Q. 11a

Provide a complete description of the activities to be carried out in support of each of the organization's purposes. If more space is required, 
please attach additional pages at the end of this form. 

4

Reminder: If more space is required, please attach additional pages at the end of this form.

http://www.cra-arc.gc.ca/chrts-gvng/chrts/pplyng/htply-eng.html


Charitable purposes and activities – Description (cont'd) 
Answers to Q. 11a

Provide a complete description of the activities to be carried out in support of each of the organization's purposes. If more space is required, 
please attach additional pages at the end of this form. 

5

Reminder: If more space is required, please attach additional pages at the end of this form.
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Fundraising activities 

a)  Describe the organization's fundraising activities. Include the fundraising method, the frequency of each event, and the percentage of people 
involved who are volunteers. 

Examples:
1.  We will operate a silent auction 4 times per year. 95% of people involved are volunteers. 

2.  We will use the Internet and email solicitation as means of ongoing fundraising. No volunteers are involved in this activity.

b)  Has the organization hired, or does it plan to hire, a fundraiser from outside the organization to carry out the fundraising activities? 

If yes, identify the fundraiser, the amount it will be compensated, the terms of payment (e.g. lump sum vs. percentage of gross revenue), and 
attach a copy of any current or proposed contracts. 

c)  Does the organization intend to receive non-cash gifts on a regular basis? 

If yes, describe the nature of the non-cash gifts (e.g., art work). 

d)  Is the organization currently involved with, or have any plans to become involved with, or is in any way associated with a tax shelter arrangement?
See "Q12 d) Fundraising Activities" in Part 3 – Activities of the organization, in Guide T4063, for a definition of a "tax shelter arrangement". 

b)  Is the organization currently carrying out any of the activities described in Q11 a)? 

If no, when does the organization plan to begin operations? 

c) Activities outside of Canada
Are any of the organization's activities listed in Q11 a) taking place outside of Canada? 

If yes, go to pages 7 and 8, give the location(s) and include a detailed description of how the organization will undertake these activities. 
If these activities will be conducted under an arrangement with another organization or individual, describe the arrangement, and attach copies 
of any current or proposed written arrangement. See "Q11 c) Activities Outside of Canada" in Part 3 – Activities of the organization in Guide T4063 
for more information. 

d) Attach all minutes of meetings, newspaper articles, videos, CDs, fundraising materials, pamphlets, brochures, or other items that further describe 
the organization's work and purposes.

Part 3 – Activities of the organization (cont'd)

Yes No

Yes No

Attached N/A

Q12

Yes No

Yes No

Yes No

6
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Activities outside of Canada – Description 
Answers to Q. 11c

Provide a complete description of the activities the organization will undertake outside of Canada. If more space is required, please attach additional 
pages at the end of this form. 

7

Reminder: If more space is required, please attach additional pages at the end of this form.
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Activities outside of Canada – Description (cont'd) 
Answers to Q. 11c

Provide a complete description of the activities the organization will undertake outside of Canada. If more space is required, please attach additional 
pages at the end of this form. 

8

Reminder: If more space is required, please attach additional pages at the end of this form.
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Revenue from the sale of goods, services, or use of assets 

Does the organization plan to charge fees or receive regular income from the sale of goods or services, or from the use of the organization's assets?
Example: The organization is an art gallery that operates a coffee shop in the facility for visitors to use. 

If yes:
a)  Describe the activities in detail, and explain how these activities are linked to the organization's purpose(s). 

b)  For each of the activities described in Q13 a), give the approximate percentage of the organization's total resources (human, financial, and 
physical) that it will devote to these activities. 

c)  What percentage of human resources involved are volunteers? 

Part 3 – Activities of the organization (cont'd)
Q13

Yes No (Go to Q14)

Political activities 

See "Political activities" in Guide T4063 for a definition of political activities. 

a)  Does the organization intend to undertake any political activities? Letter-writing campaigns, public rallies, and advocacy are usually considered 
political in nature. 

b)  If yes, describe the political activities in detail. Include details about the frequency, and explain how these activities help to achieve the 
organization’s purposes. 

c)  For each of the activities described in Q14 b), give the approximate percentage of the organization's total resources (human, financial, and 
physical) that it will devote to its political activities.

Q14

Yes No (Go to Q15)

Financial transactions with the organization's officials 

Has the organization entered into, or does it intend to enter into, any financial, real estate, or other transactions with its officials (e.g. directors/
trustees), founders, members, employees, or any person/organization related to these people? 

If yes, give a detailed description of these transactions.

Q15

Yes No

Ownership

a)  Does the organization own more than 2% of the outstanding shares of any class of shares of a corporation? See Part 3 – Activities of the 
organization, in Guide T4063, at Q16, for an explanation of the terms used. 

b)  Does the organization currently own any real property, or does it have any future plans to own real property (e.g., land or buildings)? 

If yes, on a separate page, provide the address (including the country) and a description of the current property and title-holder arrangements, 
and/or proposed title-holder arrangements for future property.

Q16

Yes No

Yes No

9
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Proposed budget 

All applicants must complete Part 4. Give a proposed operating budget of revenue and expenditures and a list of anticipated assets and liabilities 
for the organization.

If the organization has been operating for more than one year, attach a copy of its most recent financial statements. 

What is the organization's fiscal period end? Month                 Day 

a)  Revenue 

Gifts Amount

Gifts from individuals 

Gifts from corporations and businesses (give name if known) 

Gifts from other registered charities 
(give name and Business Number if known) 

Government grants, contributions, or contracts 

Fundraising activities (described in Q12) 

Fundraising activities carried on by the organization itself 
(report gross revenue) 

Fundraising carried on by fundraisers outside of the organization 
(report gross revenue) 

Revenue from the sale of goods, services, or the use of assets (described in Q13) 

Other

List any other sources of revenue not already included above 

Total estimated revenue from all sources 

(Add lines 001-008)

Part 4 – Financial Information of the organization

Proposed operating budget for the next fiscal period 
(covering 12-months)

001

002

Q17

Attached N/A

003

004

005

006

007

008

009

10
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b)  Expenditures 

Charitable activities (described in Q11)              Amount 

List each charitable activity (described in Q11a) and c))

Gifts to qualified donees (e.g., Canadian registered charities) 
Include the name and Business Number of the qualified donee

Fundraising activities (described in Q12) 

Expenditures incurred for fundraising carried on by the organization itself

Expenditures incurred for paying fundraisers outside of the organization 

Expenditures related to the sale of goods, services, or the use of assets 
(described in Q13) 

Expenditures incurred for political activities (described in Q14)

Management and administration 

Remuneration (e.g., salaries, benefits) not already included 
Accounting and legal services 
Occupancy costs not already included 
Supplies and equipment not already included 
Printing, publications, and advertising not already included
Travel not already included 

Other

List any other expenditure not already included above 

Total estimated expenditures 

(Add lines 010 to 022)

Part 4 – Financial Information of the organization (cont'd)

010

011

012

013

014

015

016
017
018
019
020
021

022

023

11
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c)  Revenue and expenditures outside of Canada 

Revenue

Is any of the organization's estimated revenue included in Q17 a) received from donors outside of Canada? 

If yes, list the source of revenue and total estimated amount. 

      Source of revenue               Amount 

Expenditures

Will any of the organization's estimated expenditures included in Q17 b) be incurred for activities outside of Canada? 

If yes, list the country, corresponding activity (described in Q11 a) & Q11 c)) and the estimated amount.

    Country (including region) Activity/Recipient               Amount

Part 4 – Financial Information of the organization (cont'd)

Yes No

Yes No

d)  Assets and Liabilities 

Revenue

See Q17 d) "Assets and Liabilities" in Part 4 – Financial information of the organization in Guide T4063 for more information. 

Liabilities
Amounts payable (e.g., accounts payable, 
mortgages, loans) 

Specify:

Total liabilities

030

031

032

033
034

Assets
Enter the cost of the asset or, if the asset was 
donated, enter the fair market value. 
Cash, bank accounts, and short term
investments

Long-term investments 

Capital assets (e.g., equipment, buildings) 
Specify:

Total assets 
(Add lines 030-032)

12
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Your organization is required to provide certain information about all members of its board of directors/trustees. Only the public information section is 
available to the public. The confidential information section is for the CRA's use and may only be disclosed in accordance with the provisions of the 
Income Tax Act. If more space is required, photocopy this page and attach it to the application form.

Part 5 – Information about the organization's officials 
Q18

Last name First name Initial Street number and name City

Position in charity
President

Treasurer

Secretary

Chair

Vice-President

Executive Director

Other

Telephone numberProvince or territory Postal code

Date of birth (YYYY/MM/DD)Occupation/line of work

Public information Confidential information

Last name First name Initial

Position in charity
President

Treasurer

Secretary

Chair

Vice-President

Executive Director

Other
Last name First name Initial

Position in charity
President

Treasurer

Secretary

Chair

Vice-President

Executive Director

Other
Last name First name Initial

Position in charity
President

Treasurer

Secretary

Chair

Vice-President

Executive Director

Other
Last name First name Initial

Position in charity
President

Treasurer

Secretary

Chair

Vice-President

Executive Director

Other
Last name First name Initial

Position in charity
President

Treasurer

Secretary

Chair

Vice-President

Executive Director

Other
Last name First name Initial

Position in charity
President

Treasurer

Secretary

Chair

Vice-President

Executive Director

Other

13

Street number and name City

Telephone numberProvince or territory Postal code

Date of birth (YYYY/MM/DD)Occupation/line of work

Street number and name City

Telephone numberProvince or territory Postal code

Date of birth (YYYY/MM/DD)Occupation/line of work

Street number and name City

Telephone numberProvince or territory Postal code

Date of birth (YYYY/MM/DD)Occupation/line of work

Street number and name City

Telephone numberProvince or territory Postal code

Date of birth (YYYY/MM/DD)Occupation/line of work

Street number and name City

Telephone numberProvince or territory Postal code

Date of birth (YYYY/MM/DD)Occupation/line of work

Street number and name City

Telephone numberProvince or territory Postal code

Date of birth (YYYY/MM/DD)Occupation/line of work
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Physical location of the organization 

Same as mailing address (Q5) or:

Q19

Part 6 – Confidential Information

(Number, street, room, floor or suite no., lot no., concession)

(City or town, province, and postal code)

(Phone number) (Fax number)

Checklist

Have you attached the following information to this application? 
!  a copy of the governing documents and a copy of all the amendments, if applicable (see Q9.1). If the organization is governed by a constitution, 

remember to have the document signed and dated by three current directors (see Q9.2); 
!  a copy of the by-laws, if any (see Q9.1 or Q9.2); 
!  the parent organization's Letter of Good Standing; 
!  a certificate of good standing, if applicable (see Q9.1 c)); 
!  a detailed description of each purpose and its corresponding activities (see Q11 a) & Q11 c)); 
!  a copy of the minutes, newspaper clippings, pamphlets, fundraising materials (see Q11 d)); 
!  a copy of the latest financial statements, if applicable (see Q17);  
!  the $500 late-filing penalty, if applicable (see the Re-registration section on our Web pages at www.cra.gc.ca/charityapplication); and 
!  if applicable, all missing T3010, Registered Charity Information Returns, and required attachments (see the Re-registration section on our Web 

pages at www.cra.gc.ca/charityapplication).

Part 7 – Final Steps and Certification 

Physical location of books and records 

Same as mailing address (Q5) or: Same as physical location in (Q19) or:

Q20

(Number, street, room, floor or suite no., lot no., concession)

(City or town, province, and postal code)

(Phone number) (Fax number)

Authorized Representative / Contact Person 

Name

Full mailing address

Q21

(Number, street, room, floor or suite no., lot no., concession)

(City or town, province, and postal code)

(Phone number) (Fax number)

(first name, initial, surname)

14
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Certification

This form must be signed by two directors/trustees or like officials of the organization who have authority to sign on behalf 
of the organization. It is a serious offence under the Income Tax Act to provide false or deceptive information. 

I certify that the information given on this form and any attachment is, to the best of my knowledge, correct, complete, and 
current.

Signature

Name (please print) 

Position within the organization 

Date signed

Part 7 – Final Steps and Certification (cont'd)

1. 2.

Electronic mailing list (EML) 

Subscribers to the Charities What's New electronic mailing list  are automatically notified by email of the latest information available for charities on such 
things as the Charities Information Sessions, new policies, updated policies, the Registered Charities Newsletter, and the Charities Partnership and 
Outreach Program. Subscribers will receive 2 emails a month from the Charities Directorate. 

The Charities Directorate will subscribe the following email addresses for the electronic mailing list service. 

Give your preferred email addresses:

15
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Once completed, mail this application to: 

Charities Directorate 
Canada Revenue Agency 

Ottawa ON  K1A 0L5 
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s a taxpayer, you can expect reliable, responsive, fair 
service in the official language of your choice. We will 

provide this service to you, explain our decisions and 
actions, and seek your suggestions on ways to improve our 
services. 

Charities Directorate 
Our Mission 
Our mission is to promote compliance with the income tax 
legislation and regulations relating to charities through 
education, quality service, and responsible enforcement, 
thereby contributing to the integrity of the charitable sector 
and the social well-being of Canadians. 

Our Vision 
The Charities Directorate will be recognized and respected 
by charities, stakeholders, and the Canadian public for its 
integrity, fairness, knowledge, and innovative service 
delivery resulting in client-oriented service and compliance. 

 

 
Internet access 
You can find the list of registered charities, newsletters, 
policies, and other pertinent information regarding 
charities at www.cra.gc.ca/charities. You may want to 
bookmark this address for easy access later. 

The Web site also has a list of newly registered charities as 
well as a list of charities that have recently been revoked or 
annulled. 

Electronic mailing list 
When you subscribe to our electronic mailing list, we will 
email you whenever there’s important new information on 
a subject of interest to you. We offer mailing lists for various 
tax matters (e.g., Charities and Giving – What’s New). 

When you subscribe to the Charities and Giving – What’s 
New, you will be notified of additions to the Charities Web 
site, including Charities Newsletters, policy statements and 
commentaries, new guidelines, draft guidelines for 
consultation, and information about outreach activities. 

Forms and publications 
Throughout the guide, we refer to other forms and 
publications. You can get these documents on our Web site 
at http://www.cra.gc.ca/tax/charities/formspubs/ 
menu-e.html or by calling 1-800-959-2221. 

If you need more information on a particular topic, you can 
reach the Charities Directorate by calling: 

■ 1-800-267-2384 for toll-free, long distance calls (English);  

■ 1-888-892-5667 for toll-free, long distance calls (bilingual);  

■ 1-800-665-0354 for toll-free TTY service for persons with a 
hearing or speech impairment. 

The Directorate’s fax numbers are: 

■ 613-954-8037 – Client Service 

■ 613-957-8925 – Monitoring 

■ 613-952-6020 – Determinations  

■ 613-948-1320 – Policy, Planning, and Legislation  

 

 
e review our publications every year. If you have any 
comments or suggestions that would help us improve 

this guide, we would like to hear from you. You can 
email your comments or suggestions to  
charities-bienfaisance@cra.gc.ca. 

You can also send your comments to: 

Charities Directorate 
Canada Revenue Agency 
Ottawa, Ontario  K1A 0L5 

 

Canada Revenue Agency’s 
Service Pledge 

A 

Need more information? 

Your opinion counts! 

W

http://www.cra.gc.ca/charities
http://www.cra.gc.ca/tax/charities/formspubs/
mailto:charities-bienfaisance@cra.gc.ca
http://www.cra.gc.ca
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Introduction 
In addition to collecting taxes, the Canada Revenue Agency 
is responsible for registering charities for income tax 
purposes. The Charities Directorate of the Canada Revenue 
Agency administers the Income Tax Act (Act) and the 
Charities Registration (Security Information) Act (CRSIA) as 
they apply to registered charities. 

■ Section I of this publication explains the legal 
requirements of becoming a registered charity; and 

■ Section II explains how to complete Form T2050, 
Application to Register a Charity under the Income 
Tax Act. 

Is registration as a charity right for 
your organization? 
If you are thinking about registering a charity, there are a 
few things you should consider before you apply. 

■ What is a registered charity? 

■ What is a non-profit organization? 

■ What are the advantages of being a registered charity? 

■ Are there existing charities with the same purpose and 
activities as yours? 

■ What disqualifies an organization from being charitable 
at law?  

■ Is your organization a branch or agent of a Canadian 
municipality, or are you raising funds for a municipal 
project? 

■ Are registered charities subject to other federal and 
provincial/territorial requirements? 

■ What is the review process of an application? 

■ What are the obligations of a registered charity? 

■ What are the consequences of not meeting the 
obligations? 

What is a registered charity? 
Organizations that are charities and that meet other 
requirements of the Income Tax Act can become registered 
charities with the Canada Revenue Agency (CRA). A 
registered charity receives a registration number and is 
entitled to issue tax receipts.  

To qualify for registration under the Act, an organization 
must be established and operate for charitable purposes, 
and it must devote its resources to charitable activities. The 
organization must first be a charity under the common law, 
and its purposes must fall within one or more of the 
following categories:  

■ the relief of poverty; 

■ the advancement of education; 

■ the advancement of religion; or 
■ certain other purposes that benefit the community in a 

way the courts have said is charitable.  
Also, the organization must be resident in Canada, and 
cannot use its income to benefit its members. 

What is a non-profit organization? 
There are organizations in the community with worthwhile 
purposes that are not considered “charitable” by the courts 
and will not qualify for registration as a charity under the 
Act. For example, organizations like non-profit social clubs 
(e.g., service clubs or fraternal lodges). 

A non-profit organization is an association organized and 
operated exclusively for social welfare, civic improvement, 
pleasure, sport, recreation, or any other purpose except 
profit (e.g., a club, society, or association). The organization 
will generally be exempt from tax if no part of its income is 
payable to, or available for, the personal benefit of a 
proprietor, member, or shareholder unless the proprietor, 
member, or shareholder is a club, society, or association 
whose primary purpose and function is to promote 
amateur athletics in Canada. 

A non-profit organization cannot issue official donation 
receipts. For more information, refer to the Income Tax 
Interpretation Bulletin, Non-Profit Organizations, IT-496, 
which is available on the CRA Web site at 
www.cra.gc.ca/E/pub/tp/it496r/it496r-e.html. 

What are the advantages of being a registered 
charity? 
The primary advantages of being a registered charity are: 

■ Registration allows an organization to issue official 
receipts for gifts it receives. This reduces the individual 
donor’s income tax payable, and reduces the taxable 
income of a corporate donor. 

■ Once the organization is registered, it is exempt from 
paying income tax under Part I of the Act. 

■ Eligible to receive gifts from other registered charities, 
such as foundations. 

■ Increased credibility in the community, as registered 
charities must follow rules and guidelines. 

Are there existing charities with the same 
purpose and activities as yours? 
There are approximately 83,000 registered charities in 
Canada. Some may already be doing the same kind of 
charitable work as your new charity, and in the same 
region. 

Before setting up a new charity, you should think about 
offering your services to, or combining with, an existing 
charity if there is a possibility of duplicating existing 
charitable work.  

For example, if your organization will be providing 
financial and/or material relief to the victims of natural 
disasters or sudden catastrophes, you may wish to consider 
offering money or services to an existing charity. 

Section I – Information on 
Registration 

http://www.cra.gc.ca/E/pub/tp/it496r/it496r-e.html
http://www.cra.gc.ca
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Many charities find it difficult to get access to the limited 
funding that is available to the charitable sector, and this 
can be particularly problematic for new charities.  

What disqualifies an organization from being 
charitable under the law? 
Personal benefits 
The Act requires that no part of a registered charity’s 
income can be payable or otherwise available to personally 
benefit any proprietor, member, shareholder, trustee, or 
settlor of the organization. However, this does not prevent 
an organization from paying for services rendered, or from 
incurring and paying other expenses that are associated 
with the normal operation of the charity. 

Private Benevolence 
The courts do not accept acts of private benevolence as 
charitable. This means organizations that are formed to 
help named individuals or a private group do not qualify 
for charitable registration. For example: 

■ A family loses its house in a fire and the community 
establishes a fund to accept donations for the family.  

■ An organization is set up to cover the travel and 
incidental costs for a particular child’s surgery. 

While these endeavours are commendable, an organization 
that is established to provide assistance to a group of 
specifically named individuals or to a single identified 
individual is established for private benevolence. 

Political purposes  
Political purposes are not charitable and an organization 
will not qualify for charitable registration if any of its 
purposes are political. The courts have decided that 
organizations seeking to achieve political purposes, in 
whole or in part, cannot be recognized as a registered 
charity. Political purposes include: 

■ furthering the aims of a political party; 

■ promoting a political doctrine; 

■ persuading the public to adopt a particular view on a 
broad social question; and 

■ attempting to bring about or oppose changes in the law 
or government policy. 

Purposes that are so broad as to allow for unlimited 
political activity, or organizations with unspecified political 
purposes, will not qualify for charitable registration. 

In addition, the Act specifically prohibits a registered 
charity from engaging in any partisan political activity. A 
partisan political activity is one that involves direct or 
indirect support of, or opposition to, any political party or 
candidate for public office.  

However, under the Act, a registered charity that is 
established exclusively for charitable purposes can engage, 
to a limited extent, in non-partisan political “activities” 
that directly help accomplish the charity’s purposes. 

For example, a registered charity with a charitable purpose 
to provide for the welfare of children can engage in activities 
that take a public position about certain legislation in the 
field of child welfare, provided the activities are within the 
limits described above. However, an organization established 
solely for purposes of pressuring for a change in the 
legislation affecting the welfare of children cannot be 
registered as a charity. For further information, refer to the 
policy statement on Political Activities, CPS-022, which is 
available on the CRA Web site at www.cra.gc.ca/tx/chrts/ 
plcy/cps/cps-022-eng.html. 

Activities that are illegal or contrary to public policy 
Organizations that undertake illegal activities (e.g., fraud, 
or money laundering) will not qualify for registration.  

The courts have held that an organization is not charitable 
under the law if its activities are contrary to Canadian 
public policy. A public policy is a definite and officially 
declared and implemented policy (i.e., found in an Act of 
Parliament, a regulation, or another publicly available 
government document of any kind). 

An organization that makes its resources available 
either directly or indirectly to further terrorism will not 
qualify for registration, in accordance with the Charities 
Registration (Security Information) Act. This law was 
enacted as part of the Anti-terrorism Act in 2001, and it 
provides a mechanism for refusing to register or 
revoking the registration of any charity when security 
information is used to establish that the organization is 
involved in supporting terrorism. For more information 
on this process and the Charities Registration (Security 
Information) Act, see the publication Charities in the 
International Context, available on the CRA Web site at 
www.cra.gc.ca/tx/chrts/international-eng.html. 

When the decision not to register the organization as a 
charity or to revoke the registration of a charity is made 
under the Charities Registration (Security Information) Act, 
then the information relied on will be based on security 
information that will not be disclosed to the organization. 
Under this Act, the Minister of Public Safety and the 
Minister of National Revenue may sign a special certificate 
when they have reasonable grounds to believe that an 
organization or charity is implicated in supporting 
terrorism. The organization or charity will be served with 
a copy of this certificate, and a notice informing it that the 
certificate will be referred to a Federal Court no sooner than 
seven days after the date of service. A court then reviews 
the evidence. If it confirms that it was reasonable to issue 
the certificate, the organization will either not be registered 
as a charity or will have its registration revoked. 

Are you a branch or agent of a Canadian 
municipality, or are you raising funds for a 
municipal project? 
Where a Canadian municipality agrees to receive your 
monetary contribution, control the expenditures, and issue 
official receipts to the donors in the municipality’s name, 
you do not need to register a new charity. 

Donations to a Canadian municipality are tax-supported to 
the same extent as donations to registered charities.  

http://www.cra.gc.ca
http://www.cra.gc.ca/tx/chrts/
http://www.cra.gc.ca/tx/chrts/international-eng.html
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Are registered charities subject to other 
federal and provincial/territorial 
requirements? 
Registered charities can also be subject to other federal or 
provincial/territorial legislation that is associated with their 
operations, such as provincial or municipal standards for a 
nursing home, hospital, school board, or housing project. 

Charities may need to register with the CRA for GST/HST 
purposes. An organization may be able to recover the 
GST/HST it paid or owes on purchases made and expenses 
incurred to carry out its activities. However, an 
organization is eligible for the rebate only after it is 
registered as a charity. For more information about the 
GST/HST, refer to Guide RC4082 GST/HST Information for 
Charities, which is available on the CRA Web site at 
http://www.cra.gc.ca/E/pub/gp/rc4082/README.html. 

If a charity is federally, provincially, or territorially 
incorporated, it must meet certain requirements under the 
incorporating statute. These may include other filing 
requirements. Should the charity allow its corporate status 
to dissolve, it must provide us with valid governing 
documents or its charitable registration will be revoked.  

For more information, contact the provincial, federal, or 
territorial authority that issued the charity’s certificate of 
incorporation, letters patent, memorandum of association, 
or other incorporating document. 

Additionally, there may be provincial, territorial, or 
municipal laws governing fundraising and other operating 
activities. 

What is the review process for an 
application? 
Generally, we process applications on a first-in, first-out 
basis. Acknowledgement letters are sent for all applications 
we receive. 

We appreciate that applicants may have unique 
circumstances that would warrant our earlier 
consideration. If this is the case, the applicant should 
submit details and documentation explaining why its 
application should be addressed on a priority basis. 

We understand that applicants need to be registered 
quickly to enable them to receive gifts and issue tax receipts 
to donors. Applicants also need to be registered before they 
can receive grants from funding agencies. These reasons are 
important, however, they are common to almost all 
applicants, so we do not grant priority on these grounds. 

You should also note that delays occur for a variety of 
reasons, most commonly as a result of missing or 
incomplete information. Examples include the following: 

■ failure to provide a list of directing officials would not 
allow us to determine whether an applicant is a 
charitable organization or a foundation;  

■ failure to supply complete and appropriate governing 
documents (i.e., you provide no governing documents, 
only partial governing documents, or inappropriate 
documents), or a detailed list of activities would 
prevent us from making a determination regarding 
registration itself;  

■ failure to supply financial information; 

■ failure to provide enough details about the 
organization’s activities for us to determine whether the 
activities are charitable at law and/or the organization’s 
legal (official) purposes do not relate to its statement of 
activities; and 

■ failure to provide the details and/or any copy of an 
agreement regarding representatives who are directed to 
carry out the organization’s activities outside Canada on 
its behalf. 

For us to be able to consider an application, it is important 
to ensure that: 

■ all the questions on the application are fully answered; 

■ all the required documents are provided; and 

■ detailed and specific information is given. 

Failure to provide all of the information and documentation 
requested on the application will usually result in the 
application being rejected as incomplete. In this case, we 
will return the application and send a letter outlining the 
information and documentation that is missing.  

During the review process, we may contact the 
organization to request documents and/or details 
necessary to proceed with the processing of the application. 
If the material requested is not provided, registration will 
be denied. 

If the application is approved 
If the application is approved, we will send you a 
“Notification of Registration.” It includes important 
information about the rights and obligations of a registered 
charity (e.g., a registered charity’s requirement to file its 
annual information return), and also provides the 
registered charity with a Business Number (see Q.4 
“Business Number” in Section II). A registered charity 
should keep the Notification of Registration on file for the 
duration of its existence.  

An organization must not issue official donation receipts 
until the CRA has formally registered it as a charity. It also 
must not promise such receipts or misrepresent itself to the 
public as a registered charity before it is officially 
registered. 

If the organization is unlikely to qualify 
If it appears that the organization is unlikely to qualify for 
registration, we will send a letter explaining why. You will 
have 60 days to reply to our concerns.  

If the organization is denied registration 
If we deny an application for registration, a charity can 
appeal the decision by filing a notice of objection within 
90 days after the day on which the Minister’s decision was 
mailed. An organization can file a notice of objection to the 
Minister by writing to the Assistant Commissioner, 
Appeals Branch, 25 Nicholas Street, Ottawa, ON  K1A 0L5. 
In all cases, the organization will have to provide the 
reasons for the objection and all the relevant facts. 

http://www.cra.gc.ca/E/pub/gp/rc4082/README.html
http://www.cra.gc.ca
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What are the obligations of a registered 
charity? 
Once an organization is registered as a charity, it must: 

■ devote all of its resources to charitable purposes and 
activities;  

■ file its annual Form T3010, Registered Charity Information 
Return, within six months of the charity’s fiscal period 
end; and continue to meet the other requirements of the 
Act; 

■ maintain adequate books and records and make them 
available for audit upon request;  

■ follow the requirements of the Act when issuing official 
donation receipts; 

■ keep the Charities Directorate updated on changes to the 
organization, i.e., changes to address, directors, legal or 
operating name, purposes, activities, and structure. 

Note that a variety of information about registered charities 
is available to the public, including a registered charity’s 
governing document, most of the application form, the 
public portions of the annual return, and the financial 
statements filed with it. 

What are the consequences of not meeting 
the obligations? 
If a registered charity does not meet its obligations, it may 
be subject to a penalty and/or lose its registration. 

If a charity’s registration is revoked, it: 

■ is no longer exempt from tax, unless it qualifies as a 
non-profit organization;  

■ cannot issue official donation receipts; and  

■ must transfer its property to an eligible donee or be 
subject to a revocation tax equivalent to the full value of 
its remaining assets (under Part V of the Act).  

The purpose of this revocation tax is to ensure that 
charitable property continues to be applied to charitable 
uses. In essence, a revoked charity must ensure that it 
spends its money on its own charitable programs or 
donates the remaining assets to an eligible donee (e.g., 
a Canadian registered charity). If the revoked charity does 
this, the tax may be zero. However, if it fails to do this, the 
tax is set at the amount that remains once outstanding debts 
have been paid. 

Under the Act, an eligible donee is a registered charity:  

■ that is not subject to a suspension of tax-receipting 
privileges; 

■ that is not subject to a security certificate under the 
Charities Registration (Security Information) Act; 

■ that has no unpaid liabilities under the Act or Excise Tax 
Act; 

■ that has filed all of its information returns; and 

■ of which more than 50% of the members of the board of 
directors or trustees deal at arm’s length with each 
member of the board of directors or trustees of the 
particular charity. 

When should the application be 
completed? 
The application should only be completed when the 
organization has a clear idea of what it will do and how it 
will operate.  

If you do not yet have all the information you need to 
complete the application, please wait until you have 
clarified the details. If you want us to consider whether the 
organization would qualify for registration and you have 
not yet formally set up the organization by adopting or 
executing a governing document, we will consider draft 
governing documents on a one-time basis and on the 
understanding that any further contact by the organization 
must include a copy of the organization’s formal governing 
documents. You should send not only the draft of any 
proposed governing document, but also all other 
documentation and information requested on the 
application. We cannot make a determination regarding 
registration solely on the basis of a draft governing 
document, or on other partial information. 

Is the organization charitable under 
the law? 
The Act does not contain a definition of charity. Therefore 
to become a registered charity, an organization must first be 
a charity under the common law and meet the 
requirements of the Act.  

To qualify for registration, an organization must be 
established and operated for charitable purposes, and it 
must devote its resources to charitable activities. The 
organization must be resident in Canada and cannot use its 
income to benefit its members. 

Meeting the public benefit test 
To be registered as a charity, an organization also has to 
meet a public benefit test. To qualify under this test, an 
organization must show that: 

■ its activities and purposes provide a tangible benefit to 
the public; and 

■ those people who are eligible for benefits are either the 
public as a whole, or a significant section of it, in that 
they are not a restricted group or one where members 
share a private connection, such as social clubs or 
professional associations with specific membership. 

For further information, refer to the policy statement 
Guidelines for Registering a Charity: Meeting the Public 
Benefit Test CPS-024, which is available on our Web site at 
http://www.cra.gc.ca/tx/chrts/plcy/cps/cps-024-eng.html. 

What are charitable purposes and activities? 
The courts have identified four general categories of 
charitable purposes. For an organization to be registered, its 
purposes have to fall within one or more of the following 
categories: 

■ the relief of poverty; 

■ the advancement of education; 

http://www.cra.gc.ca
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■ the advancement of religion; or 

■ certain other purposes that benefit the community in 
a way the courts have said is charitable. 

The relief of poverty 
To relieve poverty in the charitable sense means to bring 
relief to the poor. Organizations established for the relief of 
poverty include food banks, soup kitchens, as well as 
enterprises that supply low-cost rental housing, clothing, 
furniture, and appliances to the poor. 

The advancement of education 
The courts recognize a purpose or activity as advancing 
education in the charitable sense if it involves the formal 
training of the mind, advancing the knowledge or abilities 
of the recipient, raising the artistic taste of the community, 
or improving a useful branch of human knowledge through 
research. The courts do not accept simply providing 
information as being educational; a charity must also 
provide training or instruction. The advancement of 
education includes: 

■ establishing and operating schools, colleges, universities, 
and other similar institutions; 

■ establishing academic chairs and lectureships; 

■ providing scholarships, bursaries, and prizes for 
scholastic achievement; 

■ undertaking research in a recognized field of knowledge 
(the research must be carried out for educational 
purposes, and the results must be made available to the 
public.); 

■ advancing science and scientific institutions, including 
maintaining learned societies (professional associations 
or other societies that primarily provide benefits to 
members are not considered charitable.); and 

■ providing and maintaining museums and public art 
galleries. 

The courts have ruled that an activity that advances 
education should involve a full and fair presentation of the 
facts so people can draw their own conclusions. If an 
organization intends to influence the opinion or actions of 
the public toward one side of a controversial issue, it is not 
advancing education in the charitable sense.  

The advancement of religion 
This category refers to promoting the spiritual teachings of 
a religious body, and maintaining the doctrines and 
spiritual observances on which those teachings are based. 
There has to be an element of theistic worship, which 
means the worship of a deity or deities in the spiritual 
sense. To foster a belief in proper morals or ethics alone is 
not enough to register a charity under this category. 
A religious body is considered charitable when its activities 
serve religious purposes for the public good. Beliefs and 
practices considered subversive or immoral have not been 
accepted by the courts as charitable. The advancement of 
religion also includes: 

■ organizing and providing religious instruction, and 
performing pastoral and missionary work; and 

■ establishing and maintaining buildings for worship and 
other religious use. 

Purposes beneficial to the community 
This category includes various purposes that do not fall 
within the other categories, but which the courts have 
recognized as charitable. An organization’s purposes and 
activities must provide a tangible benefit to the public as a 
whole, or a significant section of it. However, not all 
purposes that benefit the public are charitable. For example, 
a property-owners’ association or community association 
might not qualify.  

Activities that would normally qualify under this category 
include: 

■ providing immediate relief to victims of natural disasters 
or sudden catastrophes (e.g., floods, earthquakes, and 
tornadoes); 

■ relieving a condition or disability associated with old 
age, which includes providing facilities for the care, 
maintenance, and rehabilitation of the elderly; 

■ preventing and relieving sickness and disability, both 
physical and mental (e.g., services performed by 
hospitals, clinics, nursing and convalescent homes, the 
provision of home care services and the establishment of 
workshops or other centres for disabled people); 

■ providing rental housing and related facilities for people 
with special needs (e.g., homes for disabled people); 

■ organizing environmental projects which protect, 
preserve, and restore bodies of water; 

■ protecting the welfare of children (e.g., societies for the 
prevention of child abuse); 

■ providing counselling services for people in distress; 

■ rehabilitating victims of substance abuse and preventing 
substance abuse; 

■ providing certain public amenities to benefit the 
community (e.g., library, museum, gallery, botanical 
garden, public recreation grounds); 

■ establishing safety rescue operations or a volunteer fire 
department; and 

■ establishing humane societies, animal shelters, and 
similar institutions to prevent cruelty to animals. 

Note that your application for registration must describe in 
clear detail how the organization will meet each of its 
charitable purposes. 

For example, a purpose “to relieve poverty” is acceptable 
only if it is accompanied by a statement of activities 
showing how the organization will accomplish this 
purpose. The statement might say the organization will 
relieve poverty “by establishing a food bank, operated by 
volunteers, in rented premises on Maple Street. The food 
bank will receive gifts of food from retail stores and 
individual donors.” 

http://www.cra.gc.ca
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How should a registered charity’s 
purposes be stated? 
An organization must be constituted and operated 
exclusively for charitable purposes to qualify for 
registration under the Act.  

