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Special Notation on Ministry Titles:
Upon the approval of the New Form of Government in 2011, the Book of Order of the Presbyterian
Church USA changed its ministry titles from Minister of the Word and Sacrament to Teaching Elder,
and Elder to Ruling Elder. In the interest of simplicity and clarity, MDPC will use the title Pastor for
what is now called Teaching Elder, and Elder for what is now called Ruling Elder. These titles will
be used throughout the Policy and Procedures Manual.

Review, Revisions, and Changes to the Policies & Procedures Manual:
Review of the Policies and Procedures Manual (P&P) will be done every two years as directed by the
Chain Gang Committee. In the interim, proposed changes may be presented to the Chain Gang
Committee (or other committee as may be designated by the Moderator of the Session). The Clerk
Elect Elect can then submit any changes to the Session at the meeting preceding the meeting at which
a vote will be taken. Revision of the Policies and Procedures Manual, or additions to it, shall be
approved by the Session. Some revisions and additions will require approval by the congregation as
specified in the Book of Order. All revisions should normally be submitted for comment to the other
ministries, committees, and Staff of the church involved in the area proposed for revision before final
action is taken.

Procedures for Implementing Approved Revisions:
1. Upon Session or congregational approval, as the case may be, all revisions and changes will
be transmitted through the Clerk chain to the Senior Leadership Ministries Coordinator
(SLMC), who will make the requested revisions and changes to the P&P Master Copy. Each
page containing revisions or changes will contain a notation, whether by footnote or other
method, which will clearly indicate that a page has been revised or changed during the
interim.
2. The Clerk Elect Elect will review the revisions and changes prepared by the SLMC to ensure
that they accurately reflect what was approved by the Session and upon such confirmation,
will return the revised pages to the SLMC noting such approval and authorizing the inclusion
in the Master Copy.
3. The P&P Master Copy shall be kept on the MDPC website (www.mdpc.org). A disclaimer
shall be placed in bold type on the front of the Master Copy, which will therefore be affixed
to any hard copy of the P&P, which states that the reader should be guided by the language
contained in the version of the P&P located on the MDPC website.
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1.1 – NOMINATING COMMITTEE
Responsibilities: to assist the congregation by bringing before it nominees for Elder and
Trustee, and when needed, Pastor Nominating Committees, in a manner authorized by the
Book of Order (G-2.04).
Members: Members of the Nominating Committee are nominated by the prior Nominating
Committee, and approved by the congregation. The members are: Clerk-Elect (serving as
Moderator); Clerk Elect-Elect (ex officio); Immediate Past Clerk; and six or more at-large
members, representing the principal ministry areas of the church. The secretary of the
Nominating Committee is appointed by the Moderator.
Staff: Executive Pastor & Head of Staff, ex-officio and without vote.
1.2 – RULES FOR THE NOMINATING COMMITTEE
1. The Nominating Committee will devise an educational program on Elder elections for
all members of the congregation. This may involve notices in the MDPC newsletter
and Sunday Worship Guide, and on www.mdpc.org, or, if the Moderator wishes, a
letter to the congregation prior to receiving nominations.
2. The Nominating Committee will determine the number of vacancies and will suggest
names to fill those positions with candidates who are both qualified and committed to
this service.
3. The Nominating Committee will make efforts to encourage the congregation as a
whole to suggest nominees. The Session will not be consulted concerning nominees
as this will be a matter for the congregation. The individual members of the Session
may furnish suggestions to the Nominating Committee. Pastors, ministry leaders, and
lay leaders will be consulted and invited to submit nominees in their respective areas
of responsibility prior to submission to the congregation, but the Nominating
Committee will have the final authority on all nominations.
4. After assembling a list of people who may be eligible for nomination, the Nominating
Committee will examine their qualifications. The requirements for a person to serve
as an Elder are:
a. Profession of faith in Christ.
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b. Dedication to a Christian lifestyle, including but not limited to faithfulness in
marriage between a man and a woman, or chaste if single.
c. Regular attendance at Worship services.
d. Minimum of one year's membership at MDPC.
e. Identifiable financial contributions to MDPC.
f. Willingness and commitment to perform all the duties required of an Elder,
including regular attendance at committee meetings and Session.
g. Candidates for Elder should have a passion for the ministry work where they
will be assigned.
h. Elders are expected to provide some expertise in their area of assignment.
i. Elders should have high level spiritual maturity and interpersonal skills.
j. Elders must have leadership ability and be able to contribute with humility
and a spirit of partnership and teamwork.
5. Only one member per family unit (husband, wife, and dependent children) may serve
on the Session at a time. Nominating Committee members may not be nominated.
Staff members may not be nominated, nor will their spouses. However, the
Nominating Committee may deviate from the guidelines pertaining to spouses of
Elders or staff members if it is determined to be in the best interests of the
congregation.
6. Spouses serving on Session at the same time cannot serve in the same ministry or
administration area.
7. Neither spouse can serve on the Personnel Committee if a couple is serving on the
Session at the same time.
8. Spouses of staff members cannot serve on the Personnel Committee.
9. After consideration of individuals whose names have been nominated, the
Nominating Committee will prepare a list of prospective nominees to fill existing
vacancies. Each nominee will first have been consulted by a member of the
Nominating Committee to determine his or her willingness to serve.