To be exclusively charitable, an organization’s purposes 
must be expressed in precise rather than broad or vague 
terms. This identifies, as clearly as possible, a recognized 
charitable purpose and ensures that the income and 
property of the organization cannot be applied for purposes 
clearly falling outside the scope of charity. In addition, we 
cannot register an organization that has a mix of charitable 
and non-charitable purposes. 

The incorporating authority in some provinces does not 
automatically or always require an organization to restrict 
itself to purposes and activities that are exclusively 
charitable. In some cases, there may be no restrictions on 
the activities that a corporation may carry on. However, in 
relation to charities and the law, only those purposes that 
restrict an organization to charitable pursuits are acceptable 
under the Act. 

Examples of purposes we consider too vague or broad for 
registration as a charity are: 

■ to facilitate and encourage community spirit and 
development; 

■ to provide a network of information to the public; 

■ to support programs and activities for seniors in the 
community; 

■ to assist youth in becoming self-employed; and 

■ to establish a forum for networking, communication, and 
liaison between government and Canadian citizens. 

Examples of purposes we would consider precise enough 
are: 

■ to advance religion by repairing and restoring the 
__________ Synagogue (or Temple, Mosque, Church) in 
the city of __________, province of __________.;  

■ to establish a shelter for women throughout the Region 
or Municipality of __________, who are victims of 
spousal abuse; 

■ to promote the preservation of the environment by 
operating a tree-planting program in the county of 
__________, province of _________; 

■ to provide financial and material relief to the victims of 
the floods in __________; 

■ to establish and maintain a toll-free telephone line in the 
city of __________ to provide counselling services to 
teenagers. 

 
Note that the Supreme Court of Canada, in A.Y.S.A 
Amateur Youth Soccer Association v. Canada (Canada Revenue 
Agency) (2007 SCC 42), confirmed that the promotion of a 
sport is not considered charitable at law. However, an 
organization that has, as its primary purpose and its 
primary function, the promotion of amateur athletics in 
Canada on a nation-wide basis may be registered as a 
Canadian amateur athletic association. Organizations 
seeking registration as a Canadian amateur athletic 
association should obtain Form T1189, Application to 
Register a Canadian Amateur Athletic Association Under the 
Income Tax Act. 

What types of charities are identified 
by the Income Tax Act? 
There are three types of designations for charities: 
charitable organization, public foundation, and private 
foundation. The designation of a charity depends on its 
board structure and its mode of operation. Registered 
charities have different requirements under the Act, 
depending on their designation. 

Charitable organization 
A registered charity, whether or not incorporated, is 
designated as a charitable organization if, at the particular 
time: 

a) it devotes all of its resources to charitable activities that 
it carries on itself; 

b) no part of its income is payable to, or is otherwise 
available for, the personal benefit of any of its 
proprietors, members, shareholders, trustees, or 
settlors; 

c) more than 50% of its directors, trustees, officers, or like 
officials deal at arm’s length with each other and with: 

 (i) each of the other directors, trustees, officers, and 
like officials of the charity, 

 (ii) each person described in (d)(i) or (ii), and 

 (iii) each member of a group of persons, who do not 
deal with each other at arm’s length if the group, 
considered as a single person, would be 
described in (d)(i), and 

d) on the assumption that the charity is a corporation, it is 
not controlled at the particular time directly or 
indirectly in any manner whatever by: 

 (i) a person that has through one or more 
contributions contributed more than 50% of the 
capital of the charity, as determined immediately 
after the particular time; or  

 (ii) a person or group of persons that do not deal 
with each other at arm’s length if the person or 
any member of the group does not deal at arm’s 
length with the person described in (d)(i). 
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Note 
For purposes of (c)(iii) and (d)(i), a person does not 
include Her Majesty in right of Canada or of a province, 
a municipality, another registered charity that is not a 
private foundation, and any club, society, or association 
described in paragraph 149(1)(l) of the Act. 

Public foundation 
A registered charity is designated as a public foundation if 
it is a corporation or a trust constituted and operated 
exclusively for charitable purposes and it meets 
requirements (b), (c) and (d) for a charitable organization. 

The essential difference between a charitable organization 
and a public foundation is that public foundations focus on 
funding qualified donees, while charitable organizations 
focus on carrying on their own charitable activities. 

Private foundation 
A registered charity is designated as a private foundation if 
it is a corporation or a trust constituted and operated 
exclusively for charitable purposes and it does not meet 
requirements (c) or (d) for a charitable organization. 

A private foundation may either carry on its own charitable 
activities and/or it may fund other qualified donees. 

Note that the CRA, in its review of applications for 
registration, is now applying the new definitions of 
charitable organization and public foundation contained 
in proposed legislation. 

Governing documents 
Every registered charity (other than an internal division of 
an existing registered charity) must be established by a 
governing document, such as letters patent, articles of 
incorporation, trust deeds, or constitutions. These 
documents must identify the purposes for which the 
organization is established, as well as provide information 
about the organization’s structure and internal procedures. 
An organization’s governing documents must accompany 
its application for charitable registration. 

What type of governing document is 
required for registration? 
The type of governing document needed for registration 
depends on whether the organization’s designation is 
charitable organization, public foundation, or private 
foundation, as described above. 

■ Charitable organizations can either be incorporated or 
established by a constitution or trust document. 

■ Public or private foundations must either be 
incorporated or established in the form of a trust. 

What are the minimum requirements of a 
governing document? 
Trust document 
For the purpose of registering a trust as a charity, the trust 
document has to include at least the following items: 

■ the name of the trust; 

■ the names of the original trustees; 

■ the purpose for which the trust is established; 

■ the rules governing how the trustees of the trust will 
administer all money received; 

■ a provision in which the trustees give assurance that all 
the money received will be spent only for the purposes 
outlined in the trust document; 

■ provisions that explain how trustees will be replaced; 

■ the effective date of the document; and 

■ the signatures of the trustees. 

Constitution 
For the purposes of registering an organization as a charity, 
its constitution has to include at least the following items: 

■ the organization’s name; 

■ the organization’s purposes; 

■ a provision stating that the organization shall be carried 
on without purpose of gain for its members, and any 
profits or other assets of the organization shall be used 
solely to promote its objectives; 

■ the organization’s structure (president or chair, secretary, 
treasurer, etc.); 

■ a provision that explains how the organization will 
replace its directors; 

■ the effective date of the document; and 

■ the signatures of at least three of the organization’s 
directors. 

Incorporation 
For the purpose of registering a charity, the requirements 
for incorporating documents vary depending on whether 
an organization is incorporating under federal, provincial, 
or territorial statutes. For more information on legislation 
dealing with incorporation, refer to the incorporating 
authority’s Web site. 

What should an organization know when it 
seeks to incorporate under the laws of 
certain provinces? 
Organizations can incorporate federally, provincially, or 
territorially. However, incorporation under some statutes, 
such as Business Corporations Acts, can be problematic for 
applicants seeking charitable registration. To qualify for 
registration as a charity, an organization must be 
established as a not-for-profit entity, but most Business 
Corporations Acts are designed for businesses that intend 
to earn a profit. Organizations that seek to be registered as 
a charity should ensure that the Act, or the section of the 
Act, under which they choose to incorporate, is suitable for 
a non-profit organization. 
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Organizations should also be aware that some provincial 
incorporating documents, or incorporation guidelines with 
respect to incorporation, produce results that disqualify the 
organization from being registered as a charity. Examples 
are provided below. 

Alberta 
Under Alberta’s Societies Act, the Application to Form a 
Society lists a number of purposes that an organization can 
select to describe its purposes. Some of the purposes that 
are listed are analogous to those which the courts have 
determined are not charitable, while others are simply too 
vague and broad to clearly identify any recognized 
charitable aim.  

However, the purposes listed in the Application to Form a 
Society are only examples or suggestions of purposes that 
an organization can use. An organization is not required to 
use any of them. For these reasons, we recommend that 
organizations formed in Alberta not use any of the listed 
purposes if they intend to apply for registration as a 
charity. Instead, the organization should provide a clear list 
of its own purposes in the application.  

Saskatchewan 
The Non-Profit Corporations Act of Saskatchewan does not 
require that an organization provide a list of its purposes, 
but it does allow an organization the opportunity, under 
article 7 of the Articles of Incorporation, to list restrictions 
on what it will do. Organizations in Saskatchewan that 
have been formed under the Non-Profit Corporations Act 
should make it clear, in article 7, that they are restricting 
themselves to purposes and activities that are exclusively 
charitable. We will consider these restrictions as the 
organization’s purposes. 

Manitoba 
The Manitoba Corporations Act does not require an 
organization to restrict its activities in the Articles of 
Incorporation (without Share Capital). For the purpose of 
charitable registration under the Income Tax Act, an 
organization incorporating under the Manitoba Corporations 
Act must identify its purposes under Article 5. 

Quebec 
In Quebec, the Inspector General of Financial Institutions 
provides a list of purposes that is considered acceptable for 
non-profit incorporation. Some of these purposes are not 
charitable at law and should not be included amongst the 
purposes of organizations that wish to apply for charitable 
registration. 

Will the Canada Revenue Agency review draft 
governing documents? 
We will review draft governing documents on a one-time 
basis when submitted with a complete application. All 
other documents and information requested on the 
application form must be provided. We cannot make a 

determination regarding registration solely on the basis of a 
draft governing document, or on other partial information. 
Any further contact by the organization must include a 
copy of the organization’s formal governing documents.  

If it appears the organization will not qualify for 
registration, we will provide our reasoning in writing. 
However, in such cases, applicants must recognize that no 
official mechanism exists that would allow them to appeal 
our decisions if an organization is not yet formally in 
existence. The appeal mechanism is available only to legally 
constituted entities; it does not cover cases where an 
organization has yet to be legally created.  

What should an organization know about 
re-registration? 
Organizations that have had their charitable registration 
revoked and are applying to be re-registered should be 
aware of the following: 

■ After revocation, any application for re-registration is 
treated the same way as a new, first-time application. An 
organization seeking to regain its registration must 
complete Form T2050, Application to Register a Charity 
Under the Income Tax Act, and provide the requested 
documentation, information, and signatures. 
Incorporated organizations applying for re-registration 
must also include a certificate of good standing (see Q.9.1 
c on Form T2050). 

■ Before it can be re-registered, an organization will be 
required to file all missing Registered Charity Information 
Returns (Form T3010) and financial statements. This 
requirement applies to years both before and after 
revocation. 

■ Statute law, common law, and administrative policies 
concerning charities change over time. Therefore, an 
organization that qualified for registration several years 
ago may not qualify today, or may have to make changes 
to its purposes and/or activities. 

■ A charity that loses its registration under the Charities 
Registration (Security Information) Act may apply for 
re-registration as a charity if it can demonstrate that there 
has been a material change in the circumstances that 
caused it to lose its registration. Alternatively, the 
organization may re-apply 7 years after the date that a 
judge of the Federal Court upholds a certificate issued by 
the Minister of Public Safety and Emergency 
Preparedness and the Minister of National Revenue. 

A charity that loses its registration because it did not file its 
T3010 is subject to a late-filing penalty of $500. The 
payment must accompany the application for 
re-registration.  

http://www.cra.gc.ca


 

www.cra.gc.ca 12 

 

 
How to use this section 
The following questions correspond to the question 
numbers on Form T2050, Application to Register a Charity 
Under the Income Tax Act. All applicable questions must be 
answered. If a particular question does not apply to the 
organization, check box N/A (not applicable) or enter N/A 
in the space provided. Where answers to questions are left 
blank, we may ask for the missing information, or we may 
reject the application as incomplete. 

If there is not enough space on the application to provide 
the requested information, attach additional sheets with the 
organization’s name at the top of each sheet and the 
question to which it relates.  

Send the completed application to: 

Charities Directorate 
Canada Revenue Agency 
Ottawa ON  K1A 0L5  

You should keep a copy of the completed application for 
your own records. 

Who should complete the application? 
The application form should be completed by either: 

■ a person holding a responsible position in the 
organization (e.g., the chairperson, treasurer, or 
manager); or 

■ someone appointed by the organization to act on its 
behalf (e.g., a legal representative). 

Who should sign the application? 
The certification section at the end of the application must 
be completed by two persons who are authorized to sign on 
behalf of the organization. An original signature is 
required. Directors, trustees, treasurers, or anyone else 
holding a responsible position within the organization can 
sign the application. 

Part 1 – Identification of the 
organization applying for registration 
Q1 Current legal name of the organization 

Give the legal (official) name of the organization as 
it appears on its governing document. A charity is 
registered under this name only. 

Q2 Current operating or trade name 
The current operating or trade name is any other 
name that the organization uses (e.g., a shortened 
version or acronym of the full name). 

Q3 Previous names 
Give any other name under which the organization 
has operated in the past. 

Q4 Business Number 
Having a business number (BN) does not mean 
that an organization is a business.  

An organization does not have to have a BN before 
it applies for charitable registration.  

The BN consists of two parts: 

■ nine digits to identify an organization 
(e.g., 12345 6789); and  

■ two letters and four digits to identify the type of 
accounts an organization might have (e.g., the 
suffix RR0001 is used to identify charity 
accounts).  

A sample BN identifying an organization as a 
charity could be: 12345 6789 RR0001. That same 
organization might also be a GST registrant, and its 
GST account could be identified by the 
BN 12345 6789 RT0001. To help identify a BN 
account, we need to know if an organization 
already has a program account with us. 

Note 
While a charity program account is opened for 
each applicant as part of the registration process, 
this account is not valid unless the organization 
becomes registered. Therefore, if an organization 
issues a receipt to a donor using an unregistered 
account number, that receipt will be disallowed. 

Q5 Mailing address 
Provide a complete address (street name and 
number, floor, suite or apartment number, post 
office box number, rural route number, postal 
code, etc.). This is the address we will use to send 
mail to the organization. 

Provide the organization’s phone number, fax 
number, and Web site address, if any. 

Q6 Previous contact with the CRA 
If the organization has previously applied for 
charitable status and has received correspondence 
from us, provide the Directorate’s reference 
number. The reference number can be found on the 
first page of the Directorate’s letter. 

Q7 Re-registration 
If the organization has had its registration revoked 
and this application is for re-registration tick “yes” 
and provide a response to Q7 a) and b). 

For more information on the re-registration process 
and what must be included with this application, 
refer to “What should an organization know about 
re-registration?“ on page 11.  

Section II – Completing 
Form T2050, Application to 
Register a Charity Under the 
Income Tax Act 
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Part 2 – Organizational structure  
Q8  Internal divisions of Canadian registered 

charities 
For administrative convenience, some charities 
register their internal divisions separately. This 
allows those internal divisions to receive donations 
and issue receipts on their own behalf. The main 
factor that determines whether an organization is 
an internal division of a registered charity (the 
parent organization) is that it does not have its 
own governing document. Instead, it operates 
under the governing document of the parent 
organization. 

For registration purposes, an internal division 
must provide a Letter of Good Standing from the 
parent organization. This document must confirm 
the status (branch, section, parish, congregation, 
etc.) and give the name of the internal division, the 
date it was established, the name of the governing 
document under which it was established and the 
name of the governing document it currently 
adheres to. This document must be dated and 
signed by a director or trustee of the parent 
organization (include the director or trustee’s 
position within the organization). For further 
clarification or advice on your particular situation, 
contact us in advance. 

Q9  Governing document 
See “Governing documents“ in section I on page 10 
for details on the type of governing document an 
organization should provide for registration 
purposes, and the type of information that it 
should contain. 

Q9.1 a) Incorporating document 
We need a clear copy of the document bearing the 
seal, signature, or stamp of the federal, provincial, 
or territorial incorporating authority 
acknowledging its approval of the incorporation. 
These documents vary from authority to authority. 
They could be a certificate of incorporation, letters 
patent, or a memorandum of incorporation. Copies 
of any later documents that amend the governing 
document (e.g., supplementary letters patent) must 
also be included. 

Q9.1 b) By-laws 
An incorporated organization’s by-laws usually 
form part of its incorporating documents. The 
organization should include a copy of those 
by-laws and all amendments with its application. If 
the by-laws do not bear a stamp from the 
incorporating authority, they should bear the 
signatures of at least two directors or trustees. The 
effective date of the by-laws, and the date that each 
of the two directors or trustees signed the by-laws, 
should also be included. 

Q9.1 c) Certificate of good standing 
A certificate of good standing is a document issued 
by an incorporating authority (i.e., federal, 
provincial, or territorial government) stating that 
the organization is duly incorporated and that it is 
in good standing with the authority. The name of 
the document may vary from jurisdiction to 
jurisdiction. 

A certificate of good standing is required in the 
following circumstances: 

New applicants: When an organization has had 
five or more fiscal year ends between the day it 
was incorporated and the day it has submitted its 
application for registration (Form T2050), it must 
submit a certificate of good standing. 

Re-registrations: Incorporated entities applying to 
be re-registered must always provide a certificate 
of good standing. 

Q9.2 a) Not incorporated 
As a minimum requirement, we need a clear copy 
of an organization’s constitution, trust deed, or 
other trust document. A constitution, trust deed, or 
other trust document must be certified with the 
signatures of its directors, trustees, or other similar 
officials (at least three must be included for a 
constitution). The effective date of the document 
and the date of each signature must also be 
included. By signing the constitution, trust deed, or 
other trust document, directors, trustees, or other 
like officials are acknowledging that the governing 
document they are providing is the one under 
which the organization currently operates. 

If an unincorporated organization does not 
currently have a governing document, it will need 
to draw up a constitution or trust document. See 
“What are the minimum requirements of a 
governing document?“ on page 10 for the details of 
what is required in drawing up a constitution or 
trust document. An organization that intends to 
draw up its own governing document should seek 
legal advice where possible. Although a document 
produced by an organization itself may be 
acceptable for purposes of registration as a charity 
under the Income Tax Act, the document may not 
be acceptable in other contexts. 

You also need to attach copies of any other 
documents that amend the constitution or trust 
document (e.g., special resolutions). 

If the organization has by-laws, it should include a 
copy of those by-laws and all amendments with its 
application. These by-laws should bear the 
signatures of at least two directors or trustees. The 
effective date of the by-laws and the date that each 
of the two directors or trustees signed the by-laws 
must also be included. 
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Q10 Designation 
The information provided in response to this 
question and Q.15 will determine whether we will 
designate the applicant as a charitable 
organization, a public foundation, or a private 
foundation. 

See page 9 for a description of the difference 
between the three designations, as identified by the 
Income Tax Act.  

The questions in this section deal with the tax 
concept of arm’s length. Arm’s length describes a 
relationship in which the parties are acting 
independently of each other. The opposite, not at 
arm’s length, covers people acting in concert 
without separate interests. Not at arm’s length also 
includes individuals who are related to each other 
by blood, marriage, adoption, common-law 
relationships, or close business ties. You can find 
general information on this subject in 
Interpretation Bulletin IT-419R, Meaning of Arm’s 
Length, and Interpretation Bulletin IT-64R4, 
Corporations: Association and Control. Briefly, 
directors or trustees would be considered to be not 
at arm’s length with any of the other directors or 
trustees if they are related to one another by blood, 
adoption, marriage, or common-law relationship. 
If they are not related, they may still be considered 
not at arm’s length by virtue of any close business 
or corporate ties. 

Another term used in this section is major 
contributor. This term is used to describe a person 
(i.e., individual, corporation, trust, unincorporated 
entity), or a group of persons who are not at arm’s 
length, or any individual member thereof, from 
which the organization receives more than 50% of 
its capital (e.g., funds or assets).  

Example 1 
Consider a seven-member board of 
directors/trustees. Two of the members of the 
board, Allan Lee and Sarah Smith, live in a 
common-law relationship. The other five members 
of the board have no links either to Allan and/or 
Sarah, or among themselves. 

 Omar Zameli, Allan Lee, Jean Leclair, 
  Sandy MacIntyre, Sarah Smith, Pierre Tremblay, 
 Françoise Lambert 

We have underlined the names of the two 
non-arm’s-length members. In this situation, the 
organization could be designated as a charitable 
organization or a public foundation if it qualifies 
for registration. However, if Pierre’s wife, Anne, 
and adopted daughter, Nadia, become members of 
the board, the number of non-arm’s-length 
directors/trustees rises to five out of nine, even 
though the three members of the Tremblay family 
have no ties with Allan and Sarah, the 
common-law couple. 

 Omar Zameli, Allan Lee, Jean Leclair, Sarah Smith, 
 Sandy MacIntyre, Pierre Tremblay, Anne Tremblay, 
 Nadia Tremblay, Françoise Lambert 

Under these circumstances, the organization 
would be designated as a private foundation, if it 
qualifies for registration, since over 50% of the 
board’s members are in non-arm’s-length 
relationships. 

Example 2 
Consider the example where an organization has 
received a $200,000 donation from a single donor, 
John Biggs. The organization’s total assets are 
$300,000 and the organization is made up of a 
three-member board of directors/trustees.  

 Dave Biggs, Emily Cook, Anirban Bhaumik 

Since John Biggs has contributed more than 50% of 
the organization’s capital he is considered a major 
contributor. John Biggs is also related to both Dave 
Biggs (brother) and Emily Cook (daughter-in-law). 
While Dave Biggs and Emily Cook are at arm’s 
length with each other, they are not at arm’s 
length with the major contributor, John Biggs. The 
organization would be designated as a private 
foundation because more than 50% of the directors 
are not at arm’s length with the major contributor 
(i.e., two of the 3 directors are related to the major 
contributor). 

 

Part 3 – Activities of the organization 
Q11a) Activities are the means a charity uses to carry out 

its charitable purposes and benefit the community. 
To determine if the organization can be registered, 
we need to know what specific activities the 
organization will undertake to achieve each of the 
formal purposes listed in its governing documents. 
It is not sufficient to simply re-state your 
purposes. In completing this section, the 
organization should describe in detail both the 
charitable activities it will carry out itself, and 
provide details on the resources (financial or 
material) that it intends to make available to 
qualified donees to assist those donees in carrying 
out their charitable activities. 

 Qualified donees  
If a registered charity prefers to transfer gifts to 
other organizations rather than use its resources on 
its own programs, it can only transfer such gifts to 
qualified donees. Under the Income Tax Act, 
qualified donees are: 

■ registered charities; 

■ registered Canadian amateur athletic 
associations; 

■ registered national arts service organizations; 

■ certain housing corporations resident in Canada 
that are constituted exclusively to provide 
low-cost accommodation for the elderly; 

■ Canadian municipalities; 

■ the United Nations or its agencies; 

■ prescribed universities outside Canada; 

 

http://www.cra.gc.ca


 

www.cra.gc.ca 15

■ charitable organizations outside Canada to 
which Her Majesty in right of Canada (the 
federal government or its agents) has made a gift 
during the taxpayer’s tax year or the 12 months 
before it; and 

■ Her Majesty in right of Canada or in right of a 
province (i.e., the federal government, a 
provincial government or their agents). 

Note  
Under proposed legislation, for gifts made after 
May 8, 2000, the list of qualified donees is 
expanded to include a municipal or public body 
performing a function of government in Canada. 

The organization is expected to provide sufficient 
detail to help us determine whether its activities 
are charitable. Most delays in processing 
applications are the result of information that is too 
broad or vague. We need enough information to 
give us a clear understanding of what an 
organization intends to do. 

In this regard, it is more advantageous to provide 
us with too much detail rather than too little. 

We do not require details of activities related solely 
to fundraising or administration in response to this 
question. Details about fundraising activities 
should be reported under Q.12. The type of 
information that is relevant depends on the 
activities an organization will pursue. The 
following examples illustrate the kind of details we 
are looking for: 

■ If an organization’s purpose is to advance 
education by providing scholarships at a 
particular school, we need to know: 

– what the organization is trying to achieve in 
awarding the scholarships; 

– who is eligible to receive a scholarship, and 
why (i.e., what are the criteria for selecting 
candidates); 

– how and where will the scholarship program 
be advertised; and 

– who chooses the winning candidates (e.g., 
will it be the organization or an outside 
committee; if it’s an outside committee, will 
the organization be represented on the 
committee?). 

■ If an organization wants to establish a 
community centre, we need to know: 

– membership requirements; 

– the kind of facilities and services that the 
community centre will provide 
(e.g., indoor/outdoor sports facilities, meeting 
rooms, catering services, day-care services, 
and banquet hall facilities); 

– the centre’s schedule of events; 

 
– the percentage of time reserved for sports 

compared to other kinds of activities, whether 
sports facilities will be available to all, 
whether coaching or instruction will be 
compulsory, whether certain sports will be 
specifically reserved for special groups of 
people (e.g., ”gifted” or semi-professional 
basketball players); and 

– the activities that will be organized by the 
community centre itself rather than by 
community groups.  

■ If an organization is established to provide 
housing for seniors, we need to know: 

– whether the housing project for seniors will 
be to provide relief mostly to poor seniors, or 
will it be generally to provide relief from 
conditions associated with old age, such as 
lack of mobility?; 

– where applicable, how the organization 
defines such terms as poor (where the criteria 
of some official agency are being used, attach 
a copy of those criteria to the application), 
senior, and conditions related to aging 
(e.g., social isolation or mental confusion); 

– how candidates qualify as the beneficiaries of 
the organization’s housing services; 

– what activities and services the organization 
will provide and how its building is specially 
adapted to serve its clientele; and 

– how the organization will determine the rent 
to be paid by beneficiaries. 

Q11 b) State whether the organization is currently 
carrying out any of the activities described in 11a. 
If no, explain when the organization plans to begin 
operations.  

Q11 c)  Activities outside of Canada 
■ If the beneficiaries of an organization’s activities 

are outside Canada, the following information 
has to be provided: 

– the countries, and the locations within the 
countries, where the activities will be carried 
out (include a photocopy of the area on a 
map, if necessary); 

– whether the organization will carry out its 
activities outside Canada through its own 
volunteers or employees, through an agent, or 
through some other arrangement; 

– if through an agent or through some other 
arrangement, the control measures that will 
be established to ensure that the 
organization’s charitable activities are 
properly carried out; and 
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– if applicable, the name, address and a 
description of any foreign organization that 
will receive funds or goods from the 
Canadian organization and copies of any 
current or proposed written agreements. 

For more information about activities outside 
Canada, refer to Guide RC4106, Registered 
Charities: Operating Outside Canada, which 
is available on the CRA Web site at 
http://www.cra.gc.ca/E/pub/tg/rc4106/rc4106-e.html. 

Q11 d) Attach any copies of additional, relevant 
information such as minutes of meetings, 
newspaper cuttings, videos, CDs, fundraising 
materials, pamphlets, brochures, or other items 
that further describe the organization’s work and 
purposes. This information gives us a 
comprehensive portrait of the organization in 
action and helps us understand what it is trying to 
achieve. 

Q12 Fundraising Activities 
This question refers to those fundraising activities 
that an organization will conduct on an 
intermittent basis (e.g., yearly or twice-a-year 
bingos, an auction, a Christmas craft sale, an 
annual walk-a-thon, or an annual mail campaign 
for donations).  

Q12 a) Describe the different types of fundraising 
activities the organization intends to undertake, 
how often it intends to carry out these activities, 
and estimate what proportion of the people 
working in the events will be volunteers.  

Q12 b) State if a professional fundraiser from outside the 
organization will be involved in any, or all, of the 
fundraising activities. If yes, say how much the 
professional fundraiser will be compensated and 
the terms of payment. If applicable, attach copies 
of any current or proposed contracts. 

Q12 c) State whether the organization intends to receive 
non-cash gifts on a regular basis. If applicable, 
describe the nature of the non-cash gift (e.g., art 
work). 

If you are uncertain whether a particular activity 
should be included under fundraising or business 
activities, do not omit it from your list of activities. 
Report it under either Q.13 or Q.14. An 
organization should use its best judgement in 
determining which of its fundraising activities can 
be viewed as regular and which should be 
categorized as occasional. 

Q12 d) State whether the organization is involved in, or 
plans to be involved with, or is in any way 
associated with a tax shelter arrangement. A tax 
shelter arrangement, under the Income Tax Act, 
includes any property or gifting arrangement for 
which a promoter represents that an investor can 
claim deductions or credits which equal or exceed 
the cost of the property less certain benefits within 
a four year period. 

Q13  Regular revenue from sale of goods, services, or 
use of assets  
This question refers to any fees or regular income 
received from the sale of goods or services. The 
term “regular” does not necessarily mean daily. It 
means on a repeated basis where there is a system 
and continuity to the transactions being carried on.  

Some examples would be weekly bingos, monthly 
operation of a used clothing store, or an annual 
summer camp. These include revenue from goods 
or services provided as part of the organization’s 
programs. 

The Act permits registered charities designated as 
charitable organizations and public foundations to 
carry on related businesses that accomplish or 
promote their charitable purpose(s). Private 
foundations cannot carry out any business 
activities. A related business is a commercial 
activity (i.e., revenue-generating) that is either 
related to a charity’s purpose(s), or substantially 
run by volunteers. For more information, see 
Policy Statement CPS-019, What is a Related 
Business?, on the CRA Web site at 
http://www.cra.gc.ca/tx/chrts/plcy/cps/cps-019-
eng.html.  

a) Describe the activity in detail, for example, 
describe the type of goods the organization 
sells or will sell, any service it provides or will 
provide for a fee, or resources and facilities 
from which it generates or will generate 
revenues. Explain how theses activities relate 
to the organization’s purpose(s). 

b) Give the percentage of the organization’s total 
resources (human, financial and physical) that 
will be devoted to carrying out these activities. 

The term human resources refers to volunteers 
and staff. In estimating the percentage of its human 
resources the organization expects to use in 
carrying out its revenue generating activities, 
consider how many of the volunteers and staff will 
be involved in the revenue generating activities 
and how much of their time will be devoted to 
these activities.  

Physical resources include the physical assets of 
the organization, such as a car, building, or office 
equipment. In the same way as with human 
resources, consider both how much of the 
organization’s assets will be used for revenue 
generating activities and for how long. 

c) Give the percentage of human resources 
involved that are volunteers. 

Q14 Political activities 
The Act allows a registered charity to devote up to 
10% of its resources to non-partisan political 
activities to influence law, policy, and public 
opinion on matters related to its charitable 
purposes. For more information on political 
activities, please see the section on Political 
purposes on page 5. 

http://www.cra.gc.ca/E/pub/tg/rc4106/rc4106-e.html
http://www.cra.gc.ca
http://www.cra.gc.ca/tx/chrts/plcy/cps/cps-019-eng.html
http://www.cra.gc.ca/tx/chrts/plcy/cps/cps-019-eng.html
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Examples of non-partisan political activities would 
include organizing meetings with elected officials 
or their staff, arranging presentations or providing 
briefs to elected or appointed officials, organizing 
conferences, workshops, lectures, rallies or 
demonstrations, overseeing mailings to officials or 
the public, managing letter-writing campaigns, as 
well as producing published or broadcast 
statements. However, registered charities are not 
permitted to engage in partisan political activities. 

State if the organization is engaged in or plans to 
engage in any political activities. If applicable, 
describe the activity in detail, explain how the 
political activities are related to the organization’s 
purpose, and provide a total of the human, 
financial, and physical resources that will be 
devoted to these activities. 

The terms human resources and physical 
resources are described in Q13b. 

Q15 Financial transactions with the organization’s 
officials 
We need sufficient information to establish 
whether a transaction would be consistent with the 
common law definition of charity and whether it 
would also comply with the provisions of the Act. 
For example, if the organization intends to lend 
funds to one of its directors, or has done so, we 
would want to know the amount involved, the 
terms of the loan (e.g., interest payable, the loan 
repayment schedule, and the guarantee taken), and 
the position of the individual within the 
organization. Similarly, if an individual who serves 
on the organization’s board of directors also serves 
on the board of a company that will rent space 
from the organization, we would want to know the 
terms of the lease, including the number of square 
feet of the space to be rented, the fair market value 
of the rent for that space, and the monthly rent the 
organization will pay, if different from the fair 
market value. 

Q.16 Ownership 
a) State if the organization owns or expects to own 

more than 2% of the outstanding shares of any 
class of shares of a corporation. A share 
represents ownership in a corporation. Some 
corporations issue more than one class of share, 
where the holders of different types of shares are 
entitled to different treatment or all holders of 
the same class of shares are treated identically. 
For example, Class A may have voting rights, 
while Class B are non-voting shares. 

b) If an organization owns (or intends to own) 
land or buildings, we recommend that it 
become incorporated for the purpose of 
holding title to the real property. Incorporation 
can ensure that a charity is better able to 
protect its assets. However, an unincorporated 

charity can have the use of real property 
where it is held in trust by trustees acting on 
behalf of the organization. In such 
circumstances, the trust indenture should 
clearly specify the following: 

■ that the legal title to the property is vested 
in trustees on behalf of the charity and for 
the charity’s own charitable purposes, and 
that the trustees are bound to apply the 
property for the charitable purposes of the 
charity; 

■ the provisions for the replacement of 
trustees acting on the organization’s behalf. 
In the absence of such provisions, 
replacement of trustees is usually made by 
the courts; and 

■ that the trust indenture is registered against 
the title of the property under the property 
title laws of the relevant province, if 
appropriate. 

Unincorporated organizations are encouraged to 
contact the Charities Directorate in writing or seek 
legal advice before acquiring any real property. 

Part 4 – Financial information of the 
organization 
Q17 This section must be completed, whether the 

organization is operating or not, and whether the 
organization is submitting financial statements 
or not. 

For organizations that have been in operation for 
a full fiscal period, attach a separate copy of the 
organization’s most recent financial statements.  

These statements form a separate document and 
will supplement the financial information 
provided in the application. These financial 
statements remain confidential. 

At the very least, financial statements consist of 
both a statement of revenue and expenditures and 
a statement of assets and liabilities for a particular 
fiscal period. They should show the different 
sources of an organization’s income and how it 
spent its money. 

Fiscal period end 
Give the organization’s fiscal period end. 
A fiscal period is the 12 months (or, for 
incorporated charities, a period of up to 53 weeks) 
covered by an organization’s financial statements.  

Many organizations select a fiscal period that 
matches the calendar year (January 1 to 
December 31). Others select a different fiscal 
period (e.g., April 1 to March 31). If an 
organization applied for registration in 
February 2007, and its fiscal period is July 1 to 
June 30, then its next complete fiscal period would 
have been July 1, 2007, to June 30, 2008. 

http://www.cra.gc.ca
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If the fiscal period end given on this application is 
different from that recorded in the organization’s 
governing documents, provide an explanation. If 
we register the organization as a charity, the 
organization cannot change its fiscal period 
without obtaining our approval. Any change in a 
charity’s fiscal period end affects its obligations 
under the Act, in particular the requirement to file 
its information returns.  

Proposed operating budget for the next fiscal period 
We recognize that not all of the categories in the 
proposed budget will apply to all organizations. 
We also understand that the amounts we are 
asking an organization to provide will only be 
approximate amounts, since they are projections of 
what the organization expects to receive and spend 
in its next fiscal period. The amounts may be 
rounded off to the nearest $100 or $1000, where 
reasonable. In the case of gifts of items, provide the 
fair market value of the item. 

Revenue describes cash received from any source, 
including proceeds from loans and proceeds from 
the sale of capital assets, while expenditures 
describes all cash outlays, whether as a business 
expense, a loan repayment, or a loan to someone 
else. The amounts reported as revenue should be 
gross amounts; that is, the actual amounts received 
before any deductions for costs are applied. For 
example, the total amount of entrance fees 
collected by a museum would be shown as 
revenue, without deducting any expenditure 
related to the operation of the museum. 

Gift 
A gift is a voluntary transfer of property for which 
the donor receives or expects nothing in return. 
A contribution of services (i.e., time, skills, and 
effort) does not qualify as a gift, since services are 
not property. To qualify as a gift, all three of the 
following conditions must be met: 

■ some property, either in the form of cash or a 
gift-in-kind, is transferred by a donor to a 
registered charity. (A gift-in-kind involves 
property other than cash, such as equipment, 
shares, or land); 

■ the property is given voluntarily. The donor 
must not be obliged to part with the property 
(e.g., as the result of a larger contract or a court 
order); and 

■ the donor is transferring the property to the 
charity without expecting anything in return. No 
benefit of any kind may be provided to the 
donor or to anyone designated by the donor as a 
result of a gift. 

Note 
The Charities Directorate is currently applying proposed 
legislation. For gifts made after December 20, 2002, a 
transfer of property for which the donor receives an 
advantage may still be considered a gift for purposes of 
the Income Tax Act, as long as we are satisfied that the 
transfer of property was made with the intention to 

make a gift. The existence of an advantage will not 
disqualify the transfer from being considered a gift 
where the fair market value (FMV) of the advantage 
does not exceed 80% of the FMV of the transferred 
property. 

See pamphlet P113, Gifts and Income Tax, or Income Tax 
Technical News, Issue 26, on our Web site for more 
information on the proposed amendments to the 
definition of gift. 

a) Revenue 
Line 001 – Gifts from individuals – Enter the total 
value of cash and other gifts the organization 
expects to receive from individual donors. 

Line 002 – Gifts from corporations and 
businesses – Enter the total amount the 
organization expects to receive as gifts from 
organizations that are not charities, such as 
non-profit organizations or businesses. In the space 
provided, enter the name of the donor 
organization(s) if known and the approximate 
amount to be received. 

Line 003 – Gifts from registered charities – Enter 
the total amount the organization expects to 
receive from registered charities. In the space 
provided, give the names of the donor charities 
and Business Numbers, if known, as well as the 
approximate amounts to be received.  

Line 004 – Government grants, contributions, or 
contracts – Enter the total amount the organization 
anticipates receiving from government grants, 
contributions, and contracts. 

Line 005 – Fundraising activities carried on by the 
organization itself – Enter the total income the 
organization expects to receive from the 
fundraising activities described in Q12. Do not 
include amounts received from professional 
fundraisers or other organizations contracted to 
raise funds on the organization’s behalf. 

Line 006 – Fundraising activities carried on by 
third parties on the organization’s behalf – Enter 
the total amount the organization expects to raise 
from fundraising events or campaigns which it will 
conduct through a third-party organization such as 
a professional telemarketer or fundraising 
company. You should include the gross amount 
the third-party organization will raise before 
deductions such as remuneration and expenses. 
Attach a copy of any proposed or existing contracts. 

Line 007 – Revenue from the sale of goods, services, 
or the use of assets – Enter the total amount the 
organization expects to generate through regular 
activities as described in Q13. You should enter 
gross amounts before deductions for expenditures 
such as operating costs. For example, include 
income from selling goods or services, operating a 
catering service, church bookstore, or hospital gift 
shop, or from sources such as subscription fees for 
magazines, day-care fees, registration fees for 
seminars and courses, and tuition fees. Also 
include regular rental income on this line. 
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Line 008 – Other – Enter any other income not 
already reported on lines 001 to 007, such as 
membership dues, interest, and dividends. In the 
space provided, briefly explain the source of the 
income and the approximate amount of revenue 
expected. 

Line 009 – Total estimated revenue from all 
sources – Add lines 001 to 008 inclusive, and enter 
the total on line 009. 

b) Expenditures 
Line 010 – Charitable activities – Enter the total 
amount the organization expects to spend directly 
on its charitable activities. In the space provided, 
briefly describe the program and the approximate 
amount to be spent on that program. A hospital, 
for example, would include the salaries not only of 
the medical and nursing staff who are treating the 
patients, but also of those providing support 
services that enable the patient to stay in the 
hospital, such as kitchen and housekeeping staff. A 
religious organization would include not only the 
salary of the person who conducts the religious 
ceremonies, but also the cost of maintaining and 
heating the building, printing religious materials, 
and other expenditures required to carry out the 
charitable program.  

Line 011 – Gifts to qualified donees – A registered 
charity can provide property (e.g., money, 
equipment, educational materials, or land) as a gift 
to other organizations if these organizations are 
qualified donees, usually other registered 
charities. See the list of qualified donees provided 
in Part 3 – Activities of the organization on 
page 14. Enter the total amount for gifts that the 
organization plans to make to qualified donees. If 
the organization already knows which qualified 
donees will receive gifts, give the names of those 
organizations, and describe the nature and amount 
of each gift to be made to each donee. 

Line 012 – Fundraising activities carried on by the 
organization itself – Enter the total amount the 
organization expects to spend to raise funds itself 
(i.e. not through any outside organization). 
Examples of such disbursements are: 

■ expenses for conducting fundraising activities, 
including salaries and overhead costs, 
promotional materials such as posters and 
newspaper ads, campaign supplies, electronic 
data processing, and year-round office expenses 
directly related to fund-raising; 

■ expenses for promoting the charity and its 
activities to the community primarily for 
fund-raising purposes; and 

■ postage costs for direct mail canvassing. 

Line 013 − Fundraising activities carried on by 
third parties on the charity’s behalf – Enter the 
total amount the organization expects to spend to 
raise funds through other organizations. Examples 
of such disbursements are: 

■ fees the charity paid to outside fundraising 
consultants or agencies (or amounts retained by 
them); and 

■ any expenses incurred for conducting 
fundraising activities, including overhead costs, 
promotional materials, campaign supplies, 
electronic data processing, and year-round office 
expenses directly related to fundraising. 

Line 014 – The sale of goods or services or the use 
of assets – Enter the total costs associated with the 
sale of the organization’s goods or services, or the 
use of assets. 

Line 015 – Political activities – Enter the total 
amount the organization expects to spend on 
political activities. 

Management and Administration 
Line 016 – Remuneration and benefits not already 
included – Enter the total amount the organization 
will pay for remuneration of persons within 
management or administrative roles (e.g., salaries, 
wages, commissions, bonuses, fees, and honoraria), 
plus the fair market value of benefits (e.g., the 
private use of a car or office space). 

Do not include salaries already reported on 
previous lines. Also, do not include repayments of 
amounts directors, trustees, or employees spent to 
carry out their duties (e.g., a director’s travel 
expenses and out-of-town accommodation to 
attend a board meeting). These expenses should be 
included on line 021 or 022, as appropriate. 

Provincial law determines the circumstances under 
which a charity’s directors or trustees can receive 
compensation. Some provinces permit a charity to 
pay its directors or trustees for any services they 
provide to the charity. However, in general, a 
charity cannot compensate its directors or trustees 
simply for occupying the position of director or 
trustee. If an organization is uncertain about what 
compensation it may provide to its directors or 
trustees, it should seek legal advice. 

Line 017 – Accounting/legal services – Enter the 
total amount to be spent on accounting and legal 
fees. 

Line 018 – Occupancy costs − Enter the total 
amount to be spent on occupancy costs (rent, 
mortgage payments, building maintenance, 
insurance, heat, hydro, etc.). Do not include 
amounts already reported on line 010. 

Line 019 – Supplies and equipment – Enter the 
total amount for items such as office supplies, 
telephone and fax costs, as well as other items the 
organization uses (e.g., medicines in a hospital, 
desks in a school, shelving in a library). 

Line 020 – Printing, publications, and 
advertising – Enter the total amount related, for 
example, to preparing and printing the annual 
report, informational flyers, or other publications 
that are distributed free of charge.  
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Line 021 – Travel– Enter the total amount spent on 
travel costs. Do not include amounts already 
included on line 010. 

Line 022 – Other – Enter the total amount for any 
other expenditures and briefly explain their nature. 
Among items that may be included are bank 
charges and the cost of maintaining life-insurance 
policies that donors have given to the organization. 

Line 023 – Total estimated expenditures– Add 
lines 010 to 022 inclusive, and enter the total on 
line 023. 

c) Revenue and expenditures outside of Canada 
If any of the revenue reported in section a) is 
received from a source outside Canada, name the 
source of the revenue and the corresponding 
amount. If any of the expenditures in section b) are 
incurred for activities outside of Canada, give the 
location (country, including region) where the 
expenditures will be made, the intended activity, 
and/or recipient, and the amount of money 
and/or value of the property involved.  

The Act does not allow a registered charity to carry 
out its purposes abroad simply by making its 
money or other resources available to a foreign 
organization (unless that organization is a qualified 
donee). For more information on the requirements 
that must be met if a charity has, or intends to 
have, any foreign disbursements, refer to Guide 
RC4106, Registered Charities: Operating Outside 
Canada, which is available on the CRA Web site at 
http://www.cra.gc.ca/E/pub/tg/rc4106/rc4106-
e.html. 

d) Assets and Liabilities 
Assets 
Lines 030 to 032 – Enter approximate amounts for 
assets that the organization expects to have by the 
end of its next fiscal period. 

Line 033 – Total assets – Add lines 030 to 032 
inclusive, and enter the total on line 033. 

Liabilities 
Line 034 – Total Liabilities – Enter approximate 
amounts the organization expects to owe by the 
end of the next fiscal year, and enter the total on 
line 034. 

Part 5 – Information about the 
organization’s officials 
Q.18 Public and confidential information about 

directors and trustees 

Name and position of directors, trustees, officers, 
or other like officials on the organization’s 
governing body 
Directors, trustees, officers, and like officials are 
the persons who make up an organization’s elected 
or appointed governing body. These people hold 
positions, such as chair, president, treasurer, or 
secretary and are usually identified in the 
organization’s governing document. 

List the full names of all the organization’s 
directors, trustees, officers, or like officials, and 
give their position within the organization 
(e.g., treasurer, board member, trustee, religious 
leader). Attach a separate sheet if there is not 
enough space on the application. 

Full name includes at least the first name and 
surname. Where a particular name is shared in 
common by two or more members of the 
governing body, include additional given names or 
initials to clearly identify each individual. In the 
case of a congregation, include the name of the 
priest, minister, or other religious leader in charge, 
even if this person is not a director or trustee. 

Provide the name, position in the organization, 
home address, phone number, and date of birth for 
each director, trustee, or like official of the 
organization. If any of the directors or trustees live 
outside Canada, include in their home address the 
name of the country, as well as the postal code or 
its equivalent. 

Directors/trustees are required to provide date of 
birth and home address to facilitate the 
administration and enforcement of the Act. The 
date of birth information provides further means 
of identification of directors/trustees who are 
fiscally accountable for the management of the 
charity. This information will remain confidential. 

Part 6 – Confidential Information, Final 
steps and Certification  
Q.19 Physical location of the organization 

Physical location is the actual location of the 
organization. Some organizations are physically 
located at an address other than their mailing 
address or the address at which they keep their 
books and records. 

Q.20 Physical location of books and records 
Give either a complete street address or a legal 
description of the physical location (i.e., a lot or 
concession number) that clearly shows where the 
organization will keep its books and records. A 
post office box number or rural route number is 
not sufficient. 

Q.21 Authorized representative/contact person 
If one of the directors or trustees listed in Q.18 is 
the authorized representative for the organization, 
give that person’s name. However, if the 
authorized representative is not a director or 
trustee of the organization, give the person’s name, 
full address, telephone number, and fax number. 
We will only send information to the persons who 
are identified as the organization’s authorized 
representatives. Unless otherwise specified, 
information will normally be sent to the 
organization’s mailing address. Changes to the 
authorized representative of an organization 
should immediately be brought to our attention in 
writing. 

http://www.cra.gc.ca/E/pub/tg/rc4106/rc4106-e.html
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Certification 
Ensure that the application is dated and signed by 
two individuals authorized to sign on the 
organization’s behalf, and give their position 
within the organization. Original signatures are 
required. This application will not be processed if 
it has not been properly certified. 

The organization’s treasurer should sign any 
financial statements that have not been 
professionally audited. 
It is our policy that the confidential information 
provided under Part 5 and Part 6 of Form T2050 
and financial statements, if provided, will remain 
confidential and will not be made publicly 
available except in circumstances where the release 
of any or all of the information is required by law 
or, in certain exceptional circumstances, where it is 
permitted by law. Circumstances where the law 
would require or permit the disclosure of such 

information include a court order, warrant, or 
subpoena issued with respect to criminal 
proceedings initiated under any Act of Parliament, 
or any legal proceedings relating to the 
administration or enforcement of the Income Tax 
Act, the Canada Pension Plan, the Unemployment 
Insurance Act or the Employment Insurance Act, or 
“any other Act of Parliament or law of a province 
that provides for the imposition or collection of a 
tax or duty.” Other circumstances where we are 
required or permitted by law to disclose certain 
records would include requests made under the 
authority of the Auditor General Act, warrants 
issued by the Canadian Security Intelligence Service 
Act, and inquiries from the Department of Finance 
for information “solely for the purposes of the 
formulation or evaluation of fiscal policy.” 
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For more general information about the British Columbia (BC) society under the Society Act, visit the 
BC Province’s website:  http://www.bcregistryservices.gov.bc.ca/bcreg/corppg/societies/index.page  
 
The following application form is included this appendix: 
 

x BC Ministry of Finance Society Application  

 
  

http://www.bcregistryservices.gov.bc.ca/bcreg/corppg/societies/index.page
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The following forms are included this appendix: 
 

x PAOC New Church Affiliation Application 

x Considerations for Affiliation with the BC/Yukon District, PAOC 
 
  





  New Church Affiliation Application, Page 2 
  
 
OFFICIAL ENDORSEMENT I hereby authorize the action indicated for the above assembly as approved by the   

   District Executive, of PAOC on this   day of   , year    

Signed:     
 District Representative Position 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

AFFILIATION DECLARATION 
 
 This is to certify that the following resolution was duly approved at a congregational meeting on the   day of 
      in the year of  . 
 
 
“We, the congregation of        request affiliation with The Pentecostal 

(Official Name) 
Assemblies of Canada, and in so doing agree to abide by The Statement of Fundamental and Essential Truths 
and the governing documents of The Pentecostal Assemblies of Canada, International and District bodies; 
including full financial participation by church tithe and support of the national and international mission of The 
Pentecostal Assemblies of Canada. 
 
 Certified by:    
    Chairman 

  
    Secretary 
 
 Address of Congregation:   
 (If different from reverse)     
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20411 Douglas Crescent, Langley, BC V3A 4B6 
P: 604-533-2232  │   F: 604-533-5405 

Email: Ron Davis, District Secretary-Treasurer: rdavis@bc.paoc.org 
 
 
 
1. Congregational Approval of the Resolution for Affiliation (attached). 

2. Willingness to support PAOC World Missions programs. 

3. Willingness to support the BC & Yukon District Ministries:  “Each assembly is encouraged to tithe of its 
general receipts to District Ministries.  This tithe excludes local special purpose offerings and designated 
receipts. (Resolutions of District Conference, 1968, 1969; District Constitution Bylaw XI, Section 3,4; 
General Constitution, Bylaw 25,e,3). 

4. Demonstration of a positive desire and attitude toward fellowship and cooperation with other PAOC 
congregations in the Section and District. 

5. Cooperation and participation in District Conferences, Retreats, Seminars, Camp Meetings, etc. 

6. Completion of the attached forms:  (Please use this as your final check list before returning forms to our office) 
 

  COMPLETED 
  YES NO 

a. PAOC New Church Affiliation Application   

b. Affiliation-Resolution # 1 (must be signed by two people)   

c. 
Revenue Canada Form T2050(E)   
(Please make sure the form is dated and signed by the Pastor and 
Secretary of the Board or Steering Committee) 

  

d. For churches Set-in-Order, two signatures on Local Constitution   

 
 
 

mailto:rdavis@bc.paoc.org
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The following documents are included this appendix: 
 

x PAOC Local Church Constitution 

x PAOC Local Church By-Laws 

x PAOC Statement Of Fundamental And Essential Truths 
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LOCAL CHURCH  
CONSTITUTION AND BY-LAWS 

 
 
 
 
 
 

 
This edition of the Local Church Constitution and By-Laws contains amendments as 
approved by the 2012 General Conference.  In order for an affiliated local church to 
enact any of the amendments herein approved by the General Conference, a 
congregational meeting must duly adopt either this edition in its entirety or such 
individual amendments of the General Conference as are approved by the local 
membership.  The adoption of such amendments shall be in accordance with the 
amending article (or by-law as the case may be) of the Local Church Constitution and By-
Laws. 

 
 

 
 
 

AND 
 
 
 
 

STATEMENT OF  
FUNDAMENTAL AND ESSENTIAL TRUTHS 

 
 

2012 
 
 
 
 
 
 
 

THE PENTECOSTAL ASSEMBLIES OF CANADA 
INTERNATIONAL OFFICE 
2450 MILLTOWER COURT 

MISSISSAUGA, ONTARIO L5N 5Z6 
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ADOPTING THE  

LOCAL CHURCH CONSTITUTION AND BY-LAWS 
 

CHECKLIST 
 

Please note: The terms leadership, church board, pastor’s council shall also be considered synonymous until a governance 
model has been determined for the local church. And further, that the pastor would mean senior pastor or lead pastor. 
 

Complete Church Information box on page 3 
 

Ensure that the Chair and Secretary of your [leadership] have signed this document in the Church Information 
box on Page 3 

 
Complete district participation on page 4 

 
Complete Article 1 with the name of the church as approved by the district on page 5 

 
Decide on the month of the Annual Congregational Business Meeting (see Article 8.1) on page 7 

 
Choose to establish a Servants Council on page 13 

 (if choosing not to establish a Servants Council, delete By-Law 2.4) 
 

Choose form of governance: Elected or Pastor’s Council - see By-Law 3 on page 13 

Delete the wording [Option One - Elected or Option Two – Pastor’s Council] that isn’t relevant 
Delete the section that doesn’t apply to the local church 

 
Choose the name given for the leadership as it relates to the form of governance  

Church Board 
Pastor’s Council 

 
Replace all the [leadership] notations with the chosen name given (for consistency) 

 
Change all font colour to black for printing purposes 

 
Present final draft to the district office for approval 

 
Present to the congregation for approval 
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CONSTITUTION AND BY-LAWS 
FOR LOCAL CHURCHES 

 
This Local Church Constitution and By-Laws was authorized by the General Conference of The Pentecostal 

Assemblies of Canada and amended in 2012 for local churches, as defined in this constitution and the constitutions 

of the General Conference and district conferences of The Pentecostal Assemblies of Canada. 

 

In this constitution, the terms church, assembly and congregation shall be considered synonymous. 

 
 
 

 
CONSTITUTION AND BY-LAWS OF 

 
 
Church   

City   

Adopted this    day of   20   

Certified (signed) by       
 (Chair of [leadership]) 
 
      
 (Secretary of [leadership]) 

       
 ([leadership] member) 
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PREAMBLE 
 

For the purpose of establishing and maintaining a place for the worship of Almighty God, our Heavenly Father; to 

provide for Christian fellowship for those of like precious faith where the Holy Spirit may be honoured according 

to our distinctive testimony; to assume our share of responsibility and the privilege of propagating the gospel of 

Jesus Christ by all available means, both at home and in foreign lands, we, whose names appear on the local church 

roster under the above date, do hereby recognize ourselves as a local church in fellowship with The Pentecostal 

Assemblies of Canada, and shall adopt the following articles of church order and submit ourselves to be governed 

by them. 

 

All local churches are recognized as self-governing with the inherent right to sovereignty in the conduct of their 

own affairs. This local church shall voluntarily enter into full cooperative fellowship with churches of like precious 

faith associated in the   

district conference and the General Conference of The Pentecostal Assemblies of Canada, with headquarters at 

Mississauga, Ontario; and shall share in the privileges and assume the responsibilities enjoined by that affiliation. 
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CONSTITUTION 
 
ARTICLE 1 NAME:  This local church shall be known as   

  

 
ARTICLE 2 DEFINITION - LOCAL CHURCH:  A local church desiring to affiliate with The Pentecostal 

Assemblies of Canada shall: 
 
2.1 Assume all financial obligations in providing a place of worship and its operation, and adequate salary for 

its pastor, together with provision for suitable housing and travel reimbursement. Suitable housing shall be 
understood to mean an adequate dwelling, together with utilities such as heat, water, hydro and 
telephone or financial provision for such services. 

 
2.2 Assume responsibility in contributing to the support of the district office or branch conference with which 

it is affiliated, and to The Pentecostal Assemblies of Canada international missions, Bible colleges, and 
other responsibilities as may be determined by the General Conference of The Pentecostal Assemblies of 
Canada. 

  
2.3 Have properly qualified leadership of sufficient maturity available for selection, and be able to maintain 

standards of discipline and doctrine over its members. 
 
2.4 Petition the respective district executive for status as a local church. In order to obtain this status, it is 

required that a duly called congregational meeting, presided over by the District Superintendent or an 
appointee(s), be held, in which there shall be: 
 
2.4.1 an adoption of the Statement of Fundamental and Essential Truths; and 
 
2.4.2 acceptance of the Local Church Constitution and By-Laws, as approved by the General Conference, 

together with a decision about the required available options; namely, the size of the [leadership] 
and the decision concerning who shall be the trustees. 

 
2.5 Ensure that a credential holder of The Pentecostal Assemblies of Canada is established as pastor of the 

local church or one whom the district executive officers of The Pentecostal Assemblies of Canada 
approve.  

 
2.6 Be duly registered as a charity under the Income Tax Act. 
 
 
ARTICLE 3 PREROGATIVES 
 
3.1 This local church shall have the right to govern itself according to the standards of the New Testament 

Scriptures, "endeavouring to keep the unity of the Spirit in the bond of peace ... till we all come in the 
unity of the faith, and of the knowledge of the Son of God, unto a perfect man, unto the measure of the 
stature of the fullness of Christ" (Ephesians 4:3, 13). 

 
3.2 This local church shall have the right to govern itself according to the General Constitution and By-Laws and 

district constitutions and by-laws in force by order of General Conference and district conferences.  
 
3.3 This local church shall have the right to develop policies and procedures which guide its operation as 

determined by the [leadership] or the congregation.  
 
3.4 This local church shall have the right to purchase or acquire by gift, bequest or otherwise, either directly 

or as trustee, and to own, hold in trust, use, sell, convey, mortgage, lease or otherwise dispose of any real 
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estate or chattels as may be necessary for the furtherance of its purpose; all in accordance with its 
constitution and by-laws or as the same may be hereafter modified or amended. 

3.5 This local church shall have the right to borrow any sum or sums of money from a lender upon the credit 
of the local church either by way of overdraft, discount, loan, line of credit or otherwise, and upon such 
terms as they may think proper and as security for any money so borrowed or as security for any 
advances, reliabilities heretofore made or incurred or that may hereafter be made or incurred, to 
hypothecate, mortgage, pledge and give to the lender all or any stock, bonds, debentures, negotiable 
instruments, in action or other real property of the local church or other assets of the local church as 
they may see fit, or as may be required by or on behalf of the lender, and it is expressly declared that any 
security given pursuant to this article may be by way of chattel mortgage or in such other form as the 
lender may require, or as this local church sees fit. 

 
3.6 The activities of this local church shall be carried on without purpose of gain for its members, and any 

profits or other accretions to the organization shall be used solely to promote its objectives, in 
accordance with its constitution and by-laws or as the same may be hereafter modified or amended. 

 
3.7 In the event of dissolution or winding up of the organization, all its remaining assets after payment of 

liabilities shall be distributed to The Pentecostal Assemblies of Canada for its continuing ministries. 
 
 
ARTICLE 4 TENETS OF FAITH:  We believe most assuredly that the Holy Scriptures are God's final 

revelation and constitute our all-sufficient rule for faith and practice. This local church, by virtue 
of its affiliation with The Pentecostal Assemblies of Canada, shall accept the Statement of 
Fundamental and Essential Truths, as approved by The Pentecostal Assemblies of Canada, and 
which is appended to this constitution. 

 
 
ARTICLE 5 ORDINANCES AND PRACTICES 
 
5.1 ORDINANCES 
 

5.1.1 The ordinance of baptism by immersion in water (Matthew 28:19) shall be administered to all 
those who have repented of their sins, and have believed on the Lord Jesus Christ to the saving 
of their souls, and who give clear evidence of their salvation (Romans 6:3-5; Colossians 2:12). 
 

5.1.2 The ordinance of the Lord's Supper shall be regularly observed as enjoined in the Scriptures 
(Luke 22:19-20; 1 Corinthians 11:23-26). 

 
5.2 PRACTICES 

 
5.2.1 Dedication of children 
 
5.2.2 Prayer for the baptism with the Holy Spirit 
 
5.2.3 Prayer for the sick 
 
5.2.4 Christian marriage (as defined by the Statement of Fundamental and Essential Truths of The 

Pentecostal Assemblies of Canada)  
 
5.2.5 Christian burial of the dead 
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ARTICLE 6 MEMBERSHIP 
 
6.1 Persons desiring to become members of this local church shall give credible profession of faith in the Lord 

Jesus Christ as Saviour. They shall give evidence of compliance with the biblical standard of Christian 
practice and manifest spiritual growth by giving evidence of the fruit of the Spirit: "love, joy, peace, 
patience, kindness, goodness, faithfulness, gentleness and self-control" (Galatians 5:22,23 NIV). 

 
 They shall refrain from "acts of the sinful nature: sexual immorality, impurity and debauchery, idolatry and 

witchcraft; hatred, discord, jealousy, fits of rage, selfish ambition, dissensions, factions and envy; 
drunkenness, orgies, and the like" (Galatians 5:19-21 NIV). Sexual immorality shall be interpreted to mean 
common-law marital relationships, pre-marital and extra-marital sexual relationships (1 Corinthians 6:15-
18; 7:1-2; 1 Thessalonians 4:3-8; Hebrews 13:4), and all forms of homosexual activity, along with other 
practices deemed inexcusable for Christian conduct, and which place a person under God's judgment 
(Romans 1:26-2:11). 

 
 They shall indicate a desire to live in harmony with this body of believers, shall accept the doctrinal 

standards as set forth in the Statement of Fundamental and Essential Truths, and shall be regular financial 
supporters of this local church. 

 
6.2 Membership shall consist of the following: 
 

6.2.1 Regular Members.  Persons 18 years of age and over who fulfil the requirements of Article 6.1 
shall be known as regular members. 

 
6.2.2 Junior Members.  Persons between the ages of 12 and 18 who fulfil the requirements of Article 6.1 

may be eligible for junior membership. Such membership does not qualify for voting privileges at 
congregational business meetings. 

 
 
ARTICLE 7 PASTOR AND [LEADERSHIP] 
 
7.1 PASTOR 

 
7.1.1 Nominations for pastor shall be submitted to the local church congregation by the [leadership], 

after consultation with the District Superintendent and the retiring pastor. 
 
7.1.2 The pastor must be one who holds an active credential in good standing with The Pentecostal 

Assemblies of Canada or one whom the district executive officers of The Pentecostal Assemblies 
of Canada approve.   

 
7.2 OFFICERS:   The officers of this local church shall be the pastor, secretary, treasurer, and such other 

officers as may be determined by this local church from time to time. 
 
7.3 [LEADERSHIP]:  The [leadership] shall consist of the pastor and not fewer than three (3) [leaders] (if 

more, the exact number and the resolution authorizing the same must be duly recorded in the church 
minutes).  After the setting in order of the church and the creation of the [leadership], the lay members 
of the [leadership] shall be selected in accordance with the resolution of this church.  The pastor shall act 
as chair of the [leadership].  When a pastorate becomes vacant, the District Superintendent or the 
District Superintendent’s authorized representative shall be empowered to act in the full legal capacity of 
the pastor in consultation with the [leadership]. The District Superintendent shall arrange to supply the 
pulpit with suitable ministry until such time as a new pastor has been duly installed. 
 

7.4 The local church may extend membership privileges to a district leader or another Pentecostal 
Assemblies of Canada credential holder and invite them to serve on the [leadership]. 
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ARTICLE 8 BUSINESS MEETINGS 
 
8.1 ANNUAL CONGREGATIONAL BUSINESS MEETING:  The annual congregational business 

meeting shall be held in the month of [January] each year on a suitable date unless otherwise decided 
by the [leadership]. 

 
8.2 SPECIAL BUSINESS MEETINGS:  Special business meetings may be called by: 

 
8.2.1 The pastor; 

 
8.2.2 The secretary of the [leadership] upon written order of a majority of the [leadership]; 
 
8.2.3 By petition by no less than one-half (1/2) of the regular members of the congregation.  Such 

petition shall be handed to the [leadership], whose duty it shall be to give notice of such meeting. 
 
8.3 NOTICE OF BUSINESS MEETINGS:  Two weeks (14 days) notice shall be given of the annual 

congregational business and special business meetings from the pulpit and posted and publicized in the 
local church. It shall include date, time and purpose of the meeting 

 
8.4 AGENDA:  The agenda shall be prepared by the pastor and [leadership].  An agenda item may be 

submitted for consideration to the [leadership] by a member of the congregation in good standing.  It 
must be in writing, signed, and in the possession of the [leadership] at least 10 days prior to the meeting. 

 
 

ARTICLE 9 PROPERTY:  All real estate owned by this local church shall be held in the name of the 
respective district of The Pentecostal Assemblies of Canada where incorporated, as trustee for 
the local church according to the terms of the Declaration of Trust, or by The Pentecostal 
Assemblies of Canada where the respective district is not incorporated as trustee for the local 
church according to the terms of the Declaration of Trust, or by the trustees of the local church as 
a local church of The Pentecostal Assemblies of Canada and, in the case of an incorporated local 
church, may be held by the local church in its corporate name as a local church of The 
Pentecostal Assemblies of Canada. 

 
The acquiring and disposal of real property shall be decided by a two-thirds (2/3) majority of the 
voting members present at a duly called congregational business meeting. Where property is 
placed in trust with The Pentecostal Assemblies of Canada, either district or international, a 75 
percent majority of those voting at a duly called congregational business meeting shall be 
required. 
 
In the matter of disposing of any real property of this local church, this congregation shall be 
subject to the property regulations in force from time to time in the by-laws of The Pentecostal 
Assemblies of Canada and the district constitution and by-laws, the applicable provincial laws, and 
the Declaration of Trust, where applicable. 

 
 
ARTICLE 10 DEPARTMENTS:  The departments of this local church may be Christian Education, Youth 

Ministries, Men's Ministries, Women's Ministries, and Children’s Ministries. The [leadership] shall 
have authority to institute such other departments of this local church as deemed necessary 
from time to time. 

 
 
ARTICLE 11 AMENDMENTS:  This constitution may be amended at any annual congregational business 

meeting of this local church or at any special congregational business meeting duly called for that 
specific purpose, provided that a copy of the proposed amendment has been presented in writing 
to the [leadership] and to the District Superintendent at least 30 days before the date of the 
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congregational business meeting, and providing that notice of said proposed amendment shall 
have been given in the announcements of the said congregational business meeting. 

 
A copy of the proposed amendment or amendments shall be available to any voting member 
between the time of the announcement and the time of the congregational business meeting on 
application to the secretary of the [leadership]. 
 
An amendment to be adopted shall require a two-thirds (2/3) majority vote of the members 
present and voting at the meeting. Such amendment shall not be contrary to the regulations of 
the General Conference or the General Constitution and By-Laws or district constitution and by-
laws or Local Church Constitution and By-Laws of The Pentecostal Assemblies of Canada, the 
applicable provincial laws, and the Declaration of Trust, where applicable. 
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BY-LAW 1 MEMBERSHIP 
 
1.1 MEMBERSHIP COMMITTEE:  A membership committee composed of the pastor and the 

[leadership] shall receive applications for membership, shall make investigation relating thereto as it deems 
proper, and shall approve for admission into the local church those applicants who meet membership 
requirements. 

 
1.2 PROCEDURE FOR APPLICATION 

 
1.2.1 Application for membership shall be received on a signed application form whereby the applicant 

agrees to abide by the provisions of the Local Church Constitution and By-Laws including the terms 
of membership as stated in Article 6.1. 

 
1.2.2 Applicants who have been approved by the membership committee for membership in this local 

church shall be publicly received into the local church (Galatians 2:9) and may receive notification 
confirming membership.  Membership may be reviewed annually by the membership committee. 

 
1.3 TRANSFER:  Members who move from another local church and desire to have their membership 

transferred should request a certificate or letter of transfer from the membership committee of the 
former local church for presentation to the membership committee of this local church.  Members who 
move to another local church shall be given, upon written request, a certificate or letter of transfer by the 
membership committee of this local church. 

 
1.4 DISMISSAL OF MEMBERSHIP:  Grounds for dismissal of membership in this local church shall 

include the following: 
 

1.4.1 VOLUNTARY RESIGNATION OF MEMBERSHIP 
 

1.4.1.1 Voluntary withdrawal from membership in this local church or reception into the 
membership of another congregation; 

 
1.4.1.2 Issuance of a transfer letter; 
 
1.4.1.3 Absence from the regular services of the local church for three (3) consecutive months, 

upon issuance of a letter from the membership committee noting this voluntary 
withdrawal. 

 
1.4.2 DISCIPLINARY DISMISSAL OF MEMBERSHIP:  Upon the conclusion of disciplinary 

procedures according to By-Law 6 of the Local Church Constitution and By-Laws which finds a 
member responsible for a failure under the causes of disciplinary action. 

 
 
BY-LAW 2  PASTOR AND [LEADERSHIP] 
 
2.1 PASTOR 
 

2.1.1 APPOINTMENT AND CALL:  A call shall be extended to a pastor when the pastor receives 
a two-thirds (2/3) majority of the ballots cast at a meeting duly convened for that purpose. Upon 
acceptance of the call or confirmation of the appointment, a ministry agreement shall be 
established. 

 
2.1.2 DUTIES:  The pastor shall be considered the primary spiritual overseer of the local church and 

shall, with the [leadership], direct all of its activities. (The pastor shall consult with the 
[leadership] regarding the ongoing health and wholeness of the congregation and to ensure the 
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appropriate ministries and programs are in place to accomplish the same.)  The pastor shall 
arrange for all special meetings, missionary conventions or revival campaigns. The pastor shall act 
as chair of all the business meetings of the local church, and of the [leadership]. The pastor shall 
be, ex officio, a member of all committees and departments. The pastor shall provide for all the 
services of the local church, and no person shall be invited to speak or preach in the local church 
without the approval of the pastor (and as provided in General Constitution and By-Laws 10.5.9 and 
10.5.10). No congregational or [leadership] meeting shall be held in the absence of the pastor 
without the written authorization of the pastor. 

 
2.1.3 CONCLUSION OF MINISTRY AGREEMENT:  The pastor may conclude their ministry 

agreement by giving a minimum of one (1) month written notice to the congregation or to the 
[leadership] by a letter addressed to the secretary of the [leadership] of the local church. The 
pastor must also immediately notify the District Superintendent of this conclusion of ministry 
agreement. 

 
2.1.4 VACANCY:  When the pastorate becomes vacant, the District Superintendent or the 

authorized representatives of the District Superintendent shall be empowered to act in the full 
legal capacity of the pastor, who shall arrange to supply the pulpit with suitable pulpit ministry 
until such time as a new pastor has been duly installed. 

 
2.1.5 PASTOR/CONGREGATION RELATIONSHIP:  When difficulties have arisen between the 

pastor and the [leadership] or congregation which do not involve the credentials of the pastor, 
but only the position as pastor, and which apparently cannot be resolved at the local level, the 
pastor, the [leadership] or a quorum consisting of not fewer than one-third (1/3) of the regular 
members of the local church shall have the right to appeal to the district executive for help in 
resolving the impasse. 

 
The refusal of a pastor to call a meeting of the [leadership] shall constitute the [leadership’s] 
right to appeal to the district executive. 

 
If a satisfactory settlement cannot be reached, the District Superintendent may call a 
congregational meeting, to be presided over by the District Superintendent or the authorized 
representative of the District Superintendent.  

 
If the District Superintendent, or their representative, calls for a vote of confidence in the pastor, 
the roster for the vote shall include only those members who held membership 60 days prior to 
the vote of confidence and shall exclude the pastor and members of the pastoral staff, as 
identified in the minutes of the [leadership], and their spouses, who shall not be included in the 
quorum necessary to have a congregational meeting. The vote shall require a simple majority in 
support of the pastor, for the pastor to retain the position as pastor. If such is not achieved, the 
pastor's duties shall be terminated immediately, and the pastor shall be given a minimum of one 
(1) month salary but not more than three (3) months salary with benefits and the use of the 
parsonage during that period, or the regular housing allowance if the pastor is not living in the 
church parsonage. If the pastor has served for a period of a minimum of two (2) years and has 
failed to receive the required majority in the confidence vote, or has complied with a request 
from the [leadership] to conclude their ministry agreement, the pastor shall be given a maximum 
of three (3) months salary with benefits and the use of the parsonage during that period, or the 
equivalent housing allowance if the pastor is not living in the church parsonage. 