10. A timetable will be established so that the Nominating Committee will be ready to
report to the congregation in the Fall. The actual date will be set by the Session based
on recommendations from the Nominating Committee.
11. When nominees are presented to the congregation for election, additional
nominations from the floor will be requested. (Note: A nominee's permission must be
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obtained by the person making the nomination, prior to the name being placed in
nomination.) It is recommended that the congregation be reminded of the work done
by the Nominating Committee and that further nominations should meet the standards
adopted herein.
1.3 – ELECTION OF ELDERS
Rotational Systems of Officers’ Terms: In accordance with the Book of Order, the Session
of MDPC will be comprised of three classes of Elders. Each year, a new class will be elected
by the congregation as the graduating class rolls off at the end of the calendar year. Elders
are normally elected to serve a three-year term. MDPC operates in accordance with G2.0404 with the exception that while the Book of Order allows for Elders to serve two
consecutive three-year terms MDPC's normal practice is to elect Elders for one, three-year
term. Once the term has expired, the Elder is ineligible for service for at least one year. The
Nominating Committee may deviate from this guideline if it’s determined to be in the best
interest of the congregation that an Elder serves two consecutive terms. In the event of a
vacancy due to an unexpired term, an Elder may be elected to fulfill the partial term, and then
is eligible to serve an additional three-year term. Once the term has expired, the Elder is
ineligible for re-election for at least one year. Terms of service for newly elected Elders will
begin upon their ordination and/or installation.
Elder Training and Examination: The Staff and Session provide training and examination
for newly-elected Elders. This training focuses on the spiritual life, including the
stewardship commitment, and additional leadership responsibilities of a church Elder; the
vision, goals, and objectives for MDPC; the ordination questions, beliefs, Confessions, and
polity of the Presbyterian Church USA; an overview of the current staffing structure; and a
preview of current issues before the Session. In addition, all Elders are encouraged to attend
the annual Elder Training of the Presbytery of New Covenant.
1.4 – ELECTION OF TRUSTEES
MDPC is incorporated under the laws of the State of Texas. The charter provides that the
officers of the corporation shall be designated as "Trustees" and shall be seven in number,
any four of whom are empowered to conduct business. Trustees have the power and
authority to buy, sell, or mortgage property of the church, to accept and execute deeds as
such Trustees, to hold and defend titles to the same, and to manage any permanent special
funds entrusted to them for the furtherance of the purposes of the church — provided such
duties do not infringe upon the powers and duties of the Session or MDPC Foundation. In
buying, selling, and mortgaging real property, the Trustees shall act solely under the
authority of the corporation, granted in a duly-constituted meeting. Trustees shall be active
Elders on the Session, and shall be elected by the congregation at the time of the election of
Elders each year. The term of service as a Trustee shall coincide with the term of active
service as an Elder. The Nominating Committee shall nominate the number of active Session
members required to replace retiring Trustees or to fill unexpired terms. See section G-4.01.
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1.5 – ELECTION OF PASTORS
When a pastoral vacancy exists, a Pastor Nominating Committee (PNC) will be elected by
the congregation to conduct a search for a suitable candidate.
PNC Members: Session approval is required to call a congregational meeting for the
purpose of electing a Pastor Nominating Committee. Nominees for the PNC will be
identified by the Nominating Committee and presented to the congregation for approval at
the meeting. Generally, the same procedures and guidelines as used to select Elder and
Trustee nominees will be followed. The PNC will, in collaboration with the Personnel
Committee, recommend to the congregation Terms of Call for new pastoral staff.
Interim Pastor: In accordance with the Book of Order G-2.0504b, the Session may create
an ad hoc committee for the purpose of selecting an ordained pastor to fill a position on an
interim basis. If the interim position is Senior Pastor, the Moderator of the Worship & Music
Committee shall participate in the process.
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2.1 – ORDER AND PROCEDURE
The procedure of the Session will be governed by the laws and spirit of the Book of Order of
the Presbyterian Church USA, and all its meetings will be conducted in accordance with
Robert’s Rules of Order, Revised. A copy of the Book of Order is available at MDPC Books
(in the library). It is also available at www.pcusa.org.
2.2 – THE SESSION AT WORK
As there were Elders for the government of the people in Old Testament times, so the New
Testament Church provided that persons with particular gifts share in governing and
ministry. Elders are chosen by the people. Together with Pastors, they exercise leadership,
government, and discipline, and have responsibilities for the life of a particular church, as
well as the church-at-large, including ecumenical relationships.
It is the duty of Elders, individually and jointly, to strengthen and nurture the faith and life of
the congregation committed to their charge. The role and qualifications for Elders will
follow scriptural principles, as contained in Titus 1:6-9 and 1 Peter 5:1-4. Together with the
Pastors, they should encourage the people in the worship and service of God; equip and
renew them for their tasks within the church and for their mission in the world; and visit,
comfort, and care for the people, with special attention to the poor, the sick, the lonely, and
those who are oppressed.
2.3 – ELDER RESPONSIBILITIES
1. Discipleship — to be strengthened for church leadership, Elders must abide in Christ
and grow in his likeness. Therefore, Elders are called to lead by example by:
a.
b.
c.
d.
e.
Revised 1/2016