 
2.1.6 CHARGES INVOLVING CREDENTIALS:  Allegations leading to charges in matters 

involving the pastor’s right to hold credentials with The Pentecostal Assemblies of Canada as 
defined in By-Law 10.6.2, must be made to the district executive in writing, and properly signed 
by one who is willing to appear in person and give testimony concerning the charges. Charges 
brought against a credential holder shall be dealt with according to provisions made in the 
General Constitution and By-Laws of The Pentecostal Assemblies of Canada.  
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2.1.7 CHARGES INVOLVING THE CRIMINAL CODE OF CANADA:  In the event that 
ministry is restricted by the District Superintendent as a result of a credential holder being 
charged under the Criminal Code of Canada, the credential holder shall continue to receive 
remuneration for a maximum of three (3) months.  

 
 

2.2 OFFICERS 
 

2.2.1 SECRETARY – TREASURER:  The secretary-treasurer shall be capable of performing such 
clerical duties as this office requires, and shall be appointed annually by the [leadership], and may 
be one (1) of its own members. The offices of secretary and treasurer may be filled by the same 
person, who may or may not be a member of the [leadership].  

 
2.2.2 DUTIES – SECRETARY:  The secretary shall be custodian of the records of the various 

congregational meetings and shall record the same in record books provided for that purpose. 
The secretary shall preserve the records of the local church and prepare reports as directed by 
the [leadership].   

 
2.2.3 DUTIES – TREASURER: The treasurer shall be the custodian of the general funds of the local 

church and shall deposit the same in a chartered bank or credit union in the name of the local 
church, and shall disperse such funds as authorized by the [leadership].  The treasurer shall 
ensure that an accurate record of accounts is kept, and shall present a financial statement at the 
annual congregational meeting and at any other time when requested to do so by the 
[leadership] or the local church congregation. The books shall be reviewed before the annual 
congregational meeting by financially qualified individuals appointed by the [leadership]. 

 
2.2.4 DUTIES - OTHER OFFICERS:  Departmental officers' terms of reference shall be outlined in 

the departmental constitution, as adopted by this congregation. 
 

2.3 [LEADERSHIP] 
 

2.3.1 QUALIFICATIONS:  The qualifications for service on the [leadership] shall be determined 
and approved in accordance with the policy of this local church, as guided by such scriptural 
provisions as are cited in Acts 6:3, I Timothy 3:8-13, and Titus 1:5-9. The official [leadership] shall 
be comprised of members who are of good report and sound judgment, examples to the 
congregation in matters of stewardship, church attendance, and spiritual maturity, and seeking 
constantly, as sanctified vessels, to be filled with the Holy Spirit (Acts 2:4; Ephesians 5:18). 

 
2.3.2 DUTIES 

 
2.3.2.1 The [leadership] is chosen to serve the church with the pastor in matters pertaining to 

the operation of the local church.  They shall assist in the ministry of its ordinances and 
shall act in the examination of applications for membership, and also in the 
administration of the discipline of the local church.  They shall appoint a recording 
secretary from among their members to record the minutes of their meetings. 

 
2.3.2.2 A majority present in any meeting of the [leadership] shall constitute a quorum, 

provided that all the members have been notified to be present. 
 
2.3.2.3 It shall be the duty of the [leadership] to ensure that an adequate compensation package 

is provided for the pastor, together with suitable housing facilities.  Suitable housing 
facilities shall be understood to mean an adequate dwelling in good repair, together with 
utilities such as heat, water, electricity and telephone or financial provision for such 
services, and a vehicle allowance.  An annual salary review shall be made.    

 



 

Appendix G: PAOC Local Church Constitution and By-Laws  │  Page 79 

2.3.2.4 A majority of the [leadership] shall have the right to ask the pastor to convene an official 
[leadership] meeting. 

 
2.3.2.5 Where there is need for trustees, the [leadership] shall name at least three (3) of its 

members to act in that capacity. 
 
2.3.2.6 The [leadership], with the pastor, shall meet regularly for the transaction of routine 

business for the local church, the time and place to be announced by the pastor 
 
2.3.3   ACCOUNTABILITY 
 

2.3.3.1 TO THE PASTOR: To support the pastor in his/her primary responsibility to his/her 
family; encourage and enable the pastor to a continual growth in leadership through 
continuing education, development, courses, seminars, and resources; assure 
administrative excellence in financial reporting, strategic planning, communication, 
labour relations and other assigned duties; assist in creating and implementing a vision 
and strategy for the church; assist in the development of that church as a disciple-
making, equipping community;  ensure a global missions strategy and commitment;  
respect and understand mutual accountability (Rom. 1:8); and provide covering, care, 
and nurture for the pastor. 

 
2.3.3.2  TO OTHER MEMBERS OF [LEADERSHIP]:  Support the [leadership] in their 

primary responsibility to their family; encourage and enable the [leadership] to a 
continual growth in leadership through prescribed courses made available through The 
Pentecostal Assemblies of Canada;  assume responsibility for areas of expertise and 
giftedness to assure administrative excellence in the church;  fulfill assigned duties as 
directed by the [leadership];  assist in creating and implementing a vision and strategy 
for the church; assist in the development of the church as a disciple-making, equipping 
community;  ensure that adequate resources are available for touching, reaching and 
discipling the community;  ensure a global missions strategy and commitment;  respect 
and understand mutual accountability (Rom. 1:8);  and provide covering, care, and 
nurture for each member of the [leadership].  It is expected that the [leadership] will 
function in confidentiality and loyalty, and model personal discipleship, which will 
contribute to the well being, reputation, and respect of the entire [leadership].  

 
2.3.3.3 TO THE CONGREGATION:  Model healthy family life and teach family values;  

ensure that adequate resources are available for touching, reaching and discipling the 
community;  ensure clear communication of the vision, strategy and needs to the 
congregation;  ensure that an adequate membership process is in place (including 
education, ministry, accountability and discipline);  assist the congregation in 
understanding their spiritual responsibility to serve, give, share and be involved;  assist 
the congregation in understanding their responsibility to support the leadership in its 
vision and direction for the future and health of the church;  and assist the congregation 
to understand its role in, and commitment to, the  community, as an agency of grace 
and spiritual light. 

 
2.3.3.4 TO THE COMMUNITY:  Understand their role of modeling Christian values of 

grace, love and acceptance to the community; raising church awareness of the 
community’s needs, and the responsibility of the church to the community; to pray for 
and encourage the leadership of the community; and uphold and communicate justice 
and truth in the community. 

 
2.3.4 TERM OF OFFICE 
 

2.3.4.1 The term of office of all lay members of the [leadership] shall be for either one, two or 
three years, as determined by the local congregation.  After a member has served for 
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six consecutive years, the member will not be considered eligible to serve on the 
[leadership] for a period of one (1) year. 

 
2.3.4.2 Termination of membership on the [leadership] shall occur if any [leadership] member, 

during the term of office, shall resign, move away, and cease to be a member of the 
congregation or be disqualified according to By-Law 1.4 of these by-laws.  Provision is 
hereby made for the remaining members of the [leadership] to appoint a successor until 
the next annual meeting. 

 
2.3.5 CONFLICT OF INTEREST 
 

2.3.5.1 [Leadership] members shall not place themselves in a position where there is conflict of 
interest between their duties as [leadership] members and personal interests.  Every 
[leadership] member who is in any way directly or indirectly interested in, or may 
become interested in, an existing or proposed contract, transaction, or arrangement 
with the church or who otherwise has a conflict of interest by virtue of involvement of a 
family member or the involvement of an employer, partner, business associate, or a 
corporation that the member is involved with as either a director, shareholder, officer, 
employee, or agent, then such [leadership] member shall declare a conflict of interest 
fully at a meeting of the board and withdraw from any discussion or vote. 

 
2.3.5.2 The pastor, who serves as a member of the [leadership], or any member of the pastoral 

staff, shall absent himself/herself from a [leadership] meeting when salary and allowance 
review is being considered. 

 
2.4 SERVANTS COUNCIL (if desired) 

 
2.4.1 DUTIES 
 
The purpose of a Servants Council is to assist the pastor and [leadership] to effectively serve the local 
church in practical ways. The Servants Council will: 

 
2.4.1.1 Be appointed by the members of [leadership], for an unlimited tenure. 
 
2.4.1.2 Serve in other ministries in the local church for a minimum of two (2) years prior to 

becoming a member of the Servants Council.  Consideration provided for transferees. 
 
2.4.1.3 Meet regularly for instruction, direction, accountability, evaluation and assignment of 

duties (e.g. department heads, usher, Women’s Ministry, sound technician, Men’s 
Fellowship, youth, young adults, treasurer, children, building maintenance), oversight of 
the administration of Plan to Protect. 

 
2.4.2 QUALIFICATIONS 

 
2.4.2.1 Character qualifications (1 Timothy, Acts 6):  servant heart, ministry orientation 

 

2.4.2.2 Skills required to complete the assigned task 
 

2.4.2.3 Covenant of agreement with vision and direction 
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BY-LAW 3 SELECTION OF [LEADERSHIP] AND BUSINESS MEETINGS 
 
OPTION ONE – ELECTED 
 
3.1 NOMINATIONS 
 

3.1.1 The nominating committee shall be comprised of the pastor and [leadership] or a committee 
appointed by the [leadership], which shall be constituted of the pastor, one (1) [leadership] 
member and three (3) non-[leadership] members. 

 
3.1.2 The nominating committee, after its appointment, shall invite submissions from members of the 

congregation, until 14 days prior to the annual congregational business meeting, or a longer 
period as approved by resolution of the membership and recorded in minutes of the 
congregation.  The submissions shall be in writing, signed by the local church member, and 
submitted without the knowledge of the person. 

 
3.1.3 It shall be the duty of the nominating committee to receive submissions for each office to be 

filled and, after determining if such individuals are qualified and willing to serve, shall present a 
slate of nominees for consideration at the congregational business meeting. 

 
3.2 VOTING:  All the elected officers of this local church, except the pastor, shall be declared elected upon 

receiving more than 50 percent of all votes cast for the office at the annual congregational business 
meeting.  If the candidate is not elected on the first ballot, voting shall continue until an election is 
declared. If no election is declared as a result of the second election ballot, the name receiving the lowest 
number of votes shall be eliminated on each succeeding ballot. 
 
When the church congregation is voting on business matters, a definite voting bar shall be made between 
those who are entitled to vote and those who are not so entitled.  A member of the congregation wishing 
to challenge the right of another to vote may do so.  In the event of such a challenge, a majority vote of 
the congregation shall decide. 
 

 
OPTION TWO – PASTOR’S COUNCIL 

 
3.1 SELECTION OR APPOINTMENT OF PASTOR’S COUNCIL:  To inaugurate the Pastor’s 

Council, the pastor will appoint the first council member. Then the pastor and the first council member 
will appoint the second council member.  Then the pastor and two (2) council members will appoint the 
third council member. 
 
3.1.1 All subsequent council members will be appointed by the Pastor’s Council.  Any exceptions to 

this procedure would require the involvement of the District Superintendent or a 
representative(s). 

 
3.1.2 All members of the Pastor’s Council will be presented at the annual congregational business 

meeting 
 

3.2  VOTING: When the church congregation is voting on business matters, a definite voting bar shall be 
made between those who are entitled to vote and those who are not so entitled.  A member of the 
congregation wishing to challenge the right of another to vote may do so.  In the event of such a 
challenge, a majority vote of the congregation shall decide. 

 
 

3.3 APPOINTED OFFICES:  It shall be the duty of the newly elected [leadership] to fill all appointed offices 
for the ensuing year without delay. 
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3.4 ORDER OF BUSINESS:  The regular order of business for the annual congregational business meeting of 
this local church shall be determined by the pastor and [leadership] which may include such items as: 

 
x Devotional 
x Reading of previous minutes by the secretary 
x Report of treasurer 
x Report of committees 
x Unfinished business 
x Selection of officers 
x New business 
x Adjournment 

 
3.5 QUORUM:  Twenty-five (25) percent of the voting membership shall be required to constitute a quorum.  

Those members who by reasons of health are unable to regularly attend church meetings may be omitted 
from the quorum calculation. 

 
3.6 PARLIAMENTARY ORDER:  In order to expedite congregational business meetings this local church 

shall be governed by the spirit of Christian love and fellowship and by the accepted rules of parliamentary 
procedure as outlined in Robert’s Rules of Order, or Code Morin. 

 

BY-LAW 4 DEPARTMENTS:  All departments of this local church shall be responsible to the pastor and 
the [leadership], and shall present annual reports to the annual congregational business meeting. 

 
 
BY-LAW 5 MEETINGS 
 
5.1 REGULAR CHURCH SERVICES:  The time and place of the regular church services shall be 

determined by the [leadership] and the pastor. 
 
5.2 No member or any number of members shall call any private, secret, business or devotional meetings 

without the knowledge and consent of the [leadership] and the pastor. 
 

 
BY-LAW 6 DISCIPLINE AND RESTORATION 

 
6.1 NATURE AND PURPOSES OF DISCIPLINE:  Discipline is an exercise of scriptural authority for 

which the local church is responsible. The aims of discipline are that God may be honoured, that the 
purity and welfare of the local church may be maintained, and that those under discipline may be brought 
to repentance and restoration. 
 
Discipline is to be administered for the restoration of local church members, while fully providing for the 
protection and advancement of the spiritual welfare of our local churches. It is to be redemptive in nature 
as well as corrective, and is to be exercised as under a dispensation of both justice and mercy. The 
following shall be proceeded with only after all other avenues of Christian counsel and brotherly 
admonition have been attempted.  
 

6.2 CAUSES OF DISCIPLINARY ACTION:  Any proven act or conduct which, in the opinion of the 
[leadership], after a full investigation of the evidence may be determined to be in contradiction of the 
actions and principles as stated in Article 6.1 of the Local Church Constitution and By-Laws may give just 
cause for disciplinary action by the [leadership].  Without limiting the generality of the foregoing, among 
such causes for action shall be: 
 

  



 

Appendix G: PAOC Local Church Constitution and By-Laws  │  Page 83 

6.2.1 Any moral failure involving sexual misconduct or sexual deviation (including, but not limited to 
adultery, homosexuality, incest, sexual assault, pornography and improper contact with the 
opposite sex). 

 
6.2.2 Any moral or ethical failure other than sexual misconduct or any conduct unbecoming to a local 

church member (including, but not limited to deception, fraud, theft and assault). 
 
6.2.3 Any act or action of a local church member, which is the cause of serious discord or dissension, 

with or without malicious intent (Romans 16:17, 18; Proverbs 6:19). 
 
6.2.4 The propagation of doctrines and practices contrary to those set forth in the Statement of 

Fundamental and Essential Truths of The Pentecostal Assemblies of Canada.   
 

6.3 INITIATIVE 
 

6.3.1 AUTHORITY:  Occasions sometimes arise which make it necessary to deal with local church 
members who have reached the place where, in the opinion of the [leadership], endorsement 
can no longer be given.  The [leadership], which has the authority to approve church 
membership, also has the right to withdraw their approval and to dismiss church membership. 

 
6.3.2 [LEADERSHIP] RESPONSIBILITY:  The [leadership] is responsible to deal with allegations 

of misconduct according to the Local Church Constitution and By-Laws. 
 

In the event that the [leadership] finds itself compromised in any manner, or appearing to lack 
impartiality, it shall have the right to appoint a substitute committee to hear charges against a 
church member. 

 
6.3.3 STATEMENT OF CONDUCT:  Should a local church member admit to, or confess to a 

wrongdoing or misconduct to the board, such as should require disciplinary action, then the 
[leadership] shall exercise discretion as to the appropriate form of discipline. 

 
6.3.4 REPORTS, RUMOURS OR COMPLAINTS:  Should there be reports, rumours or 

complaints, written or unwritten, which appear to be persistent, serious, becoming publicly 
known and posing a detriment to the testimony of the individual or church, then the pastor shall 
use their judgment to discuss the matter with the member being accused, always in the presence 
of a member of the [leadership].  The pastor and [leadership] member shall exercise their 
discretion as to whether or not to commence an official investigation. 

 
6.3.5 INVESTIGATION OF REPORTS OR COMPLAINTS OF ALLEGED VIOLATIONS:  

Written and signed allegations of violations under By-Law 6.2 by a local church member shall be 
investigated.  The pastor shall appoint two (2) members of the [leadership] to investigate the 
allegation, having in mind that it is their responsibility to safeguard the member, the local church 
and the fellowship.  This shall be done to determine the credibility of the allegation. 

 
6.3.5.1 Signed written allegations shall be filed with the Pastor and/or a member of the 

[leadership], by the complainant(s) describing the alleged violations. 
 
6.3.5.2 The persons making the allegation shall be interviewed in order to ascertain the facts in 

the case and the reasons underlying the allegation. 
 
6.3.5.3 The accused local church member shall be given an opportunity to be interviewed to 

discuss the allegation. 
 
6.3.5.4 Should a local church member, when presented with the allegations, acknowledge a 

wrongdoing that requires disciplinary action, then the Pastor or the Pastor’s designate 
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shall report the acknowledgment of wrongdoing to the [leadership] who shall initiate 
appropriate disciplinary action and a restoration program. 

 
6.3.5.5 Should the local church member deny the allegations made, the investigators shall 

determine if the evidence merits a disciplinary hearing. 
 
6.3.5.6 Where an accused local church member serves in a leadership capacity in the local 

church, such ministry may be restricted during the investigation at the discretion of the 
Pastor. 

 
6.3.6 LEGAL CHARGES 
 

6.3.6.1 Where a local church member has been legally charged under the Criminal Code of 
Canada: 

 
6.3.6.1.1 No disciplinary procedures will be followed until the legal proceedings, 

including appeal, have run their course. 
 
6.3.6.1.2 Continuing involvement in the local church leadership may be subject to 

restriction during the time of the legal proceedings at the discretion of the 
[leadership].  

 
6.3.6.1.3 A guilty verdict of a local church member following the legal proceedings, 

including appeal, shall automatically precipitate disciplinary procedures by the 
[leadership]. 

 
6.3.6.1.4 Local church members may be eligible for participation in a restoration 

program upon request for reconciliation. 
 

6.3.6.2 Should the allegations against the local church member be one of a violation which is 
required by law to be reported (including, but not limited to, offences against minors), 
the [leadership] shall report the accused to the appropriate legal authorities and delay 
their own investigation, until the appropriate legal authorities have opportunity to 
investigate. 

 
 

6.3.7 PREPARATION AND FILING OF CHARGES:  Allegations shall only be investigated when 
they have been made in writing, dated and signed by the complainant. 

 
If, after due investigation, it is determined that a disciplinary hearing should occur, charges should 
be filed with the [leadership]. 
 
The person against whom charges have been filed shall be informed by registered mail of the 
charges at least 15 days before being called to appear before the [leadership] for a disciplinary 
hearing.  The hearing shall take place within 40 days of formal charges being delivered to the local 
church member, or the entire proceeding shall be rescinded.  A copy of the charges shall be sent 
to the District Superintendent. 
 
The said local church member may be relieved immediately from local church involvement upon 
being notified of the charges. 
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6.3.8 DISPOSITION OF ALLEGATIONS 
 

6.3.8.1 If written allegations are made and signed, but the investigators conclude under the 
guidelines of the Local Church Constitution and By-Laws that no reason exists for a hearing, 
then the matter shall be dropped. 

 
6.3.8.2 The pastor, or the pastor’s appointee, may seek to counsel all parties involved and to 

bring to an end any continuation of rumours or conflicts related to the matter. 
 
6.3.8.3 The complainant shall be informed in writing that the investigation has been concluded 

and the allegations dismissed. 
 
6.3.8.4 There shall be no record of the investigation kept. 
 
6.3.8.5 The church member shall be informed in writing that the investigation of the allegations 

has concluded and no charges have been laid. 

 
6.3.9 DISCIPLINARY HEARING:  In the event the investigators find the charges merit a hearing 

they shall request the pastor to arrange for a disciplinary hearing by the [leadership] for the 
accused local church member. The local church member shall be requested to appear at the 
hearing. 

 
To ensure the ability of the hearing committee to render an impartial judgment, no member of 
the [leadership] of the local church may sit on the hearing committee when they have been party 
to the details of the investigation or any event or incident related to the alleged offence.   
 
The pastor may attend the hearing as an observer but shall not participate nor be present when 
a vote is taken in the decision as to guilt or innocence.  The role of the pastor is to be 
redemptive to all parties involved. 
 
If the accused local church member refuses to appear at the hearing to offer a defence, the 
hearing will proceed and the accused member may be disciplined if found guilty of the charges 
preferred. 

  
6.3.9.1 CHAIR:  A member of the hearing committee shall be appointed by the pastor to serve 

as chair.  
 

The chair of the hearing committee along with the pastor shall prepare an agenda and 
arrange for all matters of the hearing. 

 
The chair shall appoint a recording secretary from the membership of the hearing 
committee. 

 
 
6.3.9.2 ROLE OF INVESTIGATORS 
 

6.3.9.2.1 The investigators shall bring a report to the hearing and offer evidence as 
discovered during the investigation procedures. 

 
6.3.9.2.2 They shall not participate nor be present when a vote is taken in the decision 

as to guilt or innocence. 
 
6.3.9.2.3 No evidence or comment regarding the evidence shall be given by the 

investigators or accusers in the absence of the accused local church member, 
unless the accused local church member has failed to, or has refused to, 
appear at the hearing. 
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6.3.9.3 LOCAL CHURCH MEMBER’S SUPPORT:  The accused local church member 

shall have the right to have a member of this local church present for support but not as 
an active participant in the hearing process. The supporting person may be the spouse 
of the accused local church member. 

 
Legal counsel shall not be present for either side at the hearing. 

 
6.3.9.4 The agenda and proceedings shall provide sufficient opportunity for the complainant and 

complainee to speak, offer evidence, cross examine, present witnesses, and to make a 
summation statement.  It will be the role of the hearing committee to question and 
make inquiry of the participants and to seek to have all the facts, evidence and testimony 
duly presented and examined to ensure an objective decision. 

 
6.3.9.5 The verdict shall be made by secret ballot in the absence of investigators, the 

complainant and the supporting member if present and the complainee. A two-thirds 
(2/3) majority vote shall be required to determine guilt. 

 
6.3.9.6 If it has been determined that guilt has been established, discipline shall be administered 

prayerfully and in the fear of God, in accordance with the Scriptures and as set forth in 
the Local Church Constitution and By-Laws. 

 
6.3.9.7 ANNOUNCEMENT OF THE VERDICT 

 
6.3.9.7.1 The verdict shall be communicated to the pastor and placed in the minutes of 

the [leadership].  If the verdict is one of guilt, then the minutes of the hearing 
and any other relevant documents shall be maintained in a confidential file 
until the disciplinary process has been completed. 

 
6.3.9.7.2 The pastor shall communicate the verdict in writing to the local church 

member and the complainant within five (5) days of the decision of the 
hearing committee.  

 
6.3.9.7.3 If a guilty verdict is reached, the local church member shall be informed in 

writing of the right and process of appeal.   
 
6.3.9.7.4 If the verdict is one of not guilty, then no record of the hearing shall be 

maintained. 
 
6.3.10 DISCIPLINE:  A local church member who has been found guilty of violating or who has 

confessed in writing to having violated any of the principles set forth in the Local Church 
Constitution and By-Laws, shall be subject to disciplinary action by the [leadership]. Said discipline 
shall be administered in brotherly love and kindness. The [leadership] shall weigh decisions on 
the basis of the offence itself. 
 
A local church member who has confessed to, or been found guilty of, the charges may have 
their membership placed on probation, or suspended. 
 
A local church member who refuses to enter the restoration program and does not complete 
the same shall have their membership dismissed. 

 
6.3.11 RIGHT OF APPEAL:  The local church member shall have the right of appeal.  The purpose 

of the appeal is to examine the process and the judgment rendered. 
 
Any appeal of the decision by the hearing committee must be made in writing within 30 days of 
receiving the decision of the committee to the secretary of the [leadership].  The [leadership] 
shall request the District Superintendent to appoint a committee to hear the appeal. 
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The appeal will be heard within 60 days of receiving the request for an appeal in writing. 

 
The accused person will be present at this appeal, but if the accused person neglects or refuses 
to attend the hearing, it may proceed in the absence of the accused person. The decision of this 
appeal committee will be final. 
 
The decision of the appeal committee will be communicated in writing to the church member by 
the chair of the appeal committee within five (5) days of the appeal hearing. 
 
Legal counsel shall not be present for either side at the appeal hearing, nor in any other 
investigative or disciplinary hearing provided for in these by-laws. 

 
6.3.12 RESTORATION:  In the event a local church member who has been found guilty of offence 

shows repentance and indicates a desire for continued fellowship with the local church, the 
[leadership] shall determine an appropriate restoration program, which would have in view the 
completion of a suspension period or the reinstatement of membership as applicable. 
 
The program of restoration shall be administered in brotherly love and kindness. 
 
The restoration program may include limitations of ministry involvement during the term of 
restoration. 
 

6.3.13 REINSTATEMENT OF MEMBERSHIP:  Persons who have had their membership 
suspended and have successfully completed the restoration program may apply for reinstatement 
of membership by communicating their request to the secretary of the [leadership]. 

 
6.3.14 WAIVER OF CLAIM:  Notwithstanding the provisions hereinbefore contained, certificates of 

membership of this local church shall be issued upon the condition that suspension of the 
member and withdrawal of the certificate of membership in the manner herein provided shall not 
give the suspended member cause for legal action against the pastor or any member taking part 
in the suspension proceedings; and the acceptance of the certificate of membership or fellowship 
in this local church shall be evidence of a waiver by the member of all rights of action, causes of 
action, and all claims and demands against the local church or any member or officer of The 
Pentecostal Assemblies of Canada by virtue of suspension proceedings and withdrawal of the 
certificate of membership or fellowship in this local church under the foregoing provision. 

 
 
BY-LAW 7 RESPONSIBILITIES AND PRIVILEGES OF AFFILIATION 
 
7.1 Accepting our responsibility under the great commission of the Lord Jesus Christ, as stated in Matthew 28 

and Mark 16, this local church shall support the missionary program and policy of The Pentecostal 
Assemblies of Canada, and shall take one (1) missionary offering each month for this purpose. 

 
7.2 Recognizing the responsibility of this local church to adequately provide for those who are employed in 

pastoral and staff services to this local church, including adequate provision for current ministry and 
future retirement support; and recognizing that The Pension Fund (1969) of The Pentecostal Assemblies 
of Canada exists to serve retired ministers, missionaries, and employees of local church, as an affiliated 
local church, the [leadership] shall ensure that each credentialed pastor and qualifying local church 
employee shall regularly participate in a retirement income plan such as The Pension Fund (1969) of The 
Pentecostal Assemblies of Canada, and the local church shall match the contributions of its employees in 
accordance with Canadian pension legislation and regulations. 

 
7.3 Recognizing the important services rendered to this congregation by the international and district offices 

of The Pentecostal Assemblies of Canada, this local church shall support the ministry and fellowship 
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services of the international and district offices, the international missions objectives of The Pentecostal 
Assemblies of Canada, The Pentecostal Assemblies of Canada Bible college serving this district, and other 
responsibilities as may be determined by the General Conference of The Pentecostal Assemblies of 
Canada. 

 
 This shall be done in accordance with the General Conference resolution that each local church forward 

an amount equal to ten (10) percent of its general fund offerings (does not include missionary offerings, 
building fund, or any other special fund) to the district office at regular intervals to support the ministry 
and fellowship services. The district office will forward ten (10) percent from these funds to the 
International Office for ministry and fellowship services. 

 
7.4 This local church assumes the responsibilities of paying the moving expenses of an incoming pastor and 

the elected pastor's expenses incidental to attending the district conference and to any district-sponsored 
convention held for the benefit of its ministers. 

 
7.5 FINANCES 
 

7.5.1 This local church, prior to the making of application for loan from any source or incurring 
indebtedness on a purchase plan or otherwise when repayment is not to be made in full within 
12 months of the date of the intended loan or where the intended indebtedness, together with 
all other indebtedness of the said local church, in the aggregate will exceed ten (10) percent of 
the total amount of the previous year's gross revenues, then the local church shall consult with 
and obtain the approval of the district executive before proceeding with the requirements of By-
Law 7.5.2 hereof. 

 
7.5.2 This local church shall then obtain the approval of its congregation to the proposed action by 

resolution, passed at a duly called special or regular annual congregational business meeting. 
 
7.5.3 If the property title of the local church is held in trust by The Pentecostal Assemblies of Canada, 

according to the terms of the Declaration of Trust, the local church may be eligible to negotiate a 
Pension Fund mortgage with the International Office or receive investment funds from the 
district office. Exceptions may be made when deemed appropriate. 

 
A district office shall have the option of lodging a lien with the International Office where the 
title is being held or when registering a mortgage in the regional land titles office on the title of 
the local church for the amount of money invested in the local church by the district office.  In 
the event a lien is lodged against the said property at the International Office, the executive 
officers who have the constitutional right to bind the corporation shall provide a written 
undertaking to the district office that the title of the said local church shall not be released 
without the written consent of the district office. 

 
7.6 The district executive has the privilege to create policies which will allow local churches to request care 

and intervention from time to time. 
 
 

BY-LAW 8 AMENDMENTS:  These by-laws may be amended at any annual congregational business 
meeting of this local church or any special congregational business meeting duly called for that 
specific purpose, provided that a copy of the proposed amendment has been presented in writing 
to the [leadership] and to the District Superintendent at least 30 days before the date of the 
business meeting, and providing that notice of said proposed amendment shall have been given in 
the announcements of the said business meeting. 

 
A copy of the proposed amendment or amendments shall be available to any voting member 
between the time of announcement and the time of the congregational business meeting on 
application to the secretary of the [leadership]. 
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An amendment to be adopted shall require a two-thirds (2/3) majority vote. Such amendment 
shall not be contrary to the regulations of the General Conference or General Constitution and By-
Laws or district constitution and by-laws or Local Church Constitution and By-Laws of The 
Pentecostal Assemblies of Canada, or contrary to the Declaration of Trust, where applicable. 
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Article 5 of the General Constitution and By-Laws 
Amended by General Conference, 2008 
 
PREAMBLE 
The Pentecostal Assemblies of Canada stands firmly in the mainstream of historical Christianity. It takes the Bible as its all-
sufficient source of faith and practice, and subscribes to the historic creeds of the universal church. In common with historical, 
evangelical Christianity, it emphasizes Christ as Saviour and coming King. It also presents Christ as Healer, and it adopts the 
distinctive position that speaking in tongues is the initial evidence when Christ baptizes in the Holy Spirit.  (See Article 5.6.3) 

5.1 HOLY SCRIPTURES 
 All Scripture is given by inspiration of God1 by which we understand the whole Bible to be inspired in the sense 

that holy men of God were moved by the Holy Spirit to write the very words of Scripture.2 Divine inspiration 
extends equally and fully to all parts of the original writings. The whole Bible in the original is, therefore, without 
error and, as such, is infallible, absolutely supreme and sufficient in authority in all matters of faith and practice.3 

The Bible does not simply contain the Word of God, but is, in reality, the complete revelation and very Word of 
God inspired by the Holy Spirit. Christian believers today receive spiritual illumination to enable them to 
understand the Scriptures,4 but God does not grant new revelations that are contrary or additional to inspired 
biblical truth.5 

5.2 THE GODHEAD 
 The Godhead exists eternally in three persons: the Father, the Son, and the Holy Spirit. These three are one God, 

having the same nature and attributes and are worthy of the same homage, confidence, and obedience.6  

5.2.1 THE FATHER 
 The Father exists eternally as the Creator of heaven and earth, the Giver of the Law, to whom all things will 

be subjected, so that He may be all in all.7 

5.2.2 THE SON 
 The Lord Jesus Christ, the eternal and only begotten Son of the Father, is true God and true man.8 He was 

conceived of the Holy Spirit, born of the Virgin Mary,9 and by His sinless life, miracles and teaching, gave full 
revelation of the Father.10  

 He died upon the cross, the Just for the unjust, as a substitution sacrifice.11  He rose from the dead.12 He is 
now at the right hand of the Majesty on high as our great High Priest.13  He will come again to establish His 
kingdom in righteousness and peace.14  

5.2.3 THE HOLY SPIRIT 
 The Holy Spirit is also God, performing actions and possessing the attributes of the Deity.15 His personality 

is shown by the fact that He has personal characteristics and that individuals may relate to Him as a 
person.16 

                                                           
1 2 Tim. 3: 16, 17 
2 2 Pet. 1: 20,21  
3 Psa. 119:160; Matt. 5:17,18 

4  1 Cor. 2:12-14 
5  Prov. 30:5,6 
6  Matt. 3:16,17; 28:19; 2 Cor. 13:14 
7  Gen. 1:1; 1 Cor. 15:28 
8  John 1:1,14; 10:30,17; Phil. 2:6,7; Heb. 1:8 
9  Luke 1:26-35 
10 John 12:49; Acts 2:22; 2 Cor. 5:21; Heb. 7:26 
11 Rom. 5:6,8; 1 Cor. 15:3; 1Pet. 3:18 
12 Matt. 28:6; 1 Cor. 15:4,20 
13 Acts 1:9-11; 2:33; Heb. 8:1 
14 Matt. 25:31 
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5.3 ANGELS 
 

5.3.1 CLASSIFICATION  
 Angels were created as intelligent and powerful beings to do the will of God and worship Him.17  However, 

Satan, the originator of sin, fell through pride and was followed by those angels who rebelled against God. 
These fallen angels or demons are active in opposing the purposes of God.18  

 Those who remained faithful continue before the throne of God and serve as ministering spirits.19 

5.3.2 THE BELIEVER AND DEMONS 
 Demons attempt to thwart God's purposes; however, in Christ, the believer may have complete liberty 

from the influence of demons.20 He cannot be possessed by them because his body is the temple of the 
Holy Spirit in which Christ dwells as Lord.21 

5.4 MAN 
 Man was originally created in the image and likeness of God.22  He fell through sin and, as a consequence, incurred 

both spiritual and physical death.23 Spiritual death and the depravity of human nature have been transmitted to the 
entire human race24 with the exception of the Man Christ Jesus.25  Man can be saved only through the atoning 
work of the Lord Jesus Christ.26  

5.5 SALVATION 
 

5.5.1 ATONEMENT OF CHRIST 
 Salvation has been provided for all men through the sacrifice of Christ upon the cross.27  It is the only 

perfect redemption and substitution atonement for all the sins of the world, both original and actual. His 
atoning work has been proven by His resurrection from the dead.28  Those who repent and believe in 
Christ are born again of the Holy Spirit and receive eternal life.29  Furthermore, in the atonement, divine 
healing was provided for all believers.30      

5.5.2 REPENTANCE AND FAITH 
 Man can be born again only through faith in Christ. Repentance, a vital part of believing, is a complete 

change of mind wrought by the Holy Spirit,31 turning a person to God from sin. 

5.5.3 REGENERATION 
 Regeneration is a creative work of the Holy Spirit by which man is born again and receives spiritual life.32      

5.5.4 JUSTIFICATION 
 Justification is a judicial act of God by which the sinner is declared righteous solely on the basis of his 

acceptance of Christ as Saviour.33 

                                                                                                                                                                                           
15 Acts 5:3,4 
16 John 16:13-14 
17 Psa. 103:20; Rev. 5:11,12 
18 Isa. 14:12-17, Eze. 28:11-19; Eph. 6:11-12; 1Tim. 4:1; Jude 6 
19 Heb. 1:14 
20 Heb. 2:14; 1 John 3:8; 4:1-4 
21 Matt. 6:24; 1 Cor. 6:19,20 
22  Gen. 1:26; 2:7 
23  Rom. 5:12; James 1:14,15 
24  Jer. 17:9; Rom. 3:10-19, 23 
25  Heb. 7:26 
26  John 14:6; Acts 4:12; 1 Tim. 2:5,6 
27  Isa. 53:3-6; John 12:32,33; 1 Pet. 2:24 
28  Acts 2:36; Rom. 4:25; 1 Cor. 15:14,17,20; Heb. 10:12; 1 John 2:2 
29  Acts 20:21; 1 Pet. 1:23,25 
30  Isa. 53:4,5; Matt. 8:16b,17 
31  Isa. 55:7; Acts 17:30; Gal. 3:22,26; Eph. 2:8; 1 John 5:10-13 
32  John 3:3b,5b,7; 2 Cor. 5:17,18a; 1 Pet. 1:23 
33  Rom. 3:24; 4:3-5; 5:1-2 
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5.6 THE CHRISTIAN EXPERIENCE 
 

5.6.1 ASSURANCE 
 Assurance of salvation is the privilege of all who are born again by the Spirit through faith in Christ,34 

resulting in love, gratitude and obedience toward God. 

5.6.2 SANCTIFICATION 
 Sanctification is dedication to God and separation from evil.35  In experience it is both instantaneous36 and 

progressive.37  It is produced in the life of the believer by his appropriation of the power of Christ's blood 
and risen life through the person of the Holy Spirit;38  He draws the believer's attention to Christ, teaches 
him through the Word and produces the character of Christ within him.39  Believers who sin must repent 
and seek forgiveness through faith in the cleansing blood of Jesus Christ.40 

5.6.3  BAPTISM IN THE HOLY SPIRIT 
 The baptism in the Holy Spirit is an experience in which the believer yields control of himself to the Holy 

Spirit.41  Through this he comes to know Christ in a more intimate way42 and receives power to witness 
and grow spiritually.43  Believers should earnestly seek the baptism in the Holy Spirit according to the 
command of our Lord Jesus Christ.44  The initial evidence of the baptism in the Holy Spirit is speaking in 
other tongues as the Spirit gives utterance.45  This experience is distinct from and subsequent to the 
experience of the new birth.46 

 

5.6.4 THE GIFTS OF THE SPIRIT 
 The gifts of the Spirit are supernatural abilities given by God through the exercising of which believers are 

enabled to minister effectively and directly in particular situations.47  They serve the dual function of building 
up the church and of demonstrating the presence of God within His church.48 

5.6.5 DIVINE HEALING 
Divine healing provided in the atonement of Christ49 is the privilege of all believers. Prayer for the sick and 
gifts of healing are encouraged and practiced.50 

5.7 THE CHURCH 
 
5.7.1 THE UNIVERSAL CHURCH 

All who are born again are members of the universal church, which is the Body and Bride of Christ.51       

5.7.2 THE LOCAL CHURCH 
 

5.7.2.1 PURPOSE 
The local church is a body of believers in Christ who have joined together to function as a part of the 
universal church.52 The local church is ordained by God and provides a context in which believers 

                                                           
34  John 10:27-29; Rom. 8:35-39 
35  2 Cor. 6:14; 7:1 
36  John 17:17,19; Heb. 10:10,14 
37  I Thes. 5:23; 2 Tim. 2:19-22; 1 Pet. 1:14-16 
38 Rom. 6:11,13,14,18 
39 1 Cor. 13; Gal. 5:22, 23; 2 Pet. 1:3-4 
40 1 John 1:9; 2:1-2 
41  Matt. 3:11; Acts 1:5; Eph. 5:18 
42  John 16:13-15 
43  Acts 2:1-4; 9-17,39; 1 Cor. 14:18 
44  Luke 24:49; Acts 1:4, 8 
45  2 Cor. 3:18; Acts 1:8 
46  Acts 8:12-17; 10:44-46 
47  1 Cor. 12:4-11 
48  1 Cor. 12:7; 14:12, 24-25 
49  Matt. 8:16,17 
50  1 Cor. 12:28-30; James 5:14 
51  1 Cor. 12:13; Eph. 5:25b; Col. 1:18; 1 Tim. 3:15 
52  Acts 14:23; 1 Cor. 16:19 
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corporately worship God53, observe the ordinances of the church, are instructed in the faith and are 
equipped for the evangelization of the world.54 

5.7.2.2 ORDINANCES 
 

5.7.2.2.1 THE LORD'S SUPPER 
The Lord's Supper is a symbol, memorial and proclamation of the suffering and death of our 
Lord Jesus Christ. This ordinance of communion is to be participated in by believers until 
Christ's return.55  

5.7.2.2.2 WATER BAPTISM 
Water baptism signifies the believer's identification with Christ in His death, burial and 
resurrection and is practiced by immersion.56 

5.7.2.3 MINISTRY 
A divinely called and ordained ministry is the provision of the Lord to give leadership to the church as 
it fulfills its purposes.57 

5.8 THE END OF TIME 
 

5.8.1 THE PRESENT STATE OF THE DEAD 
At death the souls of believers pass immediately into the presence of Christ,58 and these remain in 
constant bliss until the resurrection of the glorified body.59 The souls of unbelievers remain after death 
conscious of condemnation60 until the final bodily resurrection and judgment of the unjust..61 

5.8.2 THE RAPTURE 
The rapture, the blessed hope of the church, is the imminent coming of the Lord in the air to receive 
to Himself His own, both the living who shall be transformed, and the dead in Christ who shall be 
resurrected.62  This event takes place before the wrath of God is poured out during the tribulation. 
Believers then will appear before the judgment seat of Christ to be judged according to faithfulness in 
Christian service.63 

5.8.3 THE TRIBULATION 
The tribulation will be a time of judgment on the whole earth.64  During this period the Antichrist will 
emerge to offer false hope to the nations.65 

5.8.4 THE SECOND COMING OF CHRIST 
The return of Christ to earth in power and great glory will conclude the great tribulation with the 
victory at Armageddon,66 the defeat of Antichrist and the binding of Satan.67  Christ will introduce the 
millennial age,68 restore Israel to her own land, lift the curse which now rests upon the whole creation, 
and bring the whole world to the knowledge of God.69 

                                                           
53 John 4:23; Acts 20:7 
54 Acts 1:8; 11:19-24; 2 Tim. 2:2; 1 Pet. 5:2 
55  Matt. 26:26-28; 1 Cor. 10:16-17; 11:23-26 
56  Matt. 28:19; Mark 16:15-16; Acts 2:38, 41; 8:36-39; Rom. 6:3-5 
57  Acts 6:2b-4c; 13:2-4a; 14:23; Eph. 4:8, 11-13 
58  2 Cor. 5:8; Phil. 1:21, 23-24 
59  Rom 8:22-23; 1 Cor. 15:42-44; 2 Cor. 5:1,4b 
60  Luke 16:22-31; John 3:36 
61  Dan.12:2; John 5:28-29; 2 Thess. 1:7-10; Rev 20:11-15 
62  1 Cor. 15:51-57; Phil. 3:20-21; 1 Thess. 4:13-18; Titus 2:13 
63  Rom. 14:10-12; 1 Cor 3:11-15; 2 Cor. 5:9-10 
64  Matt. 24:15, 21-22; 1 Thess. 5:1-3 
65  2 Thess. 2:3-12; Rev. 13:11-18 
66  Matt. 24:27, 30; Luke 17:24, 26-30 
67  Rev. 16:12-16; 17:8, 12-14; 19:11-20 
68  Psa. 2:6-12; Dan. 2:44-45; Luke 22:29-30; Rev. 3:21; 20:6 
69  Isa. 1:24-27; 2:1-4; Zech. 14:3,4,9; Rom. 8:19-23; Rev. 22:3 
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5.8.5 THE FINAL JUDGMENT 
There will be a final judgment in which the unbelieving dead will be raised and judged at the great white 
throne, according to their works.70 

The beast and false prophet, the devil and his angels, and whoever is not found in the Book of Life, shall 
be cast into the lake of fire, not to annihilation but to everlasting punishment, which is the second 
death.71 

5.8.6 THE ETERNAL STATE OF THE RIGHTEOUS 
The righteous will share the glory of God in the new heaven and the new earth for eternity.72 

5.9 POSITIONS AND PRACTICES  
 

5.9.1 MARRIAGE AND THE FAMILY 
Marriage is a provision of God wherein one man and one woman to the exclusion of all others enter 
into a lifelong relationship73  through a marriage ceremony that is recognized by the church and legally 
sanctioned by the state. 

Marriage establishes a "one-flesh" relationship74 that goes beyond a physical union and is more than 
either a temporary relationship of convenience intended to provide personal pleasure or a contract 
that binds two people together in a legal partnership.  Marriage establishes an emotional and spiritual 
oneness that enables both partners to respond to the spiritual, physical and social needs of the other.75   
It provides the biblical context for the procreation of children. 

Marriage is to be an exclusive relationship that is maintained in purity.76  It is intended by God to be a 
permanent relationship. It is a witness to the world of the relationship between Christ and His 
church.77 

Marriage requires a commitment of love, perseverance and faith.  Because of its sanctity and 
permanence, marriage should be treated with seriousness and entered into only after counsel and 
prayer for God's guidance. Christians should marry only those who are believers.78   An individual who 
becomes a believer after marriage should remain with his/her partner in peace, and should give witness 
to the Gospel in the home.79    

The Bible holds family life as a position of trust and responsibility.  The home is a stabilizing force in 
society, a place of nurture, counsel, and safety for children.80  

Marriage can only be broken by porneia, which is understood as marital unfaithfulness81 involving 
adultery, homosexuality, or incest. While the Scriptures give evidence that the marriage vow and "one-
flesh" union are broken by such acts and therefore recognize the breaking of the marriage relationship, 
the Scriptures do recommend that the most desirable option would be reconciliation.82  

                                                           
70  Dan. 7:9-10; John 12:48; Rom. 2:2,6,11,16; Rev. 14:9-11; 20:11-15 
71  Matt. 25:41b; Jude 6; Rev. 20:10,15; 21:8 
72  Matt. 13:43; John 17:24; 2 Pet. 3:13; Heb. 11:10; Rev. 21:1-2, 10, 22-23 
73  Gen. 2:24; Matt. 19:6 
74 Matt. 19:5; Mal. 2:15 
75 Gen. 2:18; 1 Cor. 7:2-5; Heb. 13:4 
76 Eph. 5:3, 26, 27 
77 Eph. 5:25, 31, 32 
78 2 Cor. 6:1, 14, 15 
79 1 Cor. 7:12-14, 16 
80 Eph. 6:4 
81 Matt. 5:32; 19:9 
82 Eph. 4:32 
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5.9.2 DIVORCE 
We believe that divorce is not God's intention.  It is God's concession to the "hardness of men's hearts." 83 

We, therefore, discourage divorce by all lawful means and teaching.  Our objective is reconciliation and 
the healing of the marital union wherever possible. Marital unfaithfulness should not be considered so 
much an occasion or opportunity for divorce but rather an opportunity for Christian grace, 
forgiveness, and restoration. Divorce in our society is a termination of a marriage through a legal 
process authorized by the State.  While the Church recognizes this legal process as an appropriate 
means to facilitate the permanent separation of spouses, the Church restricts the idea of divorce, in 
the sense of dissolution of marriage, to reasons specified in Scripture.   

The weight of the biblical record is negative and the explicit statement is made, "God hates divorce."84   
Divorce is more than an action of the courts which breaks the legal contract between partners in a 
marriage.  It is also the fracture of a unique human relationship between a male and a female. Divorce 
has profound consequences for the children.  Divorce is evidence of the sinful nature expressed in 
human failure. Jesus gives one explicit cause for the dissolution of marriage: porneia or marital 
unfaithfulness. 

Where all attempts at reconciliation have failed and a divorce has been finalized, we extend Christ's 
love and compassion. 

5.9.3 REMARRIAGE 
Remarriage is the union, legally sanctioned by the State, of one man and one woman, one or both of 
whom have been previously married. It is regarded as acceptable in Scripture in the event of the death 
of a former spouse. It is also regarded as acceptable if there has been sexual immorality on the part of 
the former partner or if the former partner has remarried. 

5.9.4 TITHING 
Tithing was divinely instituted by God under the old covenant and was compulsory upon the people 
who worshiped God.85  Under the new covenant we are not bound by arbitrary laws; but the 
principles of right and wrong, as expressed by the law, are fulfilled in the believer's life through grace. 
Grace should produce as much as or more than law demanded. Regular systematic giving is clearly 
taught in the New Testament. It is known as the grace of giving.86  The gauge or rule of this systematic 
giving is defined in the Old Testament, known as the law of tithing. All Christians should 
conscientiously and systematically tithe their income to God. 

5.7.1  
 

                                                           
83 Matt. 19:8 
84 Mal. 2:16 
85 Lev. 27:30-32; Mal. 3:10 
86 2 Cor. 9:6-15 
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Article 1 - NAME 
 
1.01 The name of the society is ____________________________________________________. 
 
 
Article 2 - PURPOSES 
 
  The purposes of the society are: 
 
2.01 To establish and maintain a place for the worship of Almighty God, our Heavenly Father.  

2.02 To provide for Christian fellowship for those of like precious faith where the Holy Spirit may be 
honoured according to our distinctive testimony.  

2.03 To assume its share of responsibility and the privilege of propagating the gospel of the Lord Jesus 
Christ by all available means, both at home and in foreign lands. 

2.04 To accept, uphold and promote the Statement of Fundamental and Essential Truths as 
approved by the Pentecostal Assemblies of Canada because we believe most assuredly that the 
Holy Scriptures are God’s final revelation and constitute all-sufficient rule for faith and practice by 
members and adherents of the Church. 

2.05 To voluntarily associate and affiliate and enter into full cooperative fellowship with assemblies of 
like precious faith as part of The Pentecostal Assemblies of Canada in the General and British 
Columbia and District Conferences, thereby sharing in the privileges and responsibilities enjoined 
by that affiliation, while still holding inviolate its inherent and sovereign rights in the conduct of its 
affairs. 

2.06 To constitute this society as a local assembly in fellowship with The Pentecostal Assemblies of 
Canada. 

2.07 To purchase or acquire by gift, bequest or otherwise, either directly or as trustee, and to own, 
hold in trust, use, sell, convey, mortgage, lease or otherwise dispose of any real estate or chattels 
as may be necessary for the furtherance of the Church’s charitable purposes; all in accordance with 
its constitution and by-laws or as the same may be hereafter modified or amended. 

2.08 To share in the privileges and responsibilities resulting from affiliation with The Pentecostal 
Assemblies of Canada. 

 
 

Article 3 – PEROGATIVES 
 
 This Church shall have a right to: 
 
3.01 Govern itself according to the standards of the New Testament Scriptures, “endeavoring to keep 

the unity of the Spirit in the bond of peace…till we all come in the unity of the faith, and the 
knowledge of the Son of God, unto a perfect man, unto the measure of the stature of the fullness 
of Christ” (Ephesians 4:3,13). 

3.02 Govern itself according to the General and the British Columbia and Yukon District Constitutions 
and By-Laws in force by order of General and British Columbia and District Conferences of The 
Pentecostal Assemblies of Canada. 

3.03 Choose its own Pastors, provided they hold credentials with, or are endorsed by, The Pentecostal 
Assemblies of Canada.  The Church shall select its own officers and directors, transact local 
business and exercise discipline over its members.  
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3.04 Have representation in the General Conference and British Columbia and Yukon District 

Conference of The Pentecostal Assemblies of Canada, through properly accredited delegates, 
according to the provisions of the respective constitutions of these said bodies, in force from time 
to time.   

 
This Article 3 is alterable. 
 
 
Article 4 – ORDINANCES AND PRACTICES 
 
4.01 (a) To administer the ordinance of baptism by immersion in water (Matthew 28:19) to all those 

who have repented of their sins, who believed on the Lord Jesus Christ to the saving of their 
souls, and who give clear evidence of their salvation (Romans 6:3-5; Colossians 2:12). 

(b) To regularly observe the ordinance of the Lord’s Supper for believers as enjoined in the 
Scriptures (Luke 22:19-20; 1 Corinthians 11:23-26). 

 
4.02 To observe the practices of:  

(a) Dedication of Children 
(b) Prayer for the Baptism in the Holy Spirit 
(c) Prayer for the Sick 
(d) Christian Marriage 
(e) Christian Burial of the Dead 

 
This Article 4 is alterable. 
 
 
Article 5 – NON-PROFIT 
 
5.01 The Church shall be carried on without purpose of gain for its Members and any profits or other 

accretions to the Church shall be used for promoting its charitable purposes in accordance with its 
constitution and by-laws or as the same may be hereafter modified or amended. 

 
This Article 5 is unalterable. 
 
 
Article 6 – DISSOLUTION 
 
6.01 In the case of dissolution or winding up the Church, the assets of the Church remaining after the 

satisfaction of its debts and liabilities shall be distributed to the British Columbia and Yukon 
District of The Pentecostal Assemblies of Canada as the Members of the Church determine at the 
time of winding up; if effect cannot be given to the aforesaid provisions, then such assets shall be 
given to the International Office of The Pentecostal Assemblies of Canada as the Members of the 
Church determine; if effect cannot be given to either of the aforesaid provisions, then such assets 
shall be given or transferred to such organization or organizations promoting the same purposes as 
this Church, as may be determined by the Members of the Church at the time of winding up or 
dissolution provided such organization is a registered charity recognized under the provisions of 
the Income Tax Act of Canada from time to time in effect. 

 
This Article 6 is unalterable. 
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GENERAL OPERATING BY-LAWS 
 

A By-Law 
Relating generally to the transaction of the affairs of 

(Church Name) 
 
 

I.  DEFINITIONS, INTERPRETATION AND PURPOSE 
 
 
1. DEFINITIONS 
 
1.01 In these By-Laws and all other By-Laws and Resolutions of the Church, unless the context 

otherwise requires, the following definitions shall apply:  
 

(a) “Act” means the Society Act R.S.B.C. 1996, c. 433 as amended from time to time and any 
statute enacted in substitution thereof, and in the case of such a substitution, any references 
in the By-law of the Church to provisions of the Act shall be read as references to the 
substituted provisions thereof in the new statute or statutes; 

 
(b) “Adherent” means an Adherent of the Church as described in Section 8.01 herein; 

 
(c) “Annual Meeting” means the annual congregational business meeting as described in Section 

13.01; 
 

(d) “Council” means the Pastor’s Council of the Church and the Senior Pastor, which shall be 
deemed to be the Board of Directors of the Church pursuant to the Act; 

 
(e) “Pastor’s Council” means the lay members selected according to Section 19. 
 
(f) “By-Law” means any By-Law of the Church from time to time in force effect, including the 

Operating By-Law; 
 
(g) “Church” means the legal entity incorporated as a society without share capital under the Act 

and named (Church Name), through which its Members and Adherents may fellowship 
together as a New Testament Church; 

 
(h) “Church Constitution” or “Constitution” means the Constitution appended hereto and filed 

with the British Columbia Registrar of Companies (including the Objects and Statement of 
Faith), of the Operating By-Law and Policy Statements adopted by the Church from time to 
time; 

 
(i)  “Council Member” means a member of the Pastor’s Council who shall be deemed to be a 

Director pursuant to the Act; 
 
(j) “Documents” includes deeds, mortgages, hypothecates, charges, conveyances, transfers and 

assignments of property, real or personal, immovable or moveable, agreements, releases, 
receipts and discharges for the payment of money or other obligations, conveyances, transfer 
and assignments of shares, bonds, debentures or other securities and all paper writing; 

 
(k) “Extraordinary Resolution” means a Resolution passed by the Regular Members of not less 

than 66 2/3rd % of the votes of those Regular members of the Church, who, being entitled to 
do so, vote in person or, if proxies are allowed, by proxy; 

 
(l) “Individual” means both Members and Adherents as defined herein; 
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(m) “Member” means a Member of the Church; 

 
(n) “Members” or “Membership” means the collective Membership of the Church; 
 
(o) “Membership Committee” means the Senior Pastor and the Pastor’s Council; 
 
(p) “Officer” means an Officer of the Church as described in Section 26; 
 
(q) “Operating By-Law” means this By-Law and any other By-Laws of the Church intended to 

amend or replace this Operating By-Law herein; 
 
(r) “Ordinary Resolution” means a Resolution passed by either the Pastor’s Council or the 

Regular Members of not less than fifty per cent (50%) of those of the Pastor’s Council or 
Regular Members, as the case may be, of the Church, who, being entitled to do so, vote in 
person or, if proxies are allowed, by proxy; 

 
(s) “Person” means an individual person, but does not include corporations, partnerships, trusts, 

or unincorporated organizations; 
 
(t) “Policy Statements” means any Policy Statements adopted by the Pastor’s Council from time 

to time concerning its position on practical applications of biblical principals and Christian 
conduct and the administration of church business; 

 
(u) “Purposes” means the charitable Purposes of the Church as set forth in the Constitution; 
 
(v) “Resolution” means a Resolution passed either by the Pastor’s Council or Members by a 

majority vote, unless the Act or this By-Law otherwise requires; 
 
(w) “Special Meeting” means any meeting of the Members as described in Section 13.05; 
 
(x) “Special Resolution” means a Resolution passed by the Regular Members of not less than 

seventy-five per cent (75%) of those Regular Members of the Church, who, being entitled to 
do so, vote in person or, if proxies are allowed, by proxy; 

 
(y) “Statement of Faith” means the Statement of Fundamental and Essential Truths as 

approved by the General Conference of the Pentecostal Assemblies of Canada. 
 
(z) “Assembly” and “Congregation” shall be considered synonymous. 

 
 
2.  CONSTITUTIONS, INTERPRETATION AND HEADINGS 
 
2.01 Constitution – This By-Law and any other By-Laws of the Church shall be strictly interpreted at all 

times in accordance with, and subject to, the Purposes and the Statement of Fundamental 
and Essential Truths contained in the Constitution of the Church, which, for the purposes of 
this By-Law, are incorporated by reference and made a part hereof.  If any of the provisions 
contained in this By-Law are inconsistent with those contained in the Constitution or Act, the 
provisions contained in the Constitution and the Act, as the case may be, shall prevail. 

 
2.02 Interpretation – In this By-Law and all other By-Laws and Resolutions of the Church, unless the 

context otherwise requires, the following interpretation shall apply: 
 

(a) words importing the singular number include the plural and vice versa; 
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(b) words importing the masculine gender include the feminine and neuter genders unless this By-
Law otherwise specifically provides; and 

 
(c) words importing or referring to Person or Persons shall include individual persons only and 

shall not specifically include corporations, partnerships, trusts and unincorporated 
organizations. 

 
2.03 Headings – Headings used in this By-Law are for convenience of reference only and shall not affect 

the construction or interpretation thereof. 
 
 

II.  TENETS OF FAITH 
 
We believe most assuredly that the Holy Scriptures are God’s final revelation and constitute our all-
sufficient rule for faith and practice. This Church, by virtue of its affiliation with The Pentecostal Assemblies 
of Canada, shall accept The Statement of Fundamental and Essential Truths, as approved by The Pentecostal 
Assemblies of Canada, and which is appended to this Constitution. 
 
 

III.  MEMBERSHIP 
 
3.  DEFINITION OF MEMBERSHIP 
 
3.01 The Initial Members of the Church shall be the first Directors of the Church.  Thereafter, 

Membership in the Church shall consist of those Persons who:  
 

(a) give credible profession of faith in the Lord Jesus Christ as Savior (John 1;12, 3:3-8; Romans 
10:9-10; 1 Peter 1:18-25);  

 
(b) give evidence of a consistent Christian life and compliance with the biblical standard of 

Christian practice, manifesting spiritual growth, and living so as not to be a stumbling block for 
the Gospel (Romans 6:4, 8:1-4, 13:13-14; Ephesians 4:17-32, 5:1, 15; 2 Corinthians 5:17; 
Galatians 5:19-24; 2 Timothy 2:4; 1 John 1:6-7, 2:15-16). They shall refrain from “acts of the 
sinful nature: sexual immorality, impurity and debauchery, idolatry and witchcraft, hatred, 
discord, jealousy, fits of rage, selfish ambition, dissensions, factions and envy; drunkenness, 
orgies, and the like” (Galatians 5:19-21 NIV). Sexual immorality shall be interpreted to mean 
common-law marital relationships, pre-marital and extra-marital sexual relationships (1 
Corinthians 6:15-18; 7:1-2; 1 Thessalonians 4:3-8; Hebrews 13:4), and all forms of homosexual 
and lesbian activity, along with other practices deemed inexcusable for Christian conduct, and 
which place a person under God’s judgment (Romans 1:26-2:11). 

 
(c) subscribe to the Statement of Fundamental and Essential Truths as approved by the 

Pentecostal Assemblies of Canada and accepted by this Constitution; 
 
(d) show willingness to contribute regularly to the support of the assembly (Malachi 3:10; 

Matthew 23:23; 2 Corinthians 9:6-8); 
 
(e) have regularly attended the services of this Church for a period of at least three months 

immediately prior to applying for membership; and 
 
(f) seek to promote unity and growth in the assembly, indicating a desire to live in harmony with 

this body of believers, and being open to receiving guidance from the preached Word, the 
general direction of the Pastors, the officers and the Church Constitution and By-Laws. 
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4. QUALIFICATIONS FOR MEMBERSHIP 
 
4.01 A Person of greater than twelve (12) years of age, shall qualify to be a Member of the Church if, in 

the unanimous opinion of the Membership Committee, such Person meets all of the following 
qualifications: 

 
(a) the Person fulfills the definition of Membership as set out in Section 3.01 herein; 
 
(b) the Person has completed the procedure for admission into Membership set out in Sections 

5.01 to 5.05; 
 
(c) a Person, if a Member, would not be under the discipline of the Church, as set out in Section 

11.  
 
 
5.  ADMISSION TO MEMBERSHIP 
 
5.01 Application for Membership in the Church shall be submitted to the Membership Committee on a 

signed application form whereby the applicant agrees to abide by the provisions of the Church 
Constitution and By-Laws, including the terms of membership as stated in By-Law 3.01. 

 
5.02 The applicant shall be given a complete copy of the Church Constitution with a request that the 

applicant read the said document in full. 
 
5.03 The Membership Committee shall make investigation relating to the applicant, as it deems 

appropriate. 
 
5.04 If the applicant understands and agrees with the Church Constitution and meets the Membership 

standards as set out in Section 3.01 herein, the Pastor’s Council shall approve Membership of the 
applicant by a resolution passed by a 75% majority of the Pastor’s Council. 

 
5.05 Applicants who have been approved for Membership in the Church by the Pastor’s Council shall 

be publicly received into the church (Galatians 2:9) and shall receive a notification of membership. 
Membership shall be reviewed annually by the membership committee. 

 
 
6.  PRIVILEGES, RIGHTS AND DUTIES OF MEMBERSHIP 
 
6.01 Church Membership shall carry the following privileges, rights and duties: 
 

(a) the privilege to attend all public worship services of the Church subject to Section 10 herein; 
 

(b) the privilege to participate in the ordinances administered by the Church; 
 

(c) the duty to minister to one another’s spiritual needs as part of the Body of Christ; 
 

(d) the duty to participate in Church activities and ministries as the Lord directs and personal 
circumstances permit; 

 
(e) the duty to support financially the work of the Church as the Lord directs and personal 

circumstances permit; 
 

(f) the duty to respect and submit to the spiritual authority and procedures of the Church as 
expressed in the Church Constitution; 
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(g) the right to attend, speak and participate at all Annual or Special Meetings of Members, and  
 

(h) the right to a single vote either in person or by proxy at all Annual or Special Meetings. 
 
6.02 Church membership is transferable. 
 
6.03 Members moving from another church, who desire to have their membership transferred, should 

request a certificate or letter of transfer from the membership committee of the former church 
for presentation to the membership committee of this church. The membership committee of this 
church shall give members who move to another assembly, upon written request, a certificate or 
letter of transfer. 

 
6.04 Persons moving from another Church shall apply for Membership as set out in Section 5 of this By-

Law. 
 
6.05 A Member in good standing is one whose membership has not been terminated under Section 10 

or is disciplined under Section 11.06. 
 
 
7.  TYPES OF MEMBERS 
 
7.01 Regular Members 
 

Persons 18 years of age and over, who fulfill the requirements of the standards for Membership 
and who have made application on the approved application form and have been accepted, shall be 
known as Regular Members.  Such persons shall be entitled to voting privileges at all duly Called 
Annual or Special Meetings of the Church, subject to the conditions hereinafter stated.   

 
7.02 Junior members 
 
 Persons between the ages of 12 and 18, who fulfill the requirements of Section 3.01 hereof, and 

who have made application on the approved application form and have been accepted, shall be 
known as Junior Members. Such Members shall not qualify for voting privileges at Annual or Special 
Meetings of the Church.  

 
7.03 Inactive Members 
 

 Regular Members who are not active in the life of this Church because of infirmity, attendance at 
college or other post-secondary educational institutions, or for any reason deemed appropriate by 
the Pastor’s Council, shall be known as Inactive Members.  Such Members shall not qualify for 
voting privileges at Annual or Special Meetings of the Church.  Inactive Members shall be reinstated 
as Regular Members upon approval by the Pastor’s Council. 

 
 
8. ADHERENTS 
 
8.01 An Adherent is a Person who makes the Church their home, but who has not made formal 

application for Membership. 
 
8.02 An Adherent of the Church shall have no voting privileges at any Membership Meeting. 
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9. MEMBERSHIP RECORD 
 
9.01 A Record of Members of the Church, both active and inactive, shall be kept by the Church 

Secretary. 
 
 
10. TERMINATION OF MEMBERSHIP 
 
10.01 Grounds for termination of membership in this Church shall include: 
 

(a) Voluntary withdrawal from membership in the Church; 
 
(b) Transfer of Membership to another Church; 

 
(c) Absence from the regular services of the Church for three consecutive months without valid 

reason, upon issuance of a letter from the membership committee noting this voluntary 
withdrawal. 

 
(d) Any proven act or conduct which, in the opinion of the Pastor’s Council, after a full 

investigation of the evidence, may be determined to be in contradiction of the terms as 
defined in 3.01 of this Local Church Constitution may give just cause for disciplinary action by 
the Pastor’s Council. Without limiting the generality of the foregoing, among such causes for 
action shall be: 

 
1. Any moral failure involving sexual misconduct or sexual deviation (including, but not 

limited to adultery, homosexuality, incest, sexual assault, pornography, and improper 
contact with the opposite sex). 
 

2. Any moral or ethical failure other than sexual misconduct or any conduct unbecoming to 
a church member (including, but not limited to deception, fraud, theft, and assault). 

 
3. Any act or action of a local church member, which is the cause of serious discord or 

dissension, with or without malicious intent (Romans 16:17,18; Proverbs 6:19). 
 

4. The propagation of doctrines and practices contrary to those set forth in the Statement of 
Fundamental and Essential Truths of The Pentecostal Assemblies of Canada. 
 

5. Upon the conclusion of disciplinary procedures according to By-Law 11.16 of this Local 
Church Constitution which finds a member responsible for a failure under the causes of 
disciplinary action. 

 
(e) The propagation of doctrines and practices contrary to those set forth in the Statement of 

Fundamental and Essential Truths of the Pentecostal Assemblies of Canada. 

(f) Any act or action which is, in the opinion of the Pastor’s Council, the cause of serious discord 
or dissension with or without malicious intent (Romans 6:17-18; Proverbs 6:19). 

(g) When, by Ordinary Resolution of the Pastor’s Council, disciplinary action should be taken 
against a Member of the Church under (d), (e) or (f), the Member in question shall be advised 
in writing by a registered letter by the Secretary of the Pastor’s Council and a date set for the 
hearing before the Pastor’s Council to which the person in question shall be invited to appear, 
with a copy of the aforementioned letter being sent to the District Superintendent of British 
Columbia and Yukon District of the Pentecostal Assemblies of Canada; and 

(h) The member status of the Member shall be terminated by the Pastor’s Council if, after 
consideration of evidence, the Pastor’s Council by Extraordinary Resolution vote to do so. 
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11. PROCEDURE FOR DISCIPLINE 
 
11.01. The Nature and Purposes of Discipline 
 

Discipline is an exercise of scriptural authority for which the church is responsible. The aims of 
discipline are that God may be honored, that the purity and welfare of the local assembly may be 
maintained, and that those under discipline may be brought to repentance and restoration. 

 
Discipline is to be administered for the restoration of church members, while fully providing for 
the protection and advancement of the spiritual welfare of our local assemblies. It is to be 
redemptive in nature as well as corrective, and is to be exercised as under a dispensation of both 
justice and mercy. The following shall be proceeded with only after all other avenues of Christian 
counsel and brotherly admonition have been attempted. 

 
11.02. Initiative 

 
(a) Authority 
  

Occasions sometimes arise which make it necessary to deal with church members who have 
reached the place where, in the opinion of the Pastor’s Council, endorsement can no longer 
be given. The Pastor’s Council, which has the authority to approve church membership, also 
has the right to withdraw their approval and to terminate church membership. 

 
(b) Pastor’s Council’s Responsibility 
  

The Pastor’s Council is responsible to deal with allegations of misconduct according to the 
Local Church Constitution. 
 
In the event that the Pastor’s Council finds itself compromised in any manner, or appearing to 
lack impartiality, it shall have the right to appoint a substitute committee to hear charges 
against a church member. 

 
11.03. Statement of Conduct 
 

Should a church member admit to, or confess to a wrongdoing or misconduct to the Pastor’s 
Council, such as should require disciplinary action, then the Pastor’s Council shall exercise 
discretion as to the appropriate form of discipline. 

 
11.04 Reports Rumours or Complaints 
 

Should there be reports, rumours or complaints, written or unwritten, which appear to be 
persistent, serious, becoming publicly known and posing a detriment to the testimony of the 
individual or church, then the Senior Pastor shall use judgment in discussing the matter with the 
member being accused, always in the presence of a member of the Pastor’s Council. The Senior 
Pastor and Council Member shall exercise their discretion as to whether or not to commence an 
official investigation. 

 
11.05 Investigation of Reports or Complaints of Alleged Violations 
 

Written and signed allegations of violations under By-Law 10.01 (d), (e), (f) by a church member 
shall be investigated. The Senior Pastor shall appoint two members of the Pastor’s Council to 
investigate the allegation, having in mind that it is their responsibility to safeguard the member, the 
church, and the Fellowship. This shall be done to determine the credibility of the allegation. 
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11.06 Signed written allegations shall be filed with the Senior Pastor and/or a member of the Pastor’s 
Council, by the complainant(s) describing the alleged violations. 

 
11.07 The persons making the allegation shall be interviewed in order to ascertain the facts in the case 

and the reasons underlying the allegation. 
 
11.08 The accused church member shall be given an opportunity to be interviewed to discuss the 

allegation. 
 
11.09 Should a church member, when presented with the allegations, acknowledge a wrong doing that 

requires disciplinary action, then the Senior Pastor or the Senior Pastor’s designate shall report the 
acknowledgement of wrong doing to the Pastor’s Council who shall initiate appropriate disciplinary 
action and a restoration program. 

 
11.10 Should the church member deny the allegations made, the investigators shall determine if the 

evidence merits a disciplinary hearing. 
 
11.11 Where an accused church member serves in a leadership capacity in the local church, such 

ministry may be restricted during the investigation at the discretion of the Senior Pastor. 
 
11.12 Legal Charges 
 

(a) Where a church member has been legally charged under the Criminal Code:  

 No disciplinary procedures will be followed until the legal proceedings, including appeal, have run 
their course. 

(1) Continuing involvement in church leadership may be subject to restriction during the time 
of the legal proceedings at the discretion of the Pastor’s Council. 

(2) A guilty verdict of a church member following the legal proceedings, including appeal, shall 
automatically precipitate disciplinary action by the Pastor’s Council. 

(3) Church members may be eligible for participation in a restoration program upon request 
for reconciliation. 

(b) Should the allegations against the church member be one of a violation which is required by 
law to be reported (including, but not limited to, offenses against minors), the Pastor’s Council 
shall report the accused to the appropriate legal authorities and delay their own investigation, 
until the appropriate legal authorities have opportunity to investigate. 