Worshiping regularly.
Praying for the spiritual health of the church, the congregation, and its leaders.
Giving faithfully and systematically—percentage giving with a goal of tithing.
Supporting church programs and activities, particularly small groups.
Serving and caring for others with love and humility.
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f. Sharing God’s love and the Good News of Jesus Christ.
2. Session Meetings
a. Attend stated meetings — normally scheduled for the fourth Monday of each
month, except when rescheduled for holidays; notify and be excused by the
Clerk of Session if unable to attend. In either June or July of every year, there
is no meeting (TBD each year).
b. Attend called meetings that are scheduled to address specific agenda items
outside of the regular schedule of Session meetings by the Moderator or at the
request of at least two members of the Session. (Book of Order G-3.0203.)
c. Annual Session Retreat — usually fourth Friday and Saturday in January at
Camp Allen (Stated meeting).
d. Prepare for Session meetings by previewing meeting docket, prior meeting
minutes, special reports, financial information, and committee minutes
distributed in advance.
3. Committee Assignments
a.
b.
c.
d.
e.

Provide leadership and vision for MDPC programs.
Execute programs working with the staff, Elders, and laity.
Attend ministry area committee meetings regularly.
Monitor conformance to budget in area of ministry.
Ensure that the policies and procedures established for the ministry area are
followed.