 
11.13 Preparation and Filing of Charges 
 

Allegations shall only be investigated when they have been made in writing, dated and signed by the 
complainant. 
 
If, after due investigation, it is determined that a disciplinary hearing should occur, charges should 
be filed with the Pastor’s Council. 
 
The person against whom charges have been filed shall be informed by double registered mail of 
the charges at least fifteen (15) days before being called to appear before the Pastor’s Council for a 
disciplinary hearing. The hearing shall take place within 40 days of formal charges being delivered 
to the church member, or the entire proceeding shall be rescinded. A copy of the charges shall be 
sent to the District Superintendent. 
 
The said church member may be relieved immediately from his church involvement upon being 
notified of the charges. 
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11.14 Disposition of Allegations 
 

1. If written allegations are made and signed, but the investigators conclude under the guidelines 
of the Local Church Constitution that no reason exists for a hearing, then the matter shall be 
dropped. 

 
2. The Senior Pastor, or the Senior Pastor’s appointee, may seek to counsel all parties involved 

and to bring to an end any continuation of rumours or conflicts related to the matter. 
 

3. The complainant shall be informed in writing that the investigation has been concluded and the 
allegations dismissed. 

 
4. There shall be no record of the investigation kept. 

 
5. The church member shall be informed in writing that the investigation of the allegations has 

concluded and no charges have been laid. 
 

11.15 Disciplinary Hearing 
 

In the event the investigators find the charges merit a hearing they shall request the Senior Pastor to 
arrange for a disciplinary hearing by the Pastor’s Council for the accused church member. The church 
member shall be requested to appear at the hearing. 
 
To ensure the ability of the hearing committee to render an impartial judgment, no member of the 
Pastor’s Council of the local church may sit on the hearing committee when they have been party to 
the details of the investigation or any event or incident related to the alleged offence. 
 
The Senior Pastor may attend the hearing as an observer but shall not participate nor be present when 
a vote is taken in the decision as to guilt or innocence. The role of the Senior Pastor is to be 
redemptive to all parties involved. 
 
If the accused church member refuses to appear at the hearing to offer a defense, the hearing will 
proceed, and the accused member may be disciplined if found guilty of the charges preferred. 
 
1. The chair 

 
A member of the hearing committee shall be appointed by the Senior Pastor to serve as chairman. 
 
The chairperson of the hearing committee along with the Senior Pastor shall prepare an agenda 
and arrange for all matters of the hearing. 
 
The chairperson shall appoint a recording secretary from the membership of the hearing 
committee. 

 
2. The role of investigators 

a. The investigators shall bring a report to the hearing and offer evidence as discovered during 
the investigation procedures. 

b. They shall not participate nor be present when a vote is taken in the decision as to guilt or 
innocence. 

c. No evidence or comment regarding the evidence shall be given by the investigators or 
accusers in the absence of the accused church member, unless the accused member has failed 
to, or has refused to, appear at the hearing. 
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2. Church member’s support 

The church member accused shall have the right to have a member of this local church present for 
support but not as an active participant in the hearing process. The supporting person may be the 
spouse of the accused church member. 

Legal counsel shall not be present for either side at the hearing. 

3. The agenda and proceedings shall provide sufficient opportunity for the complainant and 
complainee to speak, offer evidence, cross examine, present witnesses, and to make a summation 
statement. It will be the role of the hearing committee to question and make inquiry of the 
participants and to seek to have all the facts, evidence and testimony duly presented and examined 
to ensure an objective decision. 

4. The verdict shall be made by secret ballot in the absence of investigators, the complainant and 
their supporting member if present and the complainee. A two-thirds majority vote shall be 
required to determine guilt. 

5. If it has been determined that guilt has been established, discipline shall be administered prayerfully 
and in the fear of God, in accordance with the Scriptures and as set forth in the Local Church 
Constitution and By-Laws. 

6. Announcement of the verdict 

a. The verdict shall be communicated to the Senior Pastor and placed in the minutes of the local 
Pastor’s Council. If the verdict is one of guilt, then the minutes of the hearing and any other 
relevant documents shall be maintained in a confidential file until the disciplinary process has 
been completed. 

b. The Senior Pastor shall communicate the verdict in writing to the church member and the 
complainant within 5 days of the decision of the hearing committee. 

c. If a guilty verdict is reached, the church member shall be informed in writing of the right and 
process of appeal. 

d. If the verdict is one of not guilty, then no record of the hearing shall be maintained. 
 

11.16 Discipline 
 

A church member who has been found guilty of violating or who has confessed in writing to having 
violated any of the principles set forth in the Local Church Constitution and By-Laws, shall be subject 
to disciplinary action by the Pastor’s Council. Said discipline shall be administered in brotherly love and 
kindness. The Pastor’s Council shall weigh decisions on the basis of the offense itself. 

A church member who has confessed to, or been found guilty of, the charges may have their 
membership placed on probation, or suspended. 

A church member who refuses to enter the restoration program and does not complete the same shall 
have their membership terminated. 

 
11.17 Right of Appeal 
 

The church member shall have the right of appeal. The purpose of the appeal is to examine the process 
and the judgment rendered. 

Any appeal of the decision by the hearing committee must be made in writing within thirty (30) days of 
receiving the decision of the committee to the secretary of the Pastor’s Council. The Council shall 
request the district superintendent to appoint a committee to hear the appeal. 

The appeal will be heard within sixty (60) days of receiving the request for an appeal in writing. 
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The accused person will be present at this appeal, but if the accused person neglects or refuses to 
attend the hearing, it may proceed in the absence of the accused person. The decision of this appeal 
board will be final. 

 
The chairman of the appeal committee will communicate the decision of the appeal committee in 
writing to the church member within five days of the appeal hearing. 
 
Legal counsel shall not be present for either side at the appeal hearing, nor in any other investigative or 
disciplinary hearing provided for in these by-laws. 

 
11.18 Restoration 
 

In the event a church member who has been found guilty of an offence shows repentance and indicates 
a desire for continued fellowship with the local assembly, the Pastor’s Council shall determine an 
appropriate restoration program that would have in view the completion of a suspension period or the 
reinstatement of membership as applicable. 
 
The program of restoration shall be administered in brotherly love and kindness. 
 
The restoration program may include limitations of ministry involvement during the term of 
restoration. 

 
11.19 Reinstatement of Membership 
 
Persons who have had their membership suspended and have successfully completed the restoration 
program may apply for reinstatement of membership by communicating their request to the secretary of 
the Pastor’s Council. 
 
12. WAIVER AND MEDIATION 
 
12.01 Notwithstanding anything else contained herein, Member status in the Church is given upon the 

strict condition that disciplinary proceedings or any other proceedings or matters arising out of 
the Church Constitution shall not give a Member cause for any legal action against either the 
Church, the Senior, any associate Pastor, any staff member of the Church, any Council Member, 
any Officer, or any Member of the Church, and the acceptance of Member status in the Church 
shall constitute conclusive and absolute evidence by a Member of all rights of action, causes of 
action, and all claims and demands against the Church, the Senior Pastor, associate Pastor, any staff 
member of the Church, any Council Member, any Officer or any Member of the Church in relation 
to disciplinary proceedings or any other proceedings or matters arising out of the Church 
Constitution or involving the Church in any matter whatsoever and this provision may be pleaded 
as a complete estoppel (i.e., the prevention of an action) in the event that such action is 
commenced in violation hereof. 

 
12.02 In the event that a Member is dissatisfied with any matters of procedure involving the Member and 

the Church as set out in the Church Constitution, then if that Member does not violate or 
circumvent the waiver contained in Section12.01 or attempt to do so, then that Member may seek 
to have his or her concerns resolved through a process of Christian mediation whereby the 
member appoints one Mediator, the Church appoints another Mediator, and the two Mediators so 
appointed jointly appoint a third Mediator.  The three Mediators would then meet with the 
Pastor’s Council and the Member in attempt to mediate a resolution, provided, however, that such 
mediation shall not be binding either upon the Church or the Member. 
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IV.  MEMBERS’ MEETINGS 

 
13.01 Annual Meeting – There shall be an Annual Meeting of Members at such time and place in British 

Columbia or Yukon as determined by the Pastor’s Council to be no later than 90 days from the 
end of the fiscal year of the Church.  Notice of the Annual Meeting shall be given in the regular 
Church service on the two Sundays preceding the Annual Meeting by the posting of written 
notices on notice boards in the Church building.  The fiscal year end shall be at December 31. 

 
13.02 The regular order of business at an Annual Meeting of the church shall be as follows: 
 

(a) Devotional 
(b) Approval of Agenda  
(c) Reading of previous minutes by the Secretary  
(d) Report of the Treasurer 
(e) Report of the Committees 
(f) Unfinished Business 
(g) Presentation of Officers and Directors 
(h) New Business 
(i) Adjournment 

 
13.03 New Business – If a Regular Member desires to present a matter for consideration at the Annual 

Meeting, the same shall be in writing and signed by that Member and submitted to the Pastor’s 
Council at least seven days prior to the Meeting. 

 
13.04 Special Meetings – Special Meetings may be called by (1) the Senior Pastor, (2) the Secretary of the 

Pastor’s Council, when a majority of the Pastor’s Council in writing so order, and (3) the Pastor’s 
Council, when no less than FIFTY PER CENT (50%) of the Membership so petition.  

 
13.05 Notice of Meeting – Notice of all Meetings (Annual, Special and other) shall be given to Members 

verbally from the pulpit by the Senior Pastor and written notice shall be posted on the bulletin 
board of the Church on the two Sundays preceding the Meeting.  The notice for all Membership 
Meetings shall include date, time, place and purpose of the Meeting and shall contain sufficient 
information to permit the Member to form a reasoned judgment on the decision to be taken. No 
meeting shall be held in the absence of the Senior Pastor without the written authorization of the 
Senior Pastor. 

 
13.06 Omission of Notice – The accidental omission to given notice of any Meeting or any irregularity in 

the notice of any Meeting or the non-receipt of any notice by any Member or by the auditor of the 
Corporation shall not invalidate any Resolution passed or any proceedings taken at any meeting of 
Members, provided that no Member objects to such omission or irregularity. 

 
13.07 Quorum – A quorum for any Annual or Special Meeting, or any other special Meetings of Members 

shall be constituted by the presence of the greater of THREE (3) MEMBERS or forty per cent 
(40%) of the total Membership of the Church (save and except Junior and Inactive Members) 
immediately prior to the time of the Meeting in question.  No business shall be transacted at any 
Meeting of Members unless the requisite quorum is present at the time of the transaction of such 
business.  If a quorum is not present at the time appointed for a Meeting of Members or within 
such reasonable time thereafter as the Members present may determine, the Members present and 
entitled to vote may adjourn the meeting to a fixed time and place, but may not transact any other 
business and the provisions of Section 13.06 with regard to notice shall apply to such adjournment. 
Those members who by reasons of health are unable to regularly attend church meetings may be 
omitted from the quorum calculation.  
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13.08 Chairperson – The Senior Pastor (or in his or her absence a designate appointed by the Pastor’s 
Council by Ordinary Resolution) shall act as Chairperson of all Meetings of Members. 

 
13.09 Majority Vote – At all Annual and Special Meetings, every question shall be determined by 

Ordinary Resolution, being a majority of votes of Members present, unless otherwise provided for 
by the Act or elsewhere in these By-Laws. 

 
13.10 Voting Procedure – Every question submitted to any Meeting of Members shall be decided by a 

show of hands, except where a secret ballot is provided for or requested as stated below.  At any 
Meeting, unless a secret ballot is provided, a declaration by the Chair that a motion has carried or 
carried unanimously or by particular majority or lost or not carried by a particular majority shall 
be conclusive evidence of the fact.  A secret ballot may be held either upon the decision of the 
Chair or upon request of any Member and shall be taken in such as manner as the Chair directs.  
The result of a secret ballot shall be deemed to be the decision of the Meeting at which the secret 
ballot was held.  A request for a secret ballot may be withdrawn.   

 
13.11 When the church congregation is voting on business matters, a definite voting bar shall be made 

between those who are entitled to vote and those who are not so entitled. A member of the 
congregation wishing to challenge the right of another to vote may do so. In the event of such a 
challenge, a majority of the congregation shall decide. 

 
13.12 Provision may be made for an advance poll for members who, in the opinion of the Pastor’s 

Council, will be legitimately absent. 
 
13.13 Parliamentary Order – In order to expedite congregational business meetings this assembly shall 

be governed by the spirit of Christian love and fellowship and by the accepted rules of 
parliamentary procedure as outlined in Robert’s Rules of Order. 

 
 

V. DIRECTORS 
 
14.01 DIRECTORS 
 
14.02 The directors may exercise all such powers and do all such acts and things as the Society may 

exercise and do, and which are not by these by-laws or by statute or otherwise lawfully directed 
or required to be exercised or done by the Society in general meeting, but subject, nevertheless, 
to the provisions of: 

(1) all laws affecting the Society 
(2) these by-laws, and 
(3) rules, not being inconsistent with these by-laws, which are made from time to time by the 

Society in general meeting. 
 

No rule, made by the Society in general meeting, invalidates a prior act of the directors that would 
have been valid if that rule had not been made. 

 
14.03 The Senior Pastor and the members of the Pastor’s Council are the Directors of the Society. 
 
14.04 The number of Directors shall be three (3) or a greater number determined from time to time at a 

General Meeting. 
 
14.05 A Director may be remunerated as determined by the Society from time to time. 
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VI. PASTOR’S COUNCIL 
 
 
15. DEFINITION OF PASTOR’S COUNCIL 
 
15.01 The Pastor’s Council shall act in an administrative capacity with the Senior Pastor in matters 

pertaining to the Church, its spiritual life and its financial affairs.  The Pastor’s Council shall consist 
of up to seven but not fewer than three lay members of the Church, as determined by the 
members at the Annual Meeting of Members each year.  For purposes of the Act, the Pastor’s 
Council and the Senior Pastor shall be deemed to be the Board of Directors and in this regard a 
Council member shall be deemed to be a Director of the Church.  

 
15.02 The Senior Pastor shall act as Chairperson of the Pastor’s Council and shall be deemed to be a 

Director of the Church. 
 
15.03 At any time and at all times when the Church does not have a Senior Pastor, the Lay Members 

shall be deemed to constitute a complete Pastor’s Council for the purpose of carrying out the 
provisions of the Constitution and By-Laws of the Church.  

 
 
16. PROVISIONAL PASTOR’S COUNCIL 
 
16.01 The applicants for incorporation herein shall become the provisional members of the Pastor’s 

Council whose term in office shall continue until their successors are selected.  At the first 
Meeting of Members, the members of the Pastor’s Council then selected shall replace the 
provisional members of the Pastor’s Council named in the Constitution.  
 
 

17. QUALIFICATIONS FOR THE PASTOR’S COUNCIL 
 
17.01 To be eligible for selection to the Pastor’s Council, a Person must fulfill all of the following 

qualifications:  
 
  (a) the Person must be a Member in good standing; 
 

(b) the Person must have been a Regular Member of this Church for at least one (1) year at the 
time of selection;   

 
(c) the Person must have the scriptural qualifications referred to in Acts 6:3; 1 Timothy 3:8-12; Titus 

1:5-9;  
 

(d) the Person must be a faithful person, of good report and sound judgment, an example to the 
congregation in matters of stewardship, church attendance, and spiritual maturity;  

 
(e) the Person must seek constantly, as a sanctified vessel, to be “filled with the Holy Spirit” (Acts 

2:4; Ephesians 5:18). 
 
 
18. ACCOUNTABILITY OF THE PASTOR’S COUNCIL 
 
18.01 To The Pastor: To support the pastor in his/her primary responsibility to his/her family; encourage 

and enable the pastor to a continual growth in leadership through continuing education, 
development, courses, seminars, and resources; assure administrative excellence in financial 
reporting, strategic planning, communication, labour relations and other assigned duties; assist in 
creating and implementing a vision and strategy for the church; assist in the development of that 
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church as a disciple-making, equipping community; ensure a global missions strategy and 
commitment; respect and understand mutual accountability (Rom.1:8); and provide covering, care, 
and nurture for the pastor. 

 
18.02 To Other Members of the Pastor’s Council:  Support the Pastor’s Council in their primary 

responsibility to their family; encourage and enable the Pastor’s Council to a continual growth in 
leadership through prescribed courses made available through The Pentecostal Assemblies of 
Canada;  assume responsibility for areas of expertise and giftedness to assure administrative 
excellence in the church;  fulfill assigned duties as directed by the Pastor’s Council;  assist in 
creating and implementing a vision and strategy for the church; assist in the development of the 
church as a disciple-making, equipping community;  ensure that adequate resources are available 
for touching, reaching and discipling the community;  ensure a global missions strategy and 
commitment;  respect and understand mutual accountability (Rom. 1:8);  and provide covering, 
care, and nurture for each member of the Pastor’s Council.  It is expected that the Pastor’s 
Council will function in confidentiality and loyalty, and model personal discipleship, which will 
contribute to the well-being, reputation, and respect of the entire Pastor’s Council. 

 
18.03 To The Congregation: Model healthy family life and teach family values;  ensure that adequate 

resources are available for touching, reaching and discipling the community;  ensure clear 
communication of the vision, strategy and needs to the congregation;  ensure that an adequate 
membership process is in place (including education, ministry, accountability and discipline);  assist 
the congregation in understanding their spiritual responsibility to serve, give, share and be involved;  
assist the congregation in understanding their responsibility to support the leadership in its vision 
and direction for the future and health of the church;  and assist the congregation to understand its 
role in, and commitment to, the  community, as an agency of grace and spiritual light. 

 
18.04 To The Community: Understand their role of modeling Christian values of grace, love and 

acceptance to the community; raising church awareness of the community’s needs, and the 
responsibility of the church to the community; to pray for and encourage the leadership of the 
community; and uphold and communicate justice and truth in the community 

 
 
19. SELECTION OR APPOINTMENT OF THE PASTOR’S COUNCIL 

 
To inaugurate the Pastor’s Council, the Pastor will appoint the first council member. Then the 
Pastor and the first council member will appoint the second council member.  Then the Pastor and 
two (2) council members will appoint the third council member. 

 
19.01 All subsequent council members will be appointed by the Pastor’s Council.  Any exceptions to this 

procedure would require the involvement of the District Superintendent or a representative(s). 
 

19.02 All members of the Pastor’s Council will be presented at the annual congregational business 
meeting. 
 

19.03 The church may extend membership privileges to a district leaders or another PAOC credential 
holder and invite them to serve on the Pastor’s Council. 

 
 
20. TERM OF OFFICE OF THE PASTOR’S COUNCIL 
 
20.01 The term of office of all Lay Members of the Pastor’s Council shall be for either one or two or 

three years, as determined by the local congregation. Any Member of the Pastor’s Council having 
served for six consecutive years shall not be eligible for re-election for a period of one year. 
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20.02 Membership on the Pastor’s Council shall cease if any Pastor’s Council Member during the term of 
office resigns, moves away, ceases to be a Regular Member of the Church, or is disqualified under 
the provisions of Section 11.  If a vacancy occurs on the Pastor’s Council during the first year of a 
two-year term, the Pastor’s Council may appoint a successor Member to fill the vacancy until the 
next Annual Meeting. 

 
 
21. DUTIES AND RESPONSIBILITIES OF THE PASTOR’S COUNCIL 
 
21.01 Specific Responsibilities – The Pastor’s Council is chosen to serve the Church and therefore shall 

be authorized to carry out the following duties and responsibilities:     
  

(a) Act in an administrative capacity with the Senior Pastor in matters pertaining to the Church, 
its spiritual life and financial affairs, assisting also in the ministry of its ordinances. 

 
(b) Act in the examination of applications for Membership and in the administration of the 

discipline of the Church.  
 

 (c) Facilitate the engagement of the Senior Pastor, in consultation with the District 
Superintendent of the British Columbia and Yukon District of the Pentecostal Assemblies of 
Canada, and ensure that an adequate compensation package is provided for the pastor, 
together with suitable housing facilities and travel reimbursement, taking into consideration 
the cost of living and the assembly’s financial ability. (Suitable housing facilities shall be 
understood to mean an adequate dwelling in good repair, together with utilities such as heat, 
electricity and telephone or financial provision for such services). An annual salary review shall 
be made. 

 
(d) Engage, outline the duties, and establish the remuneration of such assistants and other 

employees as are needed to carry out the work of the Church effectively.   
 
(e) Determine the time and place of the regular services of the Church. 
 
(f) Annually appoint one of its Members as Secretary of the Pastor’s Council. 
 
(g) Fill all appointed positions of leadership in the Church at the first meeting of the Pastor’s 

Council following the Annual Meeting. 
  
(i) Appoint financially qualified individuals prior to the annual congregational meeting to review 

the Church finances and bring to the congregation a financial report at the Annual Meeting of 
Members. 

 
(j) No member or any number of members shall call any private, secret, business or devotional 

meetings, or start new ministries, without knowledge and consent of the Pastor’s Council and 
the Senior Pastor. 

 
21.02 Remuneration of Council Members – The members of the Pastor’s Council shall serve as such 

without remuneration and no member of the Pastor’s Council shall directly or indirectly receive 
any profit from his position as such, nor shall any member of the Pastor’s Council receive any 
direct or indirect remuneration from the Church, provided that a member of the Pastor’s Council 
may be paid for reasonable expenses incurred by him in the performances of his duties. 
 

21.03 Conflict of Interest – No member of the Pastor’s Council shall place himself in a position where 
there is conflict of interest between his duties as a Council Member and his other interests. Every 
Council Member who is in any way directly or indirectly interested in, or may become interested 
in, a material way in existing or proposed contract, transaction, or arrangement with the Church 
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or who otherwise has a conflict of interest by virtue of involvement of with a member of his family 
(with “family” defined as spouse, father, mother, child, brother or sister, or spouse of such family 
members) or by the involvement of his partner, business associate, or Corporation that the 
Council Member is involved with as either a director, shareholder, officer, employer, employee, or 
agent, then such Member shall declare a conflict of interest fully at a Meeting of the Council and 
shall withdraw from any discussion or vote thereon. 

 
22.  PASTOR’S COUNCIL MEETINGS 
 
21.01 Regular Meetings – Regular Meetings of the Pastor’s Council shall be held at such time and place as 

shall be determined by the Council at regular intervals. 

21.02 Special Meetings – Special Meetings of the Pastor’s Council shall be called by the Chairperson of 
the Council or upon written request of the majority of the Members of the Council to the 
Chairperson, who shall then give notice of a Special Meetings of the Pastor’s Council as soon as 
possible thereafter. 

21.03 Notice of Meeting – At all Meetings of the Council, the Chairperson or, in his absence, the 
Secretary to the Council, shall be required to notify each Member of the Council of the time and 
place of each Special Meeting of the Council. No meeting shall be held in the absence of the Senior 
Pastor without the written authorization of the Senior Pastor. 

21.04 Chairperson – The Chairperson of the Pastor’s Council shall be the Senior Pastor.  The duties of 
the Chairperson of the Pastor’s Council shall be those set out in Section 28.01 herein. 

21.05 Secretary – The Secretary of the Council shall be appointed by the Members of the Council from 
amongst their members at the first meeting of the Pastor’s Council following the Annual Meeting 
of Members.  The Secretary shall serve for a term of one (1) year and shall be an Officer of the 
Church.  The duties of the Secretary of the Council shall be those set out in Section 28.02 herein. 

21.06 Quorum – A quorum for a Meeting of the Pastor’s Council shall be majority of the members of the 
Pastor’s Council provided that all the members have been duly notified. 

21.07 Voting Rights – All members of the Pastor’s Council and the Senior Pastor in his position as 
Chairperson shall have one vote. 

21.08 Minutes – The Pastor’s Council shall keep written minutes of each meeting.  The Pastor’s Council 
shall appoint the Secretary of the Council to prepare and maintain such minutes. The minutes may 
be made public or available for review by members with the exception of matters of a potentially 
confidential nature discussed by the Pastor’s Council, which matters shall be considered either in 
Committee of the Whole or in camera. 

21.09 No meeting of the Pastor’s Council shall be held in the absence of the Senior Pastor without his 
written authorization except in an emergency or the case of the Senior Pastor’s incapacitation.  In 
such case, the Members of the Pastor’s Council shall be authorized to call a Special Meeting of the 
Pastor’s Council. 

21.10 The Senior Pastor who serves as a member of the Council, or any member of the pastoral staff, 
shall absent himself/herself from a Council meeting when salary and allowance review is being 
considered. 

21.11 Where there is need for trustees, the Pastor’s Council shall name at least three of its members to 
act in that capacity. 

21.12 Agenda – The agenda shall be prepared by the Senior Pastor and the Pastor’s Council. A member 
of the congregation in good standing may submit an agenda item to the Council. It must be in 
writing, signed, and in the possession of the Council at lest ten (10) days prior to the meeting. 
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VII.  SENIOR PASTOR, PASTORAL STAFF, AND ADMINISTRATIVE STAFF 
 
23.01 Appointment and Call 
 

(a) Nominations for Senior Pastor shall be submitted to the Regular Members of the Church by 
the Pastor’s Council after consultation with the District Superintendent of the British 
Columbia and Yukon District of the Pentecostal Assemblies of Canada.  The Senior Pastor 
shall hold credentials with the Pentecostal Assemblies of Canada or shall be a person of whom 
the British Columbia and Yukon District of the Pentecostal Assemblies of Canada approves.  

 
(b) A call shall be made to a prospective Senior Pastor when the Membership, by Extraordinary 

Resolution at a Special Meeting duly convened for that purpose, votes in favour of the call. 
 

 (c) The Church assumes the responsibility of paying the moving expenses of an incoming Senior 
Pastor. 

 
23.02 The Senior Pastor shall give spiritual oversight to the Church and shall be deemed, by virtue of his 

position, to be a Member of the Church.  The duties and rights of the Senior Pastor shall be as 
follows: 

 
(a) the duty of being the spiritual overseer of the Church with responsibility for the direction of 

all of its activities (the Senior Pastor shall consult with the Pastor’s Council regarding the 
ongoing health and wholeness of the congregation and to ensure the appropriate ministries 
and programs are in place to accomplish the same); 
 

(b) the responsibility of arranging for all services, special meetings, missionary conventions and 
revival campaigns.  No person shall be invited to speak or preach in the Church without the 
approval of the Senior Pastor (and as provided in the General Constitution and By-Laws 10.5.8 
and 10.5.9). 

 
(c) to act as Chairperson of all Annual and Special Meetings of the Church, and of the Pastor’s 

Council; 
 

(d) to be, ex officio, a member of all Committees and departments of the Church; 
 

(e) the duty to work in conjunction with the Pastor’s Council in formulating and recommending 
Policy Statements to the Church as may be necessary from time to time; 

 
(f) the duty to be fully in agreement with, uphold and be subject to the Church Constitution. 

 
 

24.  CONCLUSION OF MINISTRY AGREEMENT 
 
24.01 The Senior Pastor may conclude their ministry agreement by giving a minimum of one (1) month’s 

written notification to the Membership of the Church or to the Pastor’s Council by a letter 
addressed to the Secretary of the Pastor’s Council.  The Pastor must also give immediate written 
notice to the District Superintendent of the British Columbia and Yukon District of the 
Pentecostal Assemblies of Canada of this conclusion of ministry agreement.  Such conclusion of 
ministry will be deemed to include a conclusion of the Senior Pastor’s ex officio membership of all 
Committees, the Pastor’s Council of the Church, and as a Member of the Church. 
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25. VACANCY OF THE SENIOR PASTOR 
 

25.01 When the Senior Pastorate becomes vacant, the District Superintendent of the British Columbia 
and Yukon District of the Pentecostal Assemblies of Canada or his authorized representative shall 
be empowered to act in the full legal capacity of the Senior Pastor, and shall be empowered to 
arrange, in consultation with the Pastor’s Council, suitable pulpit ministry until such time as a new 
Senior Pastor has been called by the Church. 

 
 
26.  REMOVAL OF SENIOR PASTOR 
 
26.01 The Senior Pastor may be removed in keeping with the provision of the Constitution of the British 

Columbia and Yukon District of the Pentecostal Assemblies of Canada by the following procedure: 
 

(a) Should difficulties arise between a Senior Pastor and the Regular Members of the Church 
which do not involve the credentials of the Senior Pastor, but only the position as Senior 
Pastor, and which apparently cannot be resolved at the local level, the Senior Pastor, the 
Pastor’s Council or a quorum consisting of not fewer than one-third of the Regular Members 
of the Church, shall have the right to appeal to the executive officers of the British Columbia 
and Yukon District. 

 
(b) The refusal of the Senior Pastor to call a Special Meeting of the Pastor’s Council when 

requested to do so by a majority of the Pastor’s Council shall constitute a right to appeal to 
executive officers of the British Columbia and Yukon District. 

 
(c) If a satisfactory settlement cannot be reached, the District Superintendent may call a Special 

Meeting, to be presided over by himself or his authorized representative. 
 
(d) The chairperson may call for a vote of confidence in the pastor. The roster for the vote shall 

include only those members who held membership sixty (60) days prior to the vote of 
confidence and shall exclude the Senior Pastor and members of the pastoral staff, as identified 
in the minutes of the Pastor’s Council, and their spouses, who shall not be included in the 
quorum necessary to have a congregational meeting. The vote shall require a simple majority 
in support of the pastor, for the pastor to retain the position as pastor. If such is not achieved, 
the pastor’s duties shall be terminated immediately. He shall be given salary with benefits, and 
the use of the parsonage, or the regular housing allowance if the pastor is not living in the 
church parsonage, in accordance with the requirements of the provincial labour laws. 

 
(e) Charges in matters involving the Senior Pastor’s right to hold credentials with The Pentecostal 

Assemblies of Canada, his or her morality, integrity or doctrinal soundness, must be made to 
the executive officers of the British Columbia and Yukon District of the Pentecostal 
Assemblies of Canada in writing, and properly signed by one who is willing to appear in person 
and give testimony concerning the charges. Charges thus preferred against the Senior Pastor 
as a credential holder shall be dealt with according to provisions made in the General 
Constitution and By-Laws of The Pentecostal Assemblies of Canada, and the Constitution of 
the British Columbia and Yukon District of The Pentecostal Assemblies of Canada. 
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VIII.  OFFICERS 
 
27. NAMES OF OFFICERS  
 
27.01 The Officers of the Church shall be: 
 

(a) the Senior Pastor, who is Chairperson of the Pastor’s Council; 
 
(b) the Secretary-Treasurer, who shall be appointed annually by the Pastor’s Council and shall be 

one of its own members; the office of Secretary-Treasurer may be separated into the offices 
of Secretary and Treasurer and separate persons may hold such offices; 

 
(c) the Secretary, who shall be appointed annually by the Pastor’s Council and shall be one of its 

own members; 
 
(d) the Treasurer, who shall be appointed annually by the Pastor’s Council and may be one of its 

own members; 
 
(e) and such other officers as may be elected, called, or appointed by this Church or the Pastor’s 

Council from time to time. 
 
(f) All officers shall be required to hold church membership.  

 
 
28. DUTIES OF OFFICERS 
 
28.01 Senior Pastor – The duties of the Senior Pastor, who is Chairperson of the Pastor’s Council, shall 

be as set forth in Section 23.02 of these by-laws. 
 

28.02 Secretary – The duties of the Secretary of the Church shall be as follows: 
 

(a) to be custodian of the records of the Church Pastor’s Council Meetings and all Annual and 
Special or other Congregational business meetings and ensure the faithful recording of the 
business of all such meetings; 

 
(b) to be responsible for conducting all correspondence on behalf of the Church arising out of 

Members Meetings or Pastor’s Council Meetings; 
 
(c) to be responsible for preserving the records of the Church; 
 
(d) to be responsible for preparing notice and reports of Meetings as directed from time to time 

by the Pastor’s Council; 
 
(e) to be responsible for keeping an up-to-date list of Church Membership. 
 

28.03 Treasurer – The duties of the Treasurer shall be as follows: 
 

(a) to be the custodian of the general funds of the Church; 
 
(b) to be responsible for the depositing of funds received by the Church in the name of the 

Church in a financial institution approved by the Pastor’s Council;  
 
(c) to be responsible for disbursing funds received by the Church as authorized by the Pastor’s 

Council;  
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(d) to ensure that an accurate record of accounts is kept;  
 
(e) to ensure that accurate financial statements are presented at the Annual Meeting or upon 

request of  the Pastor’s Council or Regular Members of the Church. A person or persons 
appointed by the Pastor’s Council shall review the books before the annual congregational 
meeting. 

 
 

IX.  PROPERTY 
 
29.01 All real estate owned by this church shall be held in the name of The Pentecostal Assemblies of 

Canada, British Columbia and Yukon District Society, as trustee for the local church according to 
the terms of The Declaration of Trust, or in the name of The Pentecostal Assemblies of Canada, as 
trustee for the local church according to the terms of The Declaration of Trust, or may be held by 
the church in its corporate name as a local assembly of The Pentecostal Assemblies of Canada. 

 
29.02 In the event of this Church desiring to sell or otherwise dispose of any real estate or in the event 

of this Church electing to withdraw from affiliation with the Pentecostal Assemblies of Canada, or 
being deemed by the British Columbia and Yukon District of the Pentecostal Assemblies of Canada 
to have abandoned its affiliation, or in the event of this Church having actually ceased to exist as an 
organized body or otherwise losing its charter and status as a local church within the meaning of 
the General Constitution and By-Laws of the Pentecostal Assemblies of Canada and Constitution 
and By-Laws of the British Columbia and Yukon District of the Pentecostal Assemblies of Canada, 
then and in such case title to the real property shall be dealt with in accordance with the 
provisions set forth in the General Constitution and By-Laws of the Pentecostal Assemblies of 
Canada, the Constitution and By-Laws of the British Columbia and Yukon District of the 
Pentecostal Assemblies of Canada, the applicable provincial laws, and The Declaration of Trust, 
where applicable. 

 
29.03 The affairs of the Church as pertaining to the holding of property, both real and personal, shall be 

managed by the Pastor’s Council. 
 

29.04 The Pastor’s Council shall not buy, sell, exchange, mortgage, or make any other disposition of real 
estate without being authorized to do so by Extraordinary Resolution of the voting Regular 
Members present at a Special Meeting which has been called in accordance with the provisions of 
the Constitution and By-Laws.  Such vote shall be by secret ballot. 
 

29.05 The Chairperson of the Meeting and the Secretary of the Church shall certify that such 
conveyance, lease or mortgage, has been duly authorized by the vote of the Church, and such 
certificate shall be held to be conclusive evidence thereof. 
 

29.06 If the Church at any time becomes a non self-supporting congregation, the Pentecostal Assemblies 
of Canada, as the parent body, through the British Columbia and Yukon District, shall act as 
Trustee in relation to the holding or disposal of such property. 
 

29.07 The acquiring and disposal of real property shall be decided by a two-thirds majority of the voting 
members present at a duly called congregational business meeting. Where property is placed in 
trust with The Pentecostal Assemblies of Canada, either district or national, a 75 per cent majority 
of those voting at a duly called congregational meeting shall be required. 
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30. Borrowing 
 
30.01 The Church directors, or officers, shall have the power to borrow or raise or secure the payment 

of money in such manner as the Pastor’s Council shall think fit; and without limiting the generality 
of the foregoing, the Church may issue debentures or debenture stock, perpetual or otherwise, 
charge upon all or any of the Church’s present or future property, and to purchase, redeem, or 
pay off any such security, provided that debentures shall not be issued without the authority of a 
Special Resolution of the Membership. 

 
30.02 The Church, prior to the making of application for loan from any source or incurring indebtedness 

on a purchase plan or otherwise when repayment is not to be made in full within 12 months of the 
date of the intended loan or where the intended indebtedness, together with all other 
indebtedness of the said church, in the aggregate will exceed ten (10) percent of the total amount 
of the previous year’s gross revenues, then the church shall consult with and obtain the approval of 
the district executive before proceeding with the requirements of subsection (28.04) hereof. 
 