4. Presbytery of New Covenant Meetings
a. Attend at least one Presbytery meeting in first 18 months on Session.
b. Meetings are held four times per year, usually on Saturdays.
c. Dates and places are announced at Session meetings.
5. Communion
a. Serve Communion at least three times a year.
b. Sign-up is available at www.mdpc.org (worship, communion, sign-up).
c. The Communion calendar is approved by Session and dates are found in the
Elder and Staff Directory.
6. Confirmation Class
a. Participate in the examination of the annual Confirmation class.
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2.4 – ROLE OF THE SESSION (As stated by unicameral adoption, 1994)
As the official representative of the congregation, the Session is responsible for dynamic
leadership in governance, spiritual health, and implementation of the mission and vision of
MDPC. It is important that the Session:
1. Creatively focus on the policy aspects of its responsibilities and avoid
micromanagement.
2. Stay informed of the needs of the congregation, as well as provide appropriate
pastoral and spiritual care.
3. Respond to the concerns of the congregation.
4. Expand the use of the laity to facilitate the governance and operation of MDPC.
2.5 – QUORUM
A quorum of the Session will be the Moderator (or designee) and one-third of the active
Elders, except for reception of new members, when the quorum shall be one Pastor and two
Elders.
2.6 – OFFICERS OF THE SESSION
The Officers of the Session will be the Moderator, Clerk, Treasurer, Clerk Elect, Treasurer
Elect, Clerk Elect-Elect , and Treasurer Elect-Elect.
2.7 – DUTIES OF SESSION OFFICERS
Senior Pastor: Serves as Session Moderator will preside at meetings and perform duties in
accordance with the Book of Order. The Moderator will be an ex-officio member of all
Session committees and will moderate all congregational meetings.
Clerk: Keeps an accurate record of the proceedings of all Session meetings, and will carry
out other duties of the office, as prescribed in the Book of Order The Clerk will be
responsible for administrative functions within the Session as a whole as delegated by the
Session Moderator. The Clerk will serve on the Chain Gang, Finance Committee, and
Personnel Committee. In the absence of the Senior Pastor, or designate, and other Pastors, if
an emergency requiring immediate action should arise, the clerk will serve as Session
Moderator. The Clerk coordinates:
1. Presbytery Meetings: Obtains the proper number of Elders to represent MDPC at
Presbytery meetings, assisting Elders to prepare for Presbytery meetings, and reports
to the Session regarding Presbytery proceedings.
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2. Communications: Ensures congregational and Session awareness of significant
activities of the Presbytery, Synod, and General Assembly, especially when they
directly impact MDPC; encourages participation on Presbytery, Synod, and General
Assembly committees.
3. General Assembly: Facilitates selection of General Assembly commissioners from
MDPC when appropriate.
Clerk-Elect: Assists the Clerk in whatever manner the two, with advice from the Session
Moderator, agree is appropriate to best equip the Clerk-Elect to succeed the Clerk in the
following year. The Clerk-Elect will serve as Moderator of the Nominating Committee, and
will serve on the Budget Committee.
Clerk Elect-Elect: Serves on the Nominating Committee, Chain Gang and Outreach.
Treasurer: Works in partnership with the Operations Director and/or the Financial Services
Director on financial matters relating to the church and will:
1. Establish and maintain records as are necessary to clearly reflect the financial position
and the results of operations of the church on a monthly basis.
2. Submit written monthly statements of income and expenses of the operating fund,
capital/building fund, and any similar financial campaigns to the Session. Financial
statements of the church will be available for review by church members.
3. Pay expenses as authorized in the church budget and pay all properly authenticated
vouchers.
4. Be responsible for depositing the cash offerings after services.
5. Ensure an annual audit is completed.
6. Serve as Moderator of Finance Committee and serve on Budget, Stewardship, and
Chain Gang.
Treasurer-Elect: Assists the Treasurer in the performance of his/her duties in order to equip
the Treasurer-Elect to succeed the Treasurer in the following year. The Treasurer-Elect will
moderate the Budget Committee, and serve on Finance, Stewardship, and Chain Gang.
Treasurer Elect-Elect: Serves on the Chain Gang, Budget, Finance, and Outreach.
The intention of the afore-mentioned committee assignments for Session Officers is to
provide training and broad knowledge essential to effectively carrying out their duties. These
training assignments may be altered in specific cases to fit the needs of each officer-elect and
officer elect-elect.

9
Revised 1/2016

2.8 – ORGANIZATION OF THE WORK OF SESSION:
The work of the Session will be divided into ministries for program and administration. Each
ministry has a moderator to coordinate and expedite the work in partnership with the Staff
person assigned as resource advisor. The work of each ministry is accomplished through the
committees of that ministry. Additional assignments of active Elders are detailed in each
ministry area, but these should be considered guidelines within which specific Elder
assignments can be made to accommodate current plans and programs.
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3.1 – SESSION OVERVIEW
Elders begin their assignments in January. Ministry Moderators are encouraged to obtain the
assistance of others outside the Session to serve on their committees. If such additional
persons are needed, the ministry Moderators will present their names to the ministries for
approval before their appointment is effective. The Session, Session Moderator, or ministry
may create special committees or special assignments as the needs arise for specific studies
or tasks outside the responsibility of permanent committees.
Each ministry will be comprised of various committees and work groups. Any church
participant may serve on a ministry or Session committee. All asked to serve on a
committee, except staff members, will be voting members of that committee. Committees
are not required to have staff advisors, but are encouraged to do so to the extent that it
benefits the committee and the staff members.
Committee votes may be taken only when a quorum (a majority of the members of the
committee) is present. Email solicitation of votes for non-controversial issues is acceptable
when Session approval of the action is not required.
3.2 – ADMINISTRATIVE MINISTRIES
Budget Committee:
1. Endorse the annual calendar for budget preparation.
2. Review receipts expected through lifestyle generosity, stewardship, and related
programs.
3. Review budget requests for expenditures (operating, outreach, and capital) from
program and support ministries.
4. Develop a consolidated annual budget of receipts and expenditures needed to
implement church programs aligned with the MDPC vision.
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5. Prepare a presentation to recommend the annual budget for Session review and
approval.
6. Evaluate and recommend for Session approval any material changes to the annual
budget as needed at any time during the year.
Membership: Treasurer-Elect (Moderator), Clerk-Elect, Treasurer, Treasurer-Elect,
Treasurer Elect-Elect, Strategic Issues Moderator, Outreach Moderator-Elect,
Stewardship Moderator-Elect, Personnel Elder-Elect, Personnel Elder-Elect-Elect.
Staff: Senior Pastor, Executive Pastor and Operations Director.
Linkages: Finance Committee.

Chain Gang:
1. Coordinate and facilitate the ministries and committees to ensure that programs and
activities are consistent with and further the vision and mission of MDPC.
2. Serve as a focus for current operational guidance and problem solving.
3. Provide policy interpretation/prioritization of ministry and committee activities.
4. Clarify and resolve issues of overlap among ministries and committees.
5. Identify special needs that may require creation of a group to investigate and bring
forward to the Chain Gang and the Session recommendations for addressing issues
facing MDPC.
6. Finalize the agenda for upcoming Session meetings;
7. Facilitate a flow of communication across all the ministry and administrative areas of
MDPC that are represented on Session.
8. The role of the Chain Gang is not to review details of ministry plans, budgets, or
personnel plans, as these remain the role of the Finance, Personnel, and Strategic
Issues committees.
9. The Chain Gang provides a vehicle for communication and coordination of the
ministries and committees to achieve the church mission. It does not serve as a
surrogate for the Session and does not have authority to establish policy on behalf of
the Session.
Membership: Clerk, Clerk-Elect, Clerk Elect-Elect, Treasurer, Treasurer-Elect,
Treasurer Elect-Elect, and Personnel Elder.
Staff: Senior Pastor and Executive Pastor.
13
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Facilities Committee:
1. Support the Facilities staff in the cost effective use, maintenance (physical and
custodial), repair, modification, and construction of all existing and new church
properties, including structures, equipment, roads and grounds, security, buses and
other vehicles, and all internal and external signage, bulletin boards, and other wall
mounted or ceiling hung objects.
2. Approve Authorization for Expenditure (AFE) requests in support of facilities related
capital expenditures in accordance with the Capital Investment Procedures manual;
report to Session the progress on major new projects and programs; provide oversight
of the Architectural Review, and Memorials sub-committees; provide for physical
assistance in support of special events; and review, approve, and support facilities
related projects and priorities.
Membership: Moderator, Architectural Review and Fine Arts Sub-Committee
Moderator, Memorials Sub-Committee Moderator, three at-large members.
Staff: Operations Director, Facilities Director and Scheduling Coordinator.
Linkages: Staff, Ministry areas.
Architectural Review Committee:
1. Act as a subcommittee of the Facilities Committee to ensure tasteful and consistent
decorating and construction of the interior and exterior of all church properties;
2. Provide long-range continuity to decisions, additions, and alterations of the church
plant, fixtures, and furniture.
Membership: at-large church members.
Staff: Operations Director and Facilities Director.
Linkages: Facilities, Worship & Music, Memorials, Communications & Media,
Staff, and other committees or ministries which may request its assistance.