30.03 The Church shall then obtain the approval of its congregation to the proposed action by 
resolution, passed at a duly called special or regular congregational meeting. 
 

30.04 If the property title of the church is held in trust by The Pentecostal Assemblies of Canada, 
according to the terms of the Declaration of Trust, the church may be eligible to negotiate a 
Pension Fund mortgage with the International Office or receive investment funds from the district. 
Exceptions may be made when deemed appropriate. 

 
A district shall have the option of lodging a lien with the International Office where the title is 
being held or registering a mortgage in the regional land titles office on the title of the local church 
for the amount of money invested in the local church by the district. In the event a lien is lodged 
against the said property at the International Office, the Executive Officers who have the 
constitutional right to bind the corporation shall provide a written undertaking to the district that 
the title of the said local church shall not be released without the written consent of the district. 

 
 

X.  DEPARTMENTS 
 
31.01 The departments of this church shall be any group within the Membership that exists for any 

specialized, continuing purpose and whose existence the Pastor’s Council has authorized. These 
may include, but not be limited to, Christian Education, Youth Ministries, Men’s Ministries, 
Women’s Ministries, and Pentecostal BG Clubs. The Pastor’s Council shall have authority to 
institute such other departments of this church as deemed necessary from time to time. 

 
31.02 All departments of this Church shall be responsible to and subject to the authority of the Pastor’s 

Council, and shall present annual reports to the annual congregational meeting.  
 

31.03 The Pastor’s Council shall approve the selection of leadership of each department. 
 

31.04 The Pastor’s Council shall establish or otherwise approve the governing and operating procedures 
for each department. 
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XI.  RESPONSIBILITIES OF AFFILIATION 
 
32.01 Missions – Accepting its responsibility under the Great Commission of the Lord Jesus Christ, as 

stated in Matthew 28 and Mark 16, this Church shall support the missionary program and policy of 
The Pentecostal Assemblies of Canada and shall take at least one missionary offering each month 
for this purpose. 

 
32.02 Administration - Recognizing the important services rendered to this congregation by the 

International and District Offices of The Pentecostal Assemblies of Canada, this Church accepts 
the responsibility of providing support for the ministry and fellowship services of the International 
and District Offices, the international missions objectives of The Pentecostal Assemblies of 
Canada, The Pentecostal Assemblies of Canada Bible college serving this district, and other 
responsibilities as may be determined by the General Conference of The Pentecostal Assemblies of 
Canada. 
 
This shall be done in accordance with the General Conference resolution that each local church 
forward an amount equal to ten (10) percent of its general fund offerings (does not include 
missionary offerings, building fund, or any other special fund) to the district office at regular 
intervals to support the ministry and fellowship services. From these funds the district will forward 
ten (10) percent to the International Office for ministry and fellowship services. 
 

32.03 District Conference Expenses – This Church assumes the responsibilities of paying the Senior 
Pastor’s expenses incidental to attending the British Columbia and Yukon District Conference and 
to any British Columbia and Yukon District-sponsored convention held for the benefit of its 
ministers. 
 

32.04 The Pension Fund – Recognizing the responsibility of this Church to adequately provide for those 
who are employed in pastoral and staff services to this Church, including adequate provision for 
current ministry and future retirement support; and recognizing that The Pension Fund (1969) of 
The Pentecostal Assemblies of Canada exists to serve retired ministers, missionaries, and 
employees of local church, as an affiliated local church, the Pastor’s Council shall ensure that each 
credentialed pastor and qualifying local church employee shall regularly participate in a retirement 
income plan such as The Pension Fund (1969) of The Pentecostal Assemblies of Canada, and the 
Church shall match the contributions of its employees in accordance with Canadian pension 
legislation and regulations. 
 

32.05 The District Leadership Team has the privilege to create policies which will allow local churches to 
request care and intervention from time to time. 

 
 

XII. FORMS AND CERTIFICATES 
 
33.01 Certificates of Membership (membership cards), Marriage Certificates, Dedication Certificates, and 

Baptismal Certificates for use in the Church shall be approved by the Pastor’s Council and shall be 
of a type approved by the Pentecostal Assemblies of Canada.  

 
 

XIII. AMENDMENTS 
 
34.01 These By-Laws may be amended in any Annual Meeting of this Church, or any Special Meeting duly 

called for that specific purpose. 
 
34.02 For such Meeting, a copy of the proposed amendment or amendments must be presented in 

writing by a Regular Member of the Church to the Pastor’s Council and to the District 
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Superintendent of the British Columbia and Yukon District of The Pentecostal Assemblies of 
Canada at least thirty (30) days before the date of the business Meeting. 
 

34.03 The Regular Member must also provide notice of the said proposed amendment or amendments in 
the announcements of the congregational business Meeting. 
 

34.04 A copy of the proposed amendment or amendments shall be available to any Regular Member 
between the time of announcements and the time of the congregational business meeting on 
application to the Secretary of the Church. 
 

34.05 An amendment of any By-Law to be adopted shall require a Special Resolution of the Regular 
Members present and voting at the Meeting. An amendment to be adopted shall require a two 
thirds (2/3) majority vote. 
 

34.06 Any such amendment or amendments shall not be contrary to the regulations of the General 
Conference or the General Constitution and By-Laws of the Pentecostal Assemblies of Canada or 
the Constitution and By-Laws of the British Columbia and Yukon District of the Pentecostal 
Assemblies of Canada. 
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Dated ___________________________ 
 
 

Witness(es) Applicants for Incorporation 

 
 
 
    
Signature  Signature 
 
    
Name  Name 
 
    
Address  Address 
 
    
City, Province, Postal Code   City, Province, Postal Code  
 
 
 
    
Signature  Signature 
 
    
Name  Name 
 
    
Address  Address 
 
    
City, Province, Postal Code   City, Province, Postal Code  
 
 
 
    
Signature  Signature 
 
    
Name  Name 
 
    
Address  Address 
 
    
City, Province, Postal Code   City, Province, Postal Code  
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Witness(es) Applicants for Incorporation 

 
 
    
Signature  Signature 
 
    
Name  Name 
 
    
Address  Address 
 
    
City, Province, Postal Code   City, Province, Postal Code  
 
 
    
Signature  Signature 
 
    
Name  Name 
 
    
Address  Address 
 
    
City, Province, Postal Code   City, Province, Postal Code  
 
 
    
Signature  Signature 
 
    
Name  Name 
 
    
Address  Address 
 
    
City, Province, Postal Code   City, Province, Postal Code  
 
 
    
Signature  Signature 
 
    
Name  Name 
 
    
Address  Address 
 
    
City, Province, Postal Code   City, Province, Postal Code  
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Provided below is a sample privacy policy statement: 
 
 

TABERNACLE CHURCH 
PRIVACY POLICY STATEMENT 

 
Our Commitment 
 
Tabernacle Church is committed to protecting the privacy of the personal information of its employees, 
members, and donors.  We value the trust of those with whom we deal, and of the public, and recognize 
that maintaining this trust requires that we be transparent and accountable in how we treat the information 
that we have in our files. 
 
During the course of activities of our various ministries, we frequently gather and use personal information.  
Anyone from whom we collect such information should expect that it will be carefully protected.  
Our privacy practices are designed to achieve this.  Protecting your privacy means: 
 
x We keep personal information in strict confidence. 
x We do not rent, sell or trade our mailing lists. 
x You have control over how we obtain, use and give out information about you. 
x You have access to the information we have about you. 
 
 
Defining Personal Information 
 
Personal information is any information that can be used to distinguish, identify, or contact a specific 
individual. 
 
Tabernacle Church maintains name and address information to keep members and donors informed and 
up-to-date on the activities of the ministries of the church, including programs, services, donation 
opportunities and donation receipts.  In addition, the information is intended to facilitate the individual’s 
participation in the ministries and activities of the church, including the delivery of pastoral care.  We also 
maintain information on prior years donations and donation receipt numbers as required by Canada 
Customs and Revenue Agency for receipt verification. 
 
 
Privacy Practices 
 
Personal information gathered by Tabernacle Church is kept in confidence.  Safeguards are in place to 
ensure that the information is not accessed, disclosed or shared more widely than is necessary to achieve 
the purpose for which it was gathered.  We also take measures to ensure the integrity of this information is 
maintained and to prevent its being lost or destroyed. 
 
We collect, use and disclose personal information only for purposes that a reasonable person would 
consider appropriate in light of the circumstances. 
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Consent 
 
Express consent can be verbal or written.  Consent may be implied when we can reasonably conclude that 
you have given consent by some action you decide to take, or you decide not to take.  For example, when 
you make a donation, it is implied that you are giving your written consent to retain information for the 
purposes of advising you regarding further donation opportunities and/or for receipting purposes.  You can 
withdraw your consent any time after you have given it to us, provided there are no legal requirements to 
prevent this.  Otherwise we keep your information only for as long as needed to fulfill the intended 
purpose, or for a reasonable time thereafter, or to meet any legal requirements.  Your information is 
destroyed when it is no longer needed. 
 
 
Updating of Privacy Policy 
 
We regularly review our privacy practices for our various activities, and update our policy. Please ask at the 
church office for a copy of our Privacy Policy or check our Web site at www.tabernaclechurch.org on an 
ongoing basis for information on our most up to date practices.  
 
 
Privacy Policy for Members 
 
Tabernacle Church only collects personal information as required with the full knowledge and consent 
of its members.  Tabernacle Church only discloses personal information about members with their full 
knowledge and consent given in advance.  
 
 
Contact Information 
Questions, concerns or complaints relating to Tabernacle Church privacy policy on the treatment of 
personal information should be e-mailed to: info@tabernaclechurch.org 
 
Further information on privacy and your rights to your personal information may be found on the Web site 
of the Privacy Commissioner of Canada at www.privcom.gc.ca. 

http://www.privcom.gc.ca/
http://www.tabernaclechurch.org
mailto:info@tabernaclechurch.org
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Plan to Protect is a comprehensive 250 page protection plan with policies, plans, 
training outlines, case studies and more than 30 appendices.  User-friendly format 
designed to help a church board and leadership establish a strong abuse prevention 
policy and program.  For more information and to order your copy, visit: 
http://paoc.org/canada/nextgen-children  
 

 
Provided below is a sample abbreviated guidelines for Plan to Protect.  Note: each church must have their own 
Plan to Protect full version copy. 
 

TABERNACLE CHURCH 
“PLAN TO PROTECT” 

Abbreviated Guidelines 

Index for Children & Youth Ministry 

General Protection Procedures 

x Introduction 
- Tabernacle Church’s Commitment 

x Definitions 
- Ministry Lead 
- Occasional Observer 

x Recruitment of Paid Staff and Volunteers 
- Application 
- Reference Check 
- Interview 
- Policies and Procedures Training 
- Approval Process 
- Criminal Record Check 

x Understanding Child Abuse 
- Incident Reporting 
- Response to Allegations 

x Health and Safety Guidelines 
x Staffing and Supervision Guidelines 
x Attendance 
x Discipline and Classroom Management 
 
Children’s Protection Procedures  

x Child Security 
x Registration and Privacy 
x Receiving and Releasing Children 
x Washroom Guidelines 
x Special Events  
x Touch 

Youth Protection Procedures 

x Youth Ministry Personnel Standards 
x Lifestyle 
x Contacting Opportunities 
x Open Door Policy 
x Physical Contact 
x Dating 
x Personnel and Student Ratios 
x Supervision of Ministry Personnel 
x Billeting and Hosting 
x Off-site Activities 
x Retreats and Overnight Events 
x Transportation 
x Computer and Internet 
x Media Information 
 
Appendices 
Appendix A:  Ministry Volunteer Application Form 

Appendix B:  Child Registration Form 

Appendix C:  Youth Registration Form 

Appendix D:  Letter of Informed Consent 

Appendix E:  Trips and Off Site Travel Form 

Appendix F:  Suspected Abuse Form 

http://paoc.org/canada/nextgen-children
http://paoc.org/canada/nextgen-children
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INTRODUCTION: 
 
The following policies and corresponding procedures have been developed to provide a safe and nurturing 
environment in which we can bring our children to the Saviour.  We view ourselves as partners with 
parents, seeking to provide quality care and instruction in our ministry to the family.  Thus, everyone who 
teaches, helps, or cares for children under the auspices of Tabernacle Church is required to follow the 
guidelines and procedures as defined in this document.   
 
Tabernacle Church is committed to the following: 
 
Safeguarding the children of our church 
Protecting the church staff and volunteer workers from potential allegations 
Limiting the extent of legal risk and liability to our staff and church 
 
Therefore, Tabernacle Church will: 
 
1. Screen all paid employees (including ministerial staff) and volunteers who work with children. 
 
2. Check two or more references and interview for any position involving work with children.  Anyone 

with criminal abuse violations involving children will not be allowed to work with children. 
 
3. Train our staff who work with children, both paid and volunteer, to understand our policies and abide 

by them 
 
4. Take our policies seriously and see that they are enforced. 
 
5. Make sure all workers agree to comply with church policies and guidelines. 
 
6. Adopt a basic “two unrelated leader” rule.  Such a rule says that two unrelated leaders should be 

present during any children’s activity.  If there is a circumstance where there is only on leader, we use a 
room with open doors and/or doors with windows. 

 
7. Follow a “six month” rule.  Volunteers will be permitted to work with children only after they have 

been congregants of Tabernacle Church for a period of six months.  Such a policy gives the church an 
additional opportunity to evaluate applicants and volunteers, and will help repel persons seeking 
immediate access to children.  (This provision may be waived where the person is transferring in from 
another church and has a letter of recommendation signed by the pastor of that church.) 

 
These safeguards are not only to protect our children, but also our workers. 
 
 
Understanding the Church’s Responsibility 
 
We believe it is the responsibility of the Church to provide a safe environment for children, youth and 
vulnerable adults who are in attendance at the Church’s facilities or who participate in Church sanctioned 
activities and programs wherever they may be carried out. 
 
 
The Spiritual and Moral Responsibility of the Church 
 
We recognize that we are a reflection of God’s love to those in our care and we take our responsibility 
seriously. 
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Micah 6:8 presents this challenge, “He has shown all you people what is good.  And what does the Lord 
require of you?  To act justly and to love mercy and to walk humbly with your God.” (TNIV) 
Micah suggests that the Lord requires three things of us: 
 
x To act justly – we must work for justice, seeking to promote the truth and speak out on behalf of the 

vulnerable. 
x To love mercy – compassion needs to be the bedrock of all our work. 
x To walk humbly with our God – every area of our lives need to be marked by humility and  

righteousness.  To act always with integrity. 
 
 
The Bible outlines our spiritual responsibility to children and youth: 
 
x “If anyone causes one of these little ones – those who believe in me – to stumble, it would be better 

for them if a large millstone were hung around their neck and they were drowned in the depths of the 
sea.” (Matthew 18:6 TNIV) 

 
x “People were bringing little children to Jesus for him to place his hands on them, but the disciples 

rebuked them.  When Jesus saw this, he was indignant.  He said to them, ‘Let the little children come 
to me, and do not hinder them, for the kingdom of God belongs to such as these. Truly I tell you, 
anyone who will not receive the kingdom of God like a little child will never enter it.’ And he took the 
children in his arms, placed his hands on them and blessed them.” (Mark 10:13-16 TNIV) 

 
x “Avoid every kind of evil.” (1 Thessalonians 5:22 NIV) 
 
x “For we are taking pains to do what is right, not only in the eyes of the Lord but also in the eyes of 

others.” (2 Corinthians 8:21 TNIV) 
 
 
DEFINITIONS:  
 
Ministry Lead  
Individuals who have successfully completed the recruitment and screening process and who have been 
given the responsibility to give direction to programs or ministries for children, youth and vulnerable adults.  
The term includes volunteer and all full-time, short-term or contract staff members receiving a salary. 
 
Occasional Observer 
Individuals who visit, observe and assist Ministry Personnel with ministry activities on rare occasions.  
This term includes parents assisting their own children.  Occasional observers do not need to be screened 
and trained, however, their access to minors will be limited and they will never be placed in a position of 
trust with children who are not their own.  That means that they will not be asked to assume responsibility 
for children and they will not be allowed or asked to take children to the washroom 
 
Recruitment of Paid Staff and Volunteers 
The Ministry Volunteer Application Form and / or Employee Application Form must be completed for all 
positions involving ministry with children.  To protect the church from legal liability, and for the protection 
of all workers, every prospective ministry leader including established members at TABERNACLE 
CHURCH must complete the application form found in Appendix A. 
 
Ministry / Leadership Volunteer Application Form 
In cases where children are to be supervised by volunteers, the Ministry Volunteer Application Form 
(MVAF) should be submitted by the volunteer before interim approval is considered.  The MLAF is critical 
in protecting the church from legal action if a case of child abuse occurs in which a church volunteer is 
involved. 
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To protect our children and to be protected from liability, the church must take reasonable action in 
screening and supervising the volunteers involved in any children’s work (i.e. a court can find the church 
legally liable if it is less than systematic and therefore negligent in screening volunteers).  By having everyone 
fill out these forms and keeping them on file, the church greatly reduces the potential for child abuse and 
the resultant liability. 
 
Each department must keep its own inventory list of its Ministry Leaders and the status of the application 
process. 
 
Reference Check 
Three personal references are required of the MLVAF.  References that are acceptable are limited to the 
following: 
 
1. Former pastor 
2. Parents (for minors) 
3. Teacher (for minors) 
4. Other volunteer member (who has sufficient strength of relationship to comment on the individual’s 

personal habits and character) 
5. Employer 
 
At least two of these references will be contacted and asked to affirm the appointment of the volunteer.  
The person making the contacts, the date, and a summary of the reference’s comments will all be recorded; 
this will become a part of the Volunteer’s Placement File. 
 
Interview 
An interview provides the ministry leaders with the opportunity to review the important items from the 
MVAF in a personal setting.  This allows the ministry leaders to ask follow-up questions and to enhance 
their knowledge of the applicant.  The information given in the interview will be available only to pastoral 
staff and so has limited confidentiality.  The interview will also allow the potential volunteer the opportunity 
of asking questions about various children’s ministries and the reasons behind our child protection 
procedures.  The interview will be conducted by a ministry leader who is trained in all of TABERNACLE 
CHURCH’s child protection policies and procedures. 
 
If there is a record or information which raises some concern, the designated ministry leader and the 
children’s pastor will meet to discuss the matter. 
 
If the offense is other than child or sexual abuse, the volunteer may proceed with ministry in the church 
provided both the pastor and ministry leader involved agree.  The following criteria are considered when 
evaluating the information: 
 
a) the number and type of convictions 
b) the age and circumstance of the offender at the time of the offense 
c) the length of time between past criminal activity and the present 
d) the conduct and circumstances of the individual since the offense 
e) the likelihood of the individual repeating the offense 
 
If the offense is related to abuse of children or of a sexual nature, the volunteer will not be involved in 
ministry with children on behalf of TABERNACLE CHURCH. 
 
The information contained in the Volunteer Placement File is considered strictly confidential.  Only the 
Children’s Pastor, Lead Pastor, and other appropriate staff can be privy to the information.  The church 
board will be consulted only in the event of disagreement. 
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Policies and Procedures Training 
All ministry leaders will be equipped with training regarding child safety and child abuse prevention.  Each 
leader must sign a record indicating they have been trained or have read through the Policies and 
Procedures materials; that record must be kept in the Volunteer Placement File. 
 
Approval Process 
x All ministry leaders must be approved by the Children’s Pastor. 
x Approved volunteers will have completed the screening process outlined in the Volunteer Placement 

File. 
x All forms will be kept perpetually. 
x If any current volunteer has a criminal conviction or has plead guilty to sexual or child abuse, that 

individual will be sensitively relieved of any duties in working with children. 
x Adult survivors of child abuse must meet with a pastor before working with children. 
 
Criminal Records Checks (Canadian Police Information Clearance) 
x CPIC checks and Vulnerable Sector Scans (aka Police Record checks) must be conducted on all 

ministry personnel serving children, youth and vulnerable adults. 
x Police records checks are to be renewed every three (3) years 
x Police records checks are to be conducted on all Ministry Personnel 16 years of age and older and are 

to be kept on file permanently 
 
If a CPIC check or Vulnerable Sector Scan is returned “NOT CLEAR” the perspective candidate will be 
asked to do one of the following: 
 
a) submit to a Criminal Record Check with fingerprinting verification and to submit to disclosure and 

verification of the crimes committed that he/she has been convicted of;   
b) withdraw their application from serving in a position of leadership or a position of trust with children¸ 

youth or vulnerable persons.  The record would be kept confidential and only those who absolutely 
need to know would be made aware of it. 

Note:  Without verification of convictions and without a clear vulnerable sector scan individuals cannot be placed in a 
position of leadership or trust with children, youth and vulnerable adults.   
 
Understanding Child Abuse 
 
A. Definition of Abuse 

It is critical for us to have a clear understanding of abuse, to be familiar with the definitions used when 
referring to it. 

“Child abuse refers to an act committed by a parent, caregiver or person in a position of trust (even 
though he/she may not care for the child on a daily basis) which is not accidental and which harms or 
threatens to harm a child’s physical or mental health, or a child’s welfare.” (Faith Trust Institute, 2006) 

Abuse is categorized as being physical, sexual, emotional, involving neglect, harassment, improper 
touching and improper discipline. 

Abuse of vulnerable adults is sometimes described as misuse of power and a violation of trust.  
Elder/vulnerable adult abuse can take place in the home, in other residential settings, or in the 
community.  

Abusers can be family members, friends, staff or individuals in positions of trust or authority. 
 
B. Physical Abuse 

“Physical abuse is any deliberate physical force or action that results, or could result, in injury to a 
child.  It can include punching, slapping, beating, shaking, burning, biting or throwing a child.  It is 
different than what is considered reasonable discipline.”  (The Children’s Aid Society of London and 
Middlesex, 2007) 
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C. Sexual Abuse 
“Sexual abuse occurs when a child is used for the sexual gratification of an adult or an older child.  
Coercion (physical, psychological or emotional) is intrinsic to sexual abuse.  This is what distinguishes it 
from sexual exploration with peers. 

It is against the law to touch a child for a sexual purpose; to encourage or force a child to touch 
another person in a sexual way;  encourage or force a child to participate in any sexual activity; tell a 
child to touch him or herself for an adult’s or older child’s sexual purposes. 

Sexual abuse of children, youth and vulnerable adults can take many forms. This includes sexual 
intercourse, exposing private areas, indecent phone calls, fondling for sexual purposes, watching the 
individual undress for sexual pleasure, allowing a child to look at, or perform in pornographic pictures 
or videos, or engage in prostitution.”  (The Children’s Aid Society of London and Middlesex, 2007) 

 
D. Emotional Abuse 

“Emotional abuse is a pattern of behaviour that attacks a child's emotional development and sense of 
self worth. It includes excessive, aggressive or unreasonable demands that place expectations on a child 
beyond his or her capacity. Emotional abuse includes constantly criticizing, teasing, belittling, insulting, 
rejecting, ignoring, or isolating the child. It also includes failure by a parent or caregiver to provide their 
children with love, emotional support, and guidance.”  (The Children’s Aid Society of London and 
Middlesex, 2007) 

 
E. Neglect 

“Neglect is the failure to meet a child's basic needs for food, clothing, shelter, sleep, medical attention, 
education, and protection from harm. This can occur when parents do not know about appropriate 
care for children, when they cannot adequately supervise their children or when they are unable to 
plan ahead.”  (The Children’s Aid Society of London and Middlesex, 2007) 

 
F. Harassment 

Repeated subtle or overt action, particularly by a person in a position of trust which causes the 
recipient to feel attacked, demeaned, intimidated or manipulated. 

 
 
Reporting Procedures 
 
A. Hearing of an Allegation or Suspicion of Abuse 

The following policies outline the procedure and sequence for reporting suspected abuse cases. 

For the protection of our children, youth and vulnerable adults, all allegations and/or suspicions of 
abuse against children, youth and vulnerable adults will be taken seriously. 

Immediately upon hearing or otherwise becoming aware of potential abuse or allegations of abuse to a 
child or youth, the Ministry Personnel must complete a Suspected Abuse Report Form documenting all 
pertinent information (Appendix F).  The victim should not be asked leading questions nor should the 
accused or any other parties be contacted at the point of completing the Suspected Abuse Report 
Form.   

All forms must be kept permanently unless otherwise directed by legal counsel. 

Ministry Personnel are requested to notify the Lead Pastor that they will be making a report to Child 
and Family Services (Children’s Aid).   

 
B. Reporting an Allegation or Suspicion of Abuse 

According to the Child and Family Services Act, any person with a reasonable suspicion of child abuse 
has a legal responsibility to immediately report the matter to child protection authorities (Children’s 
Aid) or the police. Reporting must be done by telephone or in person promptly at the point of 
observing signs of abuse or receiving a report of abuse.  The reporting must be immediate, a direct 
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report, and an on-going report.  The report may be done in conjunction with pastoral staff or your 
immediate ministry leader.   

A person who knowingly fails to report in these circumstances is in violation of the law and may be 
found to have committed an offence and may be subject to discipline action in the Church. 

TABERNACLE CHURCH requests that when a ministry volunteer or staff in the line of duty reports a 
suspicion of abuse or an allegation of abuse to authorities, that they also notify the Lead Pastor that a 
report will be made.  It is understood that the report is to be kept confidential. 

The Lead Pastor or his designate must notify the Church’s insurance provider and seek legal counsel 
upon hearing of a suspected child abuse case. 

The Church will notify and work in conjunction with denominational leadership in any and all 
allegations or suspicions of abuse that may have happened in the context of church ministry. 

If the suspected abuse happened in the context of Church ministries or was committed by a church 
member or attendee, the parents of the victim must be notified by the Lead Pastor. 

 
C. Assessing and Investigating an Allegation or Suspicion of Abuse 

No persons, including Pastors and Board members, are to assume the function of assessing, 
substantiating or investigating the need for intervention or interpretation of suspected child abuse. 

There must not be any undue interference when a report of child abuse has been filed with child 
protection authorities or the police. The Lead Pastor or his designate should ask the child protection 
authorities how they can assist in helping and supporting the investigation and the hurting child or 
youth and their family.   The Lead Pastor or his designate should maintain frequent communication and 
supportive relationships with those suspected or guilty of child abuse as long as these persons exhibit a 
willingness to listen, change and look to Christ for help. This does not exclude the need for hurting 
individuals to receive professional counselling or for the church leadership to put in place boundaries 
to protect other children and youth from potential harm from a person suspected or guilty of child 
abuse. 

 
 
Response to Allegations 
 
A. Spiritual Response and Counsel for the Victim 

For the protection of our children, youth and vulnerable adults, all allegations and/or suspicions of 
abuse will be taken seriously and handled with the utmost care. The suspected victims will be treated 
with dignity and respect. 

During the process of reporting and response, all Ministry Personnel will be committed to prayer and 
strive to remain calm and hopeful. 

Situations of abuse must be handled forthrightly with due respect for people’s privacy and 
confidentiality. Discretion must be observed and details of the suspected abuse must not be shared 
among the church community. Information should be shared on a need-to-know basis, expanding only 
as individuals are drawn into the response and investigation. Confidentiality for the victim must be 
protected. 

Pastors will seek opportunities to provide individual care and counsel both for the abuse victim and 
their family.  Pastors will determine the need for professional assistance and evaluate and designate 
resources as needed and able. 

 
B. Biblical Response and Discipline for the Accused or Convicted 

The accused is to be treated with dignity and respect.  If the accused is a paid Ministry Personnel, that 
person will be relieved temporarily of his or her duties until the investigation is completed with the 
Church Board making arrangements to either maintain or suspend his or her income until the 
allegations are cleared or substantiated.  
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It is the responsibility and right of Pastors and the Board to exercise and practice church discipline as 
outlined in Matthew 18 and as stipulated in denominational guidelines. 

Pastors will seek opportunity to provide individual care and counsel both for the accused and their 
family.  Pastors and the Board will determine the need for professional assistance and evaluate and 
designate resources as needed and able. 

Anyone accused of abuse to children or youth will be prohibited from having access to children or 
youth until they are cleared of any and all charges. Clear written guidelines will be provided to the 
individual with restricted activities and areas of the church property that they are not permitted to use 
or be in. 

Anyone convicted of child abuse will be prohibited from having access to children or youth. Pastors 
may designate an individual to be responsible to be informed whenever the convicted person attends 
church activities and to accompany the convicted person while on church property. Clear written 
guidelines will be provided to the individual listing restricted areas and access points on the church 
property. 

 
C. Media Relations 

It is the responsibility of the Board and Lead Pastor to designate a spokesperson to speak on behalf of 
the Church to media and to the public in relation to a suspected child abuse case.  All inquiries should 
be directed to this person and comment should not be made by other individuals unless given 
permission to do so. 

Public statements must be well prepared and presented under the guidance of legal counsel. 
 

D. Ongoing Investigation 
Full cooperation must be given by all parties to civil authorities under the guidance of legal counsel. 
At no time should Board members or Pastors either engage in denial, minimization or blame 
 

 
Health and Safety Guidelines 
 
A. Illness: 

A child who displays significant communicable illness and could therefore expose others to illness is not 
to be received into the nursery or classroom.  Factors and symptoms to consider are:  Fever, unusual 
fatigue, irritability, coughing, sneezing, runny nose and eyes, vomiting, diarrhea, inflamed mouth and 
throat.  The teacher will have discretion to send children who are displaying symptoms of significant 
communicable illnesses back to their parents. 
 

B. Emergencies 
TABERNACLE CHURCH workers are not to give or apply any medication.  If a child needs medicating, 
the parent must give it.  No medication will be left in the classroom or with a worker or child.  In 
extreme cases (i.e. peanut allergies, ventilators, etc.) arrangements should be made with written 
instructions and the permission of the child’s parent. 

 
C. Cuts or Injuries Involving Blood 

a) Separate the injured child from the other children.  Isolate the area where any blood may have 
dropped on carpet, toys, etc.  Apply first aid measures and send someone to locate parents. 

b) If other children have had contact with any of the blood from the cut or injury, their parents 
should be informed. 

c) Put on latex gloves and bandage the injury, avoiding contact with mouth, ears, and eyes. 
d) Carefully wipe up all the blood and bloody bandages and remove to a secure, inaccessible waste 

removal receptacle. 
e) Any blood on the floors or toys must be washed away using a solution of one part bleach to ten 

parts water. 
f) Remove and properly dispose of latex gloves.  Wash carefully with sterilizing soap. 
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D. Cleanliness 

a) Sanitize the child care area conscientiously.   
b) Regularly clean all surfaces, toys, tables, trays, blankets, and doors.   

 
Staffing and Supervision Guidelines 
 
Workers should always conduct themselves in a Godly manner, being an example of obedience, respect, 
and honesty, to those in their care. 
 
A. Two Leaders 

As a general rule, there is to be a minimum of 2 unrelated leaders in any room with children, except in 
the event of an emergency situation.  Smaller classes could use high school students or have parents 
help out on a rotational basis.  A temporary alternative to the two leader guideline is the open door 
policy. 
 

B. Personnel 
Programs that involve children must always include adequate supervisory personnel.  Supervision 
should also be maintained before and after an event until all the children are in the custody of their 
parents or legal guardians.  Our desire is to provide a safe, loving classroom where the child feels 
comfortable and learning can take place.  Therefore, the following provincial supervisory ratios will be 
followed: 
 

� minimum 1 adult : 4 infants � minimum 1 adult : 10 K’s and Grade 1’s 
� minimum 1 adult : 8 preschoolers � minimum 1 adult : 15 Grade 2’s and up 
 

C. Occasional Observers 
Occasional observers who join a group of children will have their attendance recorded and kept on file 
with the group attendance for that day.   

 
D. Open Doors 

When it is necessary that only 1 adult leader be in a closed room with children (eg: one leader leaves 
to take child to washroom), the door to that room should remain open.  We have recommended that 
the classrooms have windows or window doors that will allow ministry supervisors to look in 
occasionally without interrupting the teaching process. 

 
E. Supervisory Staff 

The supervisory staff should make periodic visits to the ministry to ensure proper staffing and 
supervision. 

 
F. Parental Permission 

In situations where an adult has a legitimate reason to be alone with a child (e.g. walking a child home), 
church staff or volunteer workers must obtain the consent of the parent or guardian before going out 
alone with that child or spending time with the child in an unsupervised situation.  Workers must also 
notify the appropriate church leader of such meetings in advance. 

 
Attendance 
 
Attendance of children and youth is to be taken each time a group or program is in session.  
These attendance records are to be kept on file permanently. 
1. A record will be kept of all Ministry Personnel on duty and visitors in each group or program.  

This record will be maintained with the record of attendance and is to be kept on file permanently. 
2. All information collected on children, family, volunteers and staff will only be used in accordance with 

the privacy policy of Point Grey Community Church 
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Discipline and Classroom Management 
 
1. All discipline and group management will be conducted in a loving and caring environment.  

All attempts will be made to prevent discipline problems from arising and to avoid the need for 
remedial discipline.  We never spank or hit.  All attempts are to be taken to adhere to the following: 

 
Preventive Discipline: 

a) Create a loving, caring atmosphere, 
b) To gain respect, you must grant respect, 
c) Model self-discipline and structure in your own life, 
d) Prepare exciting and interesting activities with short transitions in between, 
e) Arrange your environment for children and for learning, 
f) Establish and communicate realistic expectations for the children, 
g) Be sure the activities that you provide are meaningful and age-appropriate, 
h) Be fair and consistent with all children, 
i) Be sure your focus is on positive actions and reward positive behaviour, 
j) Be aware of children with special needs and bring their needs to the attention of the Ministry 

Lead. 
 

Remedial Discipline: 
a) Every effort will be made to deal with problems individually, 
b) Every effort will be made to explain to the child why the behaviour is unacceptable and 

instruct them in how to do it correctly, 
c) Every effort will be made to redirect the child to positive action, 
d) Every effort will be made to explain the consequences of unacceptable behaviour by defining 

the correct way to behave as well as the result of the wrong behaviour, 
e) Every effort will be made to offer choices that are acceptable to both you and the child

 
2. Group rules will be established to clearly communicate the expectations required of children.   

Some suggested rules are: 
a) One voice talking at a time, and always use inside voices, 
b) Use good manners, 
c) Respect each other, 
d) Quiet hands get answered, 
e) Obey directions the first time, 
f) Keep your hands and feet to yourself, 
g) Be friendly. 
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Child Security 
 
1. All ministry leaders working with the children must wear a name tag or approved clothing which 

identifies them accordingly. 
2. The names and addresses of parents and children must be carefully maintained. 
3. Programs for nursery children must provide a sign-in sheet.  An accurate sign-in procedure would 

include each child’s name, parents’ name, and contact information for the parents when they are not in 
building.  Space will be provided for parents to list any special needs.  Children should not be received 
until properly signed-in, when a caregiver is present.  Security precautions are to be taken for all 
children in nursery / preschool programs.  A child will be released to a parent or representative only 
on the basis of a signature or I.D. card. 

 
Child Registration and Compliance with the Personal Information Protection Electronic Data 
Act (PIPEDA) 
 
1. Registration forms (Appendix B) will be available for all children’s ministry programs.  A release and 

permission statement will be included on all registration forms releasing the Church from unforeseen 
and accidental injuries along with contact information in case of an accident.  A statement will be 
included on all registration forms which stipulates the purpose and extent for collecting personal 
information of children.  The permission form on the Registration will be for activities on site of the 
church and adjacent park areas.   

2. Forms are to be copied and the copies taken on all off-site events in case emergency medical assistance 
is required and the parent cannot be notified.  Original forms are to be filed and kept permanently in a 
secure location. 

3. The registration form will not replace specific consent and authorization forms for activities that 
involve an elevated level of risk, off-site or for overnight trips. 

4. It is the responsibility of Ministry Leads and their teams to ensure that forms are completed and 
submitted for all participants.  Reasonable effort is to be made to keep registration information updated 
and current. 