Memorials Committee: (Note: on April 28, 2014 The Memorials Committee Charter
was rewritten and this committee now falls under the oversight of Finance)
1. Act as a subcommittee of the Facilities Committee to determine the acceptability of
all memorial gifts.
2. Identify appropriate projects or purchases to be funded by memorial gifts for
implementation as governed by the Capital Investment Procedures Manual.
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3. Work with other committees as necessary.
Membership: Moderator Architectural Review Committee Moderator, lay members.
Staff: Facilities Director and Financial Accountant.
Linkages: Facilities, Architectural Review Moderator.
Finance Committee:
1. Monitor expenditures (operating, outreach, and capital) to ensure adherence to the
Accounting Policies and Procedures Guide, Capital Investment Procedures Manual,
and generally-accepted accounting standards.
2. Review monthly financial performance in comparison with budget and with prior
year performance and provide analysis, interpretation, and recommendations to
Session, as appropriate.
3. Evaluate and approve measures to meet monthly cash needs of the church.
4. Conduct a formal mid-year review of financial performance in comparison with
budget and determine the need for any changes in planned receipts and expenditures.
Material changes are recommended to the Budget Committee for its review and
presentation to Session for approval.
5. Support the Budget Committee in the development of the annual budget.
6. Approve a long range financial plan that will provide the resources needed to support
the vision of MDPC.
7. Ensure the performance of an annual audit by an established independent firm to
examine the financial records and procedures of MDPC, and approve changes in
accounting policies, procedures, and practices, as appropriate.
8. Coordinate with the Stewardship and Outreach Committees to publish and distribute
an MDPC Annual Report to the congregation, working with Communications &
Media to produce a cost-effective publication.
9. Ensure that program and support ministries have timely and accurate information to
monitor and guide their expenditures in compliance with budget.
10. Recommend changes to accounting systems, procedures, and equipment.
Membership: Treasurer (as Moderator); Treasurer-Elect; Treasurer Elect-Elect;
Clerk; Moderator, Stewardship Committee; Personnel Elder; Personnel Elder-Elect;
three at-large members.
Staff: Operations Director and Financial Services Director.
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Linkages: Budget Committee.

Food Service Ministries
1. Work in partnership with the Operations Director and Food Services Director to
ensure the effective functioning of the kitchen and all other food preparations and
services.
2. Establish and review the policies of the Food Services Ministry.
3. Recruit, support, and encourage volunteers in the ministry.
4. Perform other appropriate tasks which may facilitate the work of the Food Services
Director.
Membership: Three Elders, one serving as Moderator and the Volunteer
Coordinators, four to six at-large members.
Staff: Food Services Director, Scheduling Coordinator and Operations Director.
Master Planning Committee
The Session may authorize the Senior Pastor to form a Master Planning Committee when the
need arises.

MDPC Foundation Board of Trustees
Direct the investment policy of the following accounts, which are managed by the Texas
Presbyterian Foundation:
51049 - MDPC Foundation
51057 - Lillian Biddison CE Scholarship Fund – various donors
51049 - Adamson Memorial Fund – various donors
51055 - Jac Ruffin Scholarship Fund – various donors
51056 - The Youth Trust (Youth Ministry Fund) – anonymous
51053 - MDPC Ministers’ Retirement Fund – anonymous
51053 - Capital Maintenance Reserve
51065 - Building Special Gifts
51051 - NS Saving CCU (Yellow School)
Membership: Fifteen Trustees, twelve being appointed by the Session. The other
three Trustees shall be the Senior Pastor, Operations Director, and the Treasurer as
defined in Sections 2.02 and 2.03 of the Bylaws of the Foundation.
Linkages: Finance Committee and Session.
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Personnel Committee
Mission: To attract, reward, evaluate and retain the personnel needed to achieve the MDPC
vision and mission. The Personnel Committee is charged with the following
1. Performance assessments – The Executive Pastor will inform Personnel Committee of
the process and calendar by which annual reviews are conducted with all MDPC staff
personnel. The Personnel Committee Moderator will review and sign off on all
completed performance reviews for employees at Level 6 and higher.
2. Compensation – Approve salary ranges established to ensure externally competitive
and internally equitable pay for MDPC staff. Review individual salary increases that
exceed 7% per annum.
3. Salary budget – Working with the Executive Pastor, HR Director and Operations
Director recommend to the Budget Committee and Session a salary increase budget
as part of the overall MDPC operating budget process.
4. Terms of Call - Recommend to the Congregation revised Terms of Call for current
pastoral staff. In collaboration with Pastor Nominating Committee, recommend to
the Congregation Terms of Call for new pastoral staff.
5. Job Descriptions – Approve all new job descriptions and associated salary levels;
review and approve all those job descriptions where the content has been a changed
by 25% or more.
6. Policies – Approve changes in human resources policies in such areas as
employment, compensation, training, hours of work, benefits and other areas
affecting working conditions. Review the Employee Handbook on a bi-annual basis
and approve changes as needed.
7. Outreach Program Allocation – Work with each ministry to understand plans and
processes for Outreach beyond MDPC. Monitor the percentage of their resources,
including employee hours, devoted to Outreach and inform the Finance Committee of
these processes and results.
8. Terminations – Ensure procedures are in place to identify potential turnover and to
understand root causes. A Personnel Elder should participate in the discussions in
which termination of an employee at Level 6 or above is being either considered or
planned. The Personnel Elder should also review the employee’s personnel file in
advance of any termination discussion. Participation by the Personnel Elder in the
termination meeting with the employee will be at the discretion of the Executive
Pastor.
9. Benefits – Review and approve new benefit plans or significant changes to existing
plans.
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10. Hiring, Orientation and Training – Review the recruiting and orientation processes
and the status of open positions. Review annual employee training and development
plans.
11. Child Protection – Audit implementation of the Child Protection Policy.
12. Other – Review significant exceptions to policy and any problematic employee
grievances.
Processes:
1. Operate according to principles and roles described in the documents Partnership
Goals and Values and Roles of the Primary Partners.
2. Assign Personnel Committee members to serve as liaisons to assist ministries with all
Personnel matters, including early involvement with search committees. Periodically
receive feedback from Personnel members on these liaisons.
3. Establish and oversee a Position Evaluation Sub-Committee which is responsible for
reviewing and approving job descriptions, defining the salary levels for reviewed
positions and presenting its recommendation to the Personnel Committee for
approval.
4. Meet on a monthly basis unless the Moderator decides there is not enough business to
justify a meeting. A quorum for committee action shall be a majority of the members
(excluding staff). A quorum shall include those members who would participate
through conference calls.
Membership: Personnel Elder (Moderator), Personnel Elder-Elect, Personnel Elder
Elect-Elect, Clerk of Session, and one at-large member.
Staff: Executive Pastor, Human Resources Director and Operations Director.
Linkages: Finance, Budget and Outreach.

Generosity Committee (Name changed 3/25/2013)
1. Educate all participants on the meaning of Christian stewardship and the
responsibility of each person to pledge time, talent, and treasure to God's work with a
goal of tithing.
2. Plan and execute the annual Stewardship campaign to help define the MDPC
operating budget. When deemed necessary, execute a follow-up campaign to solicit
additional pledges, including children and youth.
3. Coordinate the development of revenue projections for the church budget with the
Operations Director, and the Budget Committee Moderator.
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4. Publish and distribute an Annual Report to the congregation in conjunction with the
Finance Committee, Outreach Committee, and Communications & Media Director.
5. Complete and implement a long-range plan, in cooperation with the Operations
Director, to stimulate a growing year-round level of giving and serving by an
expanding core of participants who have chosen to become actively engaged in
stewardship.
6. Develop and continue to update a compelling section on mdpc.org with the section
title of Giving. This website will be designed to educate and motivate participants to
incorporate biblical stewardship into their personal spiritual growth.
Membership: Elder-Moderator, Elder-Moderator-Elect, Clerk Elect-Elect,
Treasurer, Treasurer-Elect, Worship & Music Elder, three at-large members,
Outreach Moderator-Elect.
Staff: Senior Pastor, Operations Director, a representative from the Financial
Services office, Communications & Media Director.
Linkages: Finance and Budget committees.

Generosity Committee Policies:
1. Encourage all participants to respond to God's grace through percentage giving with a
goal of tithing.
2. Educate all participants to understand that they are making a covenant between
themselves and God. (To facilitate this concept of personal stewardship, MDPC has
adopted a practice of asking members to submit unsigned covenant cards).
3. Work continually to move MDPC toward becoming a tithing church.
4. Maintain a stewardship educational program on a year-round basis through messages
from the pulpit, newsletters, posters, church school presentations, and other media.
5. Design the annual covenant card in conjunction with the financial staff.
6. Contact all church officers, staff, church school classes, fellowship groups, and other
MDPC groups periodically to determine the impact of the current Stewardship
campaign. Gather suggestions for changes, challenge all participants to increase their
involvement in God's work at MDPC, and ask each participant to reach out to others
to nurture greater involvement in MDPC ministries and missions.
7. Work directly with the financial staff to conduct analysis