5. All information collected on children, family, volunteers and staff will only be used in accordance with 
the privacy policy of Point Grey Community Church 

 
Receiving and Releasing Children 
 
For Children Birth to Four: 
1. The receiving and releasing children under the age of 4 will be closely monitored.  A mandatory sign-

in and sign-out form is to be used for all programs. 
2. Children are not to be dropped off or left in a room without Ministry Personnel present. 
3. Children will only be released into the care of the child’s parent or designate utilizing a signature, 

security number or identification card. 
 
For Children Ages Five to Nine: 
1. Children are to be received in the designated room by Ministry Personnel.  
2. Children are not to be dropped off or left in a room without Ministry Personnel present to receive 

them.   
3. Children are to remain in the room until the parent or designate arrives to pick them up and the child 

demonstrates recognition of the parent or designate or the Ministry Leader brings them to their 
parent. 

  



 

Appendix J: Sample “Plan to Protect” Abbreviated Guidelines  │  Page 137 

Washroom Guidelines 
 

Parents are to be encouraged to deal with their child’s toileting needs prior to the start of each program or 
worship service.  If a child needs toileting or changing the parent will be called to help their child.  There is also a 
silent usher that can be used to alert parents. 
 
For Preschool Children: 
1. Preschool children are not to go to the washroom alone.  They are to be accompanied by their parent. 

For School-Age Children: 
1. Elementary boys and girls are not to be sent to the washroom alone but should be accompanied by a 

buddy. 
2. Ministry Personnel may escort the children to the washroom, prop the door open and remain outside the 

washroom door and wait for the children before escorting them back to the room. 
3. Ministry Personnel are not to be alone with children in an unsupervised washroom and are never to enter 

into a cubicle with a child and shut the door. 
4. Male Ministry Personnel are not to accompany female children to the washroom. 

 
Special Events 
 

The following precautions need to be taken with Special Events: 
 
1. Activities conducted away from the church property should be pre-approved by church leadership. 
2. Parents should be notified at least one week prior to the outing. 
3. Proper written consent and medical release forms are required for each child participating in field trips and 

special events. 
4. All trips and outings must be supervised by a minimum of two approved, unrelated adult leaders. 
5. When the transporting of children is involved in an activity, all drivers must have a valid driver’s license and 

the vehicle to be used must have current automobile insurance with minimum Third Party Liability coverage 
of $2 million.  The driver is responsible to observe all applicable laws including the use of seat belts and 
child/booster seats.  The Volunteer Driver Registration and Approval Form must be completed and submitted 
and approved before the trip commences, and must be maintained permanently in the TABERNACLE 
CHURCH’S files. 

 
Touch 
 

Touch is an essential responsibility in nurturing lives.  Volunteers need to be aware of and sensitive to differences 
in sexual development, culture, family backgrounds, individual personalities, and special needs.  Physical contact 
with children should be age and developmentally appropriate.  The following guidelines are recommended as 
pure, genuine, and positive displays of God’s love: 
 
A. Appropriate Touch 

Love and caring can be expressed in the following ways: 
1. Bending down to the child’s eye level, speaking kindly, and listening to him carefully. 
2. Taking a child’s hand and leading him to an activity. 
3. Putting an arm around the shoulder of a child who needs quieting or comforting. 
4. Taking both of the child’s hands as you say, “You did such a good job!” (or, “I’m so glad to see you!”  

“We missed you!” etc). 
5. Patting a child on the head, hand, shoulder, or back to affirm him. 
6. Holding a child by the shoulders or hand to keep his attention while you redirect the child’s behaviour. 
7. Gently holding a child’s chin to help him focus on what you are saying (important for children with 

attention deficit disorders). 
8. Holding a preschool child who is crying. 

 
B. Inappropriate Touch 

You must avoid: 
1. Kissing a child, coaxing a child to kiss you, extended hugging and tickling. 
2. Touching a child in any area that would be covered by a bathing suit. 
3. Carrying older children or having them sit in your lap. 

 Being alone with a child. 
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The following policies and procedures are in place for ministries including but not limited to: Youth Group, 
Sunday Morning Youth, Youth Retreats, Youth Mission Trips, church coordinated youth concerts and 
sport’s activities and all youth ministry programs designated for youth 10 – 19 years in age.   
 
Youth Ministry Personnel Standards 
 
Lifestyle 
 
1. For the protection of our youth, Ministry Personnel are to be committed to growing in every area of 

their lives through engaging in various practices and experiences that keep them connected to God and 
becoming more like Christ. 

2. Ministry Personnel are to be role models of integrity at all times.  They are to refrain from activities 
that are illegal or could be considered morally and biblically questionable. 

 
Contacting Opportunities 
 
1. Ministry Personnel are encouraged to meet with youth in small group settings and in teams, but not 

alone.   
2. The Ministry Lead must pre-approve ministry personnel that do one-on-one mentoring. 
3. One-on-one mentoring sanctioned by the church must be done in public settings and only under the 

following conditions: 
a) The Ministry Lead is informed of the time and place of the meeting prior to the meeting 
b) Parental permission is granted 
c) Separate transportation is arranged 

 
Open Door Policy 
 
1. Ministry Personnel working with youth must not have one-on-one or small group meetings behind 

closed doors.  It is required that the door remain open or that the meeting take place in a room with 
an unobstructed window in the door. 

 
Physical Contact 
 
1. Ministry Personnel must be made aware of what constitutes appropriate touch: 

a) One arm hugs 
b) Shoulder to shoulder hugs 
c) Touch on the back or shoulder 

 
2. Ministry Personnel must refrain from inappropriate touch at all times: 

a) Chest-to-chest hugging 
b) Extended hugging 
c) Over exuberant affection 
d) Lap sitting 
e) Kissing 
f) Touching of thighs, knees, back rubs or inappropriate spots of the body 

 
3. Ministry Personnel must avoid conduct that could be misinterpreted: 

a) Horseplay 
b) Tickling 
c) Extended backrubs 
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Dating 
 
1. Ministry Personnel working with youth may not pursue a dating relationship with a student. 
 
Ministry Personnel / Student Ratios 
 
1. Programs for youth must comply with established staffing ratios as follows: 

a. 1 Leader:15 preteen/youth 

2. There must be at least two (2) unrelated Ministry Personnel at all events.  It is preferable for events 
with mixed genders to be supervised by both male and female Ministry Personnel. 

3. It is recommended there be at least a five (5) year age difference between Ministry Personnel and the 
youth they supervise. 

 
Supervision of Ministry Personnel 
 
1. The supervision of Ministry Personnel will be intentional and will take place through formal and 

informal visits to rooms and programs by Ministry Leads. 
 
Billeting and Hosting 
 
1. For the protection of our youth, it is required that all adults residing in the home where billets are 

provided must complete the following screening process prior to hosting. Screening includes: 

a. Recommendation from a pastor, and, 
b. Police records check 

2. Information guidelines are to be distributed to host homes no less than one week in advance of the 
youth arriving at their home. 

3. Any allergies and medications for youth should be communicated to the host home prior to arrival, 
with clear directions on how to manage allergies and/or medications. 

4. Youth must always be billeted in teams or small groups of the same gender 

5. Youth should have distinctly separate sleeping arrangements from the other household members and 
should not be left alone (They should be with their team or small group). 

6. Curfews of 11:00 p.m. should be enforced when youth are being billeted. 

7. All youth staying in host homes are informed of proper etiquette and curfew guidelines. 
 
Off-Site Activities, Overnight Events and Transportation 
 
Off-Site Activities: 
 
1. All off-site activities must be pre-approved by a Pastor with parents being notified, using the General 

Release form.  For example, events could include bowling, movies, skating, hockey nights, games nights, 
or picnics at the beach. 

2. All overnight and/or off-site activities that have an increased level of risk must be pre-approved by a 
Pastor with parents being notified at least one (1) week prior to the outing utilizing the Letter of 
Informed Consent.  For example, events could include all night laser tag, and History Maker. 

3. Proper written consent and medical release forms are required for each child/youth participating in off-
site events.  Forms must be kept in the Ministry Lead’s possession during off-site activities with a copy 
of the completed forms filed in the Church office.  The originals are to be kept on file permanently 
(Child, Appendix B; Youth, Appendix C). 

4. All off-site activities are to be supervised by a minimum of two (2) unrelated adult Ministry Personnel.  
Off-site activities with mixed genders must be supervised by at least two (2) unrelated, adult Ministry 
Personnel of opposite gender. 
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Retreats and Overnight Events: 
 
1. All retreats and overnight events must be pre-approved by the Church. 

2. Proper written consent and medical release forms utilizing the Letter of Informed Consent (Appendix 
D) are required for each child or youth participating in overnight events.  Forms must be kept in the 
Ministry Lead’s possession during trips and events and a copy filed in the office Manager’s office at the 
Church.  The originals are to be kept on file permanently (Child, Appendix B; Youth Appendix C). 

3. All overnight activities with mixed genders must be supervised by at least two (2) unrelated, adult 
Ministry Personnel of opposite gender.  There must be a minimum ratio of two (2) Ministry Personnel 
for every ten children or youth.  Ministry Personnel are to be assigned a specific group of children or 
youth for whom they are responsible to supervise.  Female Ministry Personnel will be assigned 
responsibility for female children / youth and male Ministry Personnel will be assigned responsibility for 
male children / youth. 

4. Youth attending retreats and overnight events will not be allowed to leave the event.  Any exceptions 
must be added to the permission form signed by the parent. 

5. Where the girls are sleeping in one large room together, there must be two female Ministry Leaders 
supervising and where the boys are sleeping in one large room together, there must be two male 
Ministry Leaders supervising. 

6. Female and male youth are not allowed in each other’s rooms or tents for any reason during retreats 
and overnight events and they are not permitted to sleep in mixed company. 

 
Transportation: 
 
1. When planning off-site activities, parents are to be encouraged to drop off and pick up their children 

and youth at the event location.  We recommend that public transportation be used for local events, 
and commercial school carriers for out of town events. 

2. Our first concern in transportation is the safety of our youth. Drivers must obey all the rules of the 
road including the speed limits. Reckless or unsafe driving will not be tolerated. 

3. All Ministry Personnel/volunteers drivers transporting youth during Church activities must: 
a) Be pre-approved by the Ministry Lead, 
b) Provide a copy of their valid driver’s license 
c) Have a minimum of five (5) years driving experience 
d) Complete and submit the Volunteer Driver Registration and Approval Form, and agree to observe all 

applicable laws including the use of seat belts and child/booster seats. 
4. The vehicle to be used must have current automobile insurance with minimum Third Party Liability 

coverage of $2 million.  The number of occupants in vehicles transporting children, youth and 
vulnerable adults during Church sponsored activities must not exceed the number of seat belts and 
each child must be in age appropriate safety restraints.  Seat belts must be worn by everyone and 
remain fastened at all times the vehicle is in operation. 

5. At least one (1) Ministry Leader must be in each vehicle transporting children during Church 
sponsored activities, however, it is recommended that two (2) leaders be in each vehicle transporting 
children during Church sponsored activities.  Children, youth and vulnerable adults must never be left 
alone in a vehicle. 

6. The ‘Trips and Off-site Travel Form’ (Appendix E) will accompany the group with the original left in the 
Church office and filed permanently consisting of: 
a) Names and phone numbers of all participants 
b) Location of event and phone number(s) 
c) Drivers and vehicles involved 
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Computer and Internet 
 
1. Communication with a minor via email, MSN, Facebook, or other on-line social networks will be 

monitored closely.  Church members and adherents and Ministry Personnel are encouraged to 
demonstrate and model purity, integrity, transparency and accountability with all communications 
including those noted above.  It is highly recommended that all communication be done in the open and 
cc your ministry leader, a parent or co-worker on all communication.  It is also recommended that you 
choose the most public way of communicating.  For example, when using Facebook, post a message on 
the person’s wall, rather than a private message, or as a general message to the youth Facebook group. 

2. When communicating with a minor via email, MSN, Facebook, or other on-line social media do not 
delete any conversations. 

 
Media Information 
 
1. We obtain written permission for pictures and video clips to be taken at all youth events and for the 

use of said pictures and video clips in updates on the TABERNACLE CHURCH and UTown websites, 
youth group Facebook page, personal albums by volunteers and staff of TABERNACLE CHURCH and 
UTown on Facebook or other on-line media sites.  Parents and youth may reserve the right to ask for 
pictures to be removed at any time. 
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MINISTRY/LEADERSHIP VOLUNTEER 

APPLICATION FORM FOR 
TABERNACLE CHURCH 

(INFORMATION RECEIVED IS STRICTLY CONFIDENTIAL) 

Personal Information 
 
 
Full Name:     
 
 
Phone Number (Res.)    (Bus.)    
 
 
Address:    PC:   
 
 
e-mail:     
 

-------------------------------------------------------------------------------------------------------------------------------------- 
 

Spouse’s Name:    
 
 
Children’s Names and Ages:     
 
 
Occupation and/or Employer:     
 
 
Hobbies, Interests or Skills:     
 

Spiritual History 
 
 
How long have you attended TABERNACLE CHURCH? ______________  Member?   Yes___   No___   
 
 
When did you accept Christ as your Savior?    
 
 
Are you a member of a home group?    Yes___  No___  Which one:  
 
 
Have you been intentionally discipled?   Yes___ No___ 
 
 
Have you been baptized in water?   Yes __ No __ When _____________ 
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Church Attendance Background 
Churches I have attended in the last five years are as follows: 

1.   Name of Church   Phone No.    

 Address   

 Dates Attended   Member or Adherent:   

2.  Name of Church   Phone No.    

 Address   

 Dates Attended   Member or Adherent:   
 
 

Ministry Training 
Please list any courses any training you may have taken that would particularly equip you for Christian 
Ministry. 
 
 
 
 
 
 
 

Present and Previous Ministry Experience 
 
1. Name of Church    

 Dates and Description of Ministry:    

   

 Pastor or Ministry Supervisor   Ph. Number   

 
2.  Name of Church    

 Dates and Description of Ministry:    

   

 Pastor or Ministry Supervisor   Ph. Number   

* use another page if necessary 
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Confidential Information  
In order to provide a safe and secure environment, we believe it is necessary to include the following questions as 
part of our application process.  All information will be kept strictly confidential.  (Police may access this information 
under warrant, if requested.)  Answering “yes” to any of the questions may not necessarily preclude your involvement 
in ministry. A meeting will be arranged with a Pastor so that you may discuss the circumstances. 
Thank you in advance for your understanding. 
 
Please check the appropriate column in respect of each of the following circumstances. 
 
Yes No 
 
___ ___ Have been convicted of a criminal offense involving children.   
 
___ ___ Have been convicted of a sexually related crime.  
 
___ ___ Have been convicted of an abuse related crime. 
 
___ ___ Have been hospitalized or treated for alcohol or substance abuse. 
 
___ ___ Have any communicable disease. 
 
___ ___ Have had treatment or counseling for any form of mental illness. 
 
___ ___ Are a survivor of child abuse (see “Understanding Child Abuse” at end of form) 
 
Do you have any physical conditions that would prevent you from performing certain types of activities?  If 
so, please explain.    
 
 

References 
Please provide the names of three individuals, excluding relatives, who could provide a reference for you: 
Pastors, Employers or other volunteer members. If you are a minor, you may use the name of a parent 
and/or teacher. If possible, include at least one reference from inside the church. 
 
 
1.  Name of Reference:    
 
 
 Address:     Phone:     
 
 
2.  Name of Reference:    
 
 
 Address:     Phone:     
 
 
3.  Name of Reference:    
 
 
 Address:     Phone:     
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Ministry Profile 
In answering the following, please don’t be too humble as the purpose of this section is for you to declare 
your strengths so that your giftings will be put to the best use possible. 

Mark all the areas in which you desire to oversee:  

(put an "O" in the box),  assist (put an "A" in the box),  receive training (put a "T" in the box) 
 
 

Children 
� Toddlers 
� Preschoolers 
� Elementary 
� Ministry Team (Includes drama) 
� Small Group Leader 
� Helper 
� Administration 
� Worship / Sound 
� Daycamp / VBS 
� Outreach 
 
� Preteen / Youth 
� Woman’s Ministry 
� Parent’s Ministry 
� Mission Support Group 
� University Christian Ministry 
� Clerical / Administration 
� Marriage Prep & Enrichment 
 

Home Group 
� Home Group Leader / Co-leader 
� Home Group Host 
� Home Group Worship Leader 
 
Worship and Arts 
� Sunday Morning Worship Team 
� Sunday Evening Worship Team 
� Sound 
� Drama 
� Sunday Morning Service Team 
� Graphic Arts 
 
Care and Compassion 
� Prayer Team 
� NeighbourLink 
� Home / Hospital Visitation 

 
� Other _______________________ 
� I would like to start a new ministry 

 

If you know them, please list your spiritual gifts:    
 
 

Applicant’s Statement 
I hereby acknowledge that the information contained in this application for ministry is correct to the best of 
my knowledge. I authorize any references or churches listed in this application to give you any information 
they may have regarding my character and fitness for ministry, and I release all such references from liability 
for any damage that may result from furnishing such evaluation to you. I also grant my permission for 
TABERNACLE CHURCH to perform a personal Criminal Record Check (including a vulnerable sector 
search) for the purpose of my protection against any false allegations and for the protection of those I 
serve.  I consent to such an investigation with the understanding that the results will be kept in extreme 
confidentiality.  I further agree to adhere to the Ministry Policies and guidelines as adopted by 
TABERNACLE CHURCH.  
 
_______________________________________  _______________________ 
(Applicant’s Name - Please Print)    (Date) 
 
 
______________________________________ 
(Signature) 
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Understanding Child Abuse 
 
G. Definition of Abuse 

It is critical for us to have a clear understanding of abuse, to be familiar with the definitions used when 
referring to it. 

“Child abuse refers to an act committed by a parent, caregiver or person in a position of trust (even 
though he/she may not care for the child on a daily basis) which is not accidental and which harms or 
threatens to harm a child’s physical or mental health, or a child’s welfare.” (Faith Trust Institute, 2006) 

Abuse is categorized as being physical, sexual, emotional, involving neglect, harassment, improper 
touching and improper discipline. 

Abuse of vulnerable adults is sometimes described as misuse of power and a violation of trust.  
Elder/vulnerable adult abuse can take place in the home, in other residential settings, or in the 
community.  

Abusers can be family members, friends, staff or individuals in positions of trust or authority. 
 
H. Physical Abuse 

“Physical abuse is any deliberate physical force or action that results, or could result, in injury to a 
child.  It can include punching, slapping, beating, shaking, burning, biting or throwing a child.  It is 
different than what is considered reasonable discipline.”  (The Children’s Aid Society of London and 
Middlesex, 2007) 
 

I. Sexual Abuse 
“Sexual abuse occurs when a child is used for the sexual gratification of an adult or an older child.  
Coercion (physical, psychological or emotional) is intrinsic to sexual abuse.  This is what distinguishes it 
from sexual exploration with peers. 

It is against the law to touch a child for a sexual purpose; to encourage or force a child to touch 
another person in a sexual way;  encourage or force a child to participate in any sexual activity; tell a 
child to touch him or herself for an adult’s or older child’s sexual purposes. 

Sexual abuse of children, youth and vulnerable adults can take many forms. This includes sexual 
intercourse, exposing private areas, indecent phone calls, fondling for sexual purposes, watching the 
individual undress for sexual pleasure, allowing a child to look at, or perform in pornographic pictures 
or videos, or engage in prostitution.”  (The Children’s Aid Society of London and Middlesex, 2007) 

 
J. Emotional Abuse 

“Emotional abuse is a pattern of behaviour that attacks a child's emotional development and sense of 
self worth. It includes excessive, aggressive or unreasonable demands that place expectations on a child 
beyond his or her capacity. Emotional abuse includes constantly criticizing, teasing, belittling, insulting, 
rejecting, ignoring, or isolating the child. It also includes failure by a parent or caregiver to provide their 
children with love, emotional support, and guidance.”  (The Children’s Aid Society of London and 
Middlesex, 2007) 
 

K. Neglect 
“Neglect is the failure to meet a child's basic needs for food, clothing, shelter, sleep, medical attention, 
education, and protection from harm. This can occur when parents do not know about appropriate 
care for children, when they cannot adequately supervise their children or when they are unable to 
plan ahead.”  (The Children’s Aid Society of London and Middlesex, 2007) 
 

L. Harassment 
Repeated subtle or overt action, particularly by a person in a position of trust which causes the 
recipient to feel attacked, demeaned, intimidated or manipulated. 
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TABERNACLE CHURCH 

CHILDREN'S MINISTRY REGISTRATION FORM 

Please fill out completely (1 registration form per family) 

Family Address:  
Street and Apt # (if applicable):  City:     Postal Code: 

  
      

  
Home Phone:   
Email: 

 Emergency Phone 
Number and Contact: 

 
  

Father's Work Phone:   Mother's Work Phone:   
      
Number of Children Attending TABERNACLE 
CHURCH:   

Attending TABERNACLE 
CHURCH Since:   

PARENT / GUARDIAN / CAREGIVER / ALTERNATIVE PICK -UP INFORMATION 

  First Name Last Name Relationship 
Contact 
Phone 

Parent(s) 

 

  
    
    

Person #2 
        
        

Person #3 
        
        

Person #4 
        
        

CHILDREN'S INFORMATION: ONE FORM PER FAMILY  
(OLDEST TO YOUNGEST - PLEASE) 

First Name:  Birthdate:(m/d/y) M / F Disabilities/challenges:   
        
Last Name:   Age: Medical (Allergies, diabetes, etc.): 
      
School:   Grade Legal (Custody alert, foster child): 
      
First Name:  Birthdate:(m/d/y) M / F Disabilities/challenges:   
        
Last Name:   Age: Medical (Allergies, diabetes, etc.): 
      
School:   Grade Legal (Custody alert, foster child): 
      
First Name:  Birthdate:(m/d/y) M / F Disabilities/challenges:   
        
Last Name:   Age: Medical (Allergies, diabetes, etc.): 
      
School: Grade Legal (Custody alert, foster child): 
      
(space for additional children on the reverse) 
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CHILDREN'S MINISTRY REGISTRATION FORM (side 2) 
Please fill out completely (1 registration form per family) 

      First Name:  Birthdate:(m/d/y) M / F Disabilities/challenges:   
        
Last Name:   Age: Medical (Allergies, diabetes, etc.): 
      
School:   Grade Legal (Custody alert, foster child): 
        
First Name:  Birthdate:(m/d/y) M / F Disabilities/challenges:   
        
Last Name:   Age: Medical (Allergies, diabetes, etc.): 
      
School:   Grade Legal (Custody alert, foster child): 
      
First Name:  Birthdate:(m/d/y) M / F Disabilities/challenges:   
        
Last Name:   Age: Medical (Allergies, diabetes, etc.): 
      
School:   Grade Legal (Custody alert, foster child): 
      

      
      
      
      
      
      
      
      
      
      
      All information collected on this form will only be used in accordance with the privacy policy 

of Tabernacle Church 
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TABERNACLE CHURCH 

Youth General Information and  
Legal Consent/Release Form 

 
General Information: 
 
Youth First Name:      Last Name:    

Date of Birth:     Cell Phone:     

Email address:    

Mother/Guardian First and Last Name:    

Father/Guardian First and Last Name:    

Home Phone:    Cell # 1:    

Cell #2:     Work #1:   

Work # 2:     

Email address 1:    

Email Address 2:    

Email address 3:    

Street Address:    Postal Code:    

Medical Information:  

MSP care card Number:     

Does your child have any food allergies?    �  YES  /  �  NO  

If Yes, what is the allergy to:    

Does your child have any other allergies:   �  YES  /  �  NO 

If yes, what is it to and how is it treated?    

Does your child carry any medication with them:   �  YES  /  �  NO 

If yes, what is it, when is it and how is it administered:    

When the medication is administered, does your child need to go to the hospital or does a call for 
paramedics need to be placed?   �  YES  /  �  NO 
 

Are there any other useful pieces of information that you think would be useful or valuable for us to know? 
(eg: sleepwalking, motion sickness, particular fears, can’t swim, etc.)  
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Emergency Contact:  

Main Emergency Contact: 

First & Last Name:    Relationship:    

Home Phone:    Cell Phone:    

Work Phone:      

 
Secondary Emergency Contact:  

First & Last Name:    Relationship:    

Home Phone:    Cell Phone:    

Work Phone:      

 
Medical Consent and Release: I/we, the parents or guardians named below, authorize the Pastor or one 
of Tabernacle Church ministry personnel/volunteers to sign a consent for medical treatment and to 
authorize any physician or hospital to provide medical assessment, treatment or procedures for the 
participant named above. 
 
In respect of any allergies listed above, I/we acknowledge that while TABERNACLE CHURCH’S 
personnel/volunteers will take reasonable steps to avoid serving the listed allergen to my child, 
TABERNACLE CHURCH does not undertake to control what other children or their parents may bring to 
TABERNACLE CHURCH’S events, and I/we acknowledge that it is the responsibility of myself and my child 
to be vigilant to prevent accidental exposure to such allergens.  I/we also agree that the terms of the 
LEGAL LIABILITY CONSENT/RELEASE below applies to such allergen exposure. 
 
Media Consent/Release: I/we give my/our permission for pictures and video clips to be taken at all youth 
events in which my child participates. I/we consent to the use of the pictures and video clips for youth 
updates on the website of a Tabernacle Church (TABERNACLE CHURCH) associated website, Youth 
Facebook group, personal albums by volunteers and staff of TABERNACLE CHURCH on Facebook or 
other personal sites and flyers advertising TABERNACLE CHURCH Youth. I understand that at any point if 
I or the subject do not like a particular photo or video I may request its removal.  
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LEGAL LIABILITY CONSENT/RELEASE: 
 
Every activity sponsored by TABERNACLE CHURCH is carefully planned and adequately supervised by 
mature adults. However, even with the best planning and precaution, unforeseen events can occur.  
 
As the parent/legal guardian of the child listed on this form, I give my permission for my child to be involved 
in the overall activities of a TABERNACLE CHURCH Youth Group during 2012-2013, including trips to 
youth conferences, retreats and local city events.  
 
While every precaution is taken to ensure safety and good health, some sports and activities carry with 
them the inherent risk of personal injury beyond the risks associated with many of the activities at 
Tabernacle Church.  I/WE UNDERSTAND AND ACCEPT THESE RISKS and agree that by allowing my 
child to participate in those activities, he/she may be taking part in an activity that presents the potential for 
personal injury.  I/WE, on behalf of ourselves and our child identified above, and on behalf of our heirs, 
next-of-kin, executors, administrators and successors (the “Releasors”), HEREBY RELEASE TABERNACLE 
CHURCH and all of its members, directors, officers, employees, volunteers, agents, representatives, and 
each of them and their respective agents, executives, administrators, representatives, heirs, successors and 
assigns (the “Releasees”), from any and all liability in any way associated with my child’s participation in 
Youth Group activities. 
 
I/we undertake and agree to indemnify and hold blameless the Releasees from and against any loss, damage 
or injury suffered by the participant as a result of being part of the activities of Tabernacle Church, as well 
as of any medical treatment authorized by the supervising individuals representing Tabernacle Church.  This 
consent and authorization is effective only when participating in or traveling to events of the Tabernacle 
Church. 
 
Agreement: I hereby confirm that all information on this form is true and accurate, and I agree, on my 
own behalf and on behalf of my child, to the 1) medical consent, 2) media consent/release, and 3) legal 
liability consent/release, set out above. 
 
 
Name of Parent/Guardian   Signature of Parent/Guardian:  Date Signed: 
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TABERNACLE CHURCH 

Letter of Informed Consent and Release 
 
To be used for all off-site trips and activities of increased risk. 
 
Student Name(s):    
 
Activity:    
 
Date of Activity:    
 
Details of the Activity:  (include location/time/sleeping arrangements/mode of transportation/driver/activities upon 
arrival/ratios of student to staff/explanation of any and all risk which the students will be participating in i.e. rock 
climbing/bungee jumping/white water canoeing/water skiing) 
 
Dear Parent: 
We are planning an activity as part of our programming that requires your permission prior to participation.  
We have provided you the details of the activity and request that you complete and sign the permission 
form.  The safety of your child is our primary concern.  Precautions will be taken for their wellbeing and 
protection. 
 
 
Student’s Name   Date of Birth:   

Address:     

Phone #:    Parents’ Work #:    

Health Card #:    

Family Doctor:    Phone #:    

Medical Conditions/Allergies:    

In case of an emergency, contact:    

 
Consent to Participate: I hereby consent to the participation of my/our child(ren) in this supervised 
activity.  
 
Medical Consent and Release: I/we, the parents or guardians named below, authorize the Pastor or one 
of Tabernacle Church ministry personnel/volunteers to sign a consent for medical treatment and to 
authorize any physician or hospital to provide medical assessment, treatment or procedures for the 
participant named above. 
 
In respect of any allergies which I/we have listed on the Youth General Information and Legal Consent/Release 
Form, I/we acknowledge that while TABERNACLE CHURCHS personnel/volunteers will take reasonable 
steps to avoid serving the listed allergen to my child, TABERNACLE CHURCHS does not undertake to 
control what other children or their parents may bring to TABERNACLE CHURCHS events, and I/we 
acknowledge that it is the responsibility of myself and my child to be vigilant to prevent accidental exposure 
to such allergens.  I/we also agree that the terms of the LEGAL LIABILITY CONSENT/RELEASE below 
applies to such allergen exposure. 
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Media Consent/Release: I/we give my/our permission for pictures and video clips to be taken at this 
activity. I/we consent to the use of the pictures and video clips for youth updates on the website of a 
Tabernacle Church (TABERNACLE CHURCH’S) associated website, Youth Facebook group, personal 
albums by volunteers and staff of TABERNACLE CHURCH’S on Facebook or other personal sites and 
flyers advertising TABERNACLE CHURCH’S Youth. I understand that at any point if I or the subject do not 
like a particular photo or video I may request its removal.  
 
 

LEGAL LIABILITY CONSENT/RELEASE: 
 
While every precaution is taken to ensure safety and good health, this activity carries with it the inherent 
risk of personal injury beyond the risks associated with many of the activities at Tabernacle Church.  I/WE 
UNDERSTAND AND ACCEPT THESE RISKS and agree that by allowing my child to participate in those 
activities, he/she may be taking part in an activity that presents the potential for personal injury.  I/WE, on 
behalf of ourselves and our child identified above, and on behalf of our heirs, next-of-kin, executors, 
administrators and successors (the “Releasors”), HEREBY RELEASE TABERNACLE CHURCH and all of its 
members, directors, officers, employees, volunteers, agents, representatives, and each of them and their 
respective agents, executives, administrators, representatives, heirs, successors and assigns (the 
“Releasees”), from any and all liability in any way associated with my child’s participation in this activity. 
 
I/we undertake and agree to indemnify and hold blameless the Releasees from and against any loss, damage 
or injury suffered by the participant as a result of being part of this activity, as well as of any medical 
treatment authorized by the supervising individuals representing Tabernacle Church. 
 
Agreement: I hereby confirm that all information on this form is true and accurate, and I agree, on my 
own behalf and on behalf of my child, to the 1) consent to participate, 2) medical consent, 3) media 
consent/release, and 4) legal liability consent/release, set out above. 
 
 
Name of Parent/Guardian   Signature of Parent/Guardian:  Date Signed: 
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TABERNACLE CHURCH 

Volunteer Driver Registration 
and Approval Form 

 
Name of driver:     
 
Address of driver:      
 
Name of Owner:     
 
Address of Owner:     
 
VEHICLES TO BE USED 
 Vehicle 1 Vehicle 2 
Year/make/model 
 

  

Colour 
 

  

License Plate No (B.C. only) 
 

  

Passenger capacity 
 

  

# functional seat belts 
 

  

# air bags 
 

  

 

NOTICE TO DRIVER: 

1. NO child 12 years or under can be sitting in the passenger front seat where there is an air bag, 

2. Children 12 years of age or younger should ride in the back seat away from air bags. If the back seat 
has air bags, make sure the child does not lean against them, and the area in front of the air bag is free 
from books, toys, or anything else that could become a projectile if the air bag deploys, 

3. NO child 4 years or under, OR 40 LBS, OR UNDER, can travel in a car without an approved car seat 
which is properly attached as required by law, 

4. No child between 40·80 Ibs" or until a height of 4'9" tall, or age nine, can travel in a car without an 
approved booster seat. The booster seat is to be provided by the child's parent. 
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DRIVER'S STATEMENT: 
 
I certify that I have a valid class _____ driver's license no _______________, and the above vehicle 
information is accurate.  The vehicle(s) listed above is/are licensed and insured in the Province of British 
Columbia, with a minimum of $2 million in Third Party Liability coverage.  I certify that I have at least five 
years of driving experience, and have had no moving violations, no impaired driving charges, and no criminal 
charges related to a motor vehicle in the past 24 months. The vehicle(s) is/are maintained in a safe 
operating condition and will be equipped with tires appropriate for the driving conditions of any trip for 
which I use this vehicle.  I agree to wear a seat belt and require all passengers to wear a seat belt. I agree 
that I will not permit a child under 13 years of age to occupy the front passenger seat of the vehicle 
equipped with a passenger seat air bag.  I agree that I will require a child (4 years or under, or 40 Ibs, or 
under) to travel in the vehicle(s) with a car seat. I agree that I will require a child (between 40 - 80 Ibs" until 
a height of 4'9" tall, or age nine) to travel in the vehicle(s) with a booster seat. I agree to operate the 
vehicle(s) in a safe and legal manner, and I will not operate the vehicle(s) if a seat belt is not used or a child 
12 years or under is placed in a seat with an air bag. 
 
 
Signed by driver:    Date:    
 
 
If driver is different from owner, then have owner must read and sign here: “I consent to the above 
described driver operating the vehicle and transporting passengers in connection with TABERNACLE 
CHURCH’S activities.  I confirm that the vehicle(s) listed above is/are licensed and insured in the Province 
of British Columbia, with a minimum of $2 million in Third Party Liability coverage. ” 
 
Signed by owner:    Date:    
 
 
Form checked and approved by TABERNACLE CHURCH’s staff member 
 
Name:    
 
Date:    
 
Signature:    
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TABERNACLE CHURCH 

Trips and Off-Site Travel Form 
 
 

Group:    

Destination:     Contact Number:    

Departure   Return  
Date 
 

  Date  

Time 
 

  Time  

ETA 
 

  ETA  

 
Driver’s Name Vehicle 
 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
Leader’s Name Phone Number 
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Student’s Name Phone Number 
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TABERNACLE CHURCH 
Suspected Abuse Report Form 

 
Ministry personnel need to clearly understand that it is not our responsibility to investigate or draw 
conclusions regarding allegations or suspicions of abuse.  Ministry personnel’s responsibility is to simply 
report what he or she observed or was told which suggest that a child or a youth might be at risk of child 
abuse.  Please record everything you observed or were told, and attach additional pages if more space if 
required.  Please note that discretion must be observed and details of the suspected abuse must not be 
shared with anyone within or beyond the church community except as specifically provided in the Plan to 
Protect policy and the legal duty to report suspected abuse to the appropriate governmental authority.  
Confidentiality for the suspected victim and the suspected perpetrator must be protected. 
 
Date:     Name of Student:    

Age of Student:    Grade:     Birthdate:   

Address    Postal Code:     

Phone Number(s):   

Parents’/Guardian Names:   

Siblings’ Names:   

Name of Person Filing Report:   

Name of Pastor Receiving Report:   

Name of Social Worker:    Phone Number:    

Name of alleged perpetrator:        M  /    F 

Relationship between suspected victim and alleged perpetrator:     

Nature of suspected abuse     physical     sexual     emotional     neglect 
 
 
Indications of suspected abuse (including facts, physical signs and course of events): 
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Action taken (including date and time): 
 
 
 
 
 
 
 
 
 
 
If a child is reporting:  What did the child say? (Give quotes where possible.) 
 
 
 
 
 
 
 
 
 
 
 
What was your response? 
 
 
 
 
 
 
 
 
 
 
 
 
Signature:     
 
 
Printed Name:     Date   
 
 
The above information will serve as a guide and will be necessary if a formal report is filed with the police 
or appropriate government agency. All information received is to be kept STRICTLY CONFIDENTIAL. 
 
 
 
This document should be sealed and labelled and stored under lock and key.   
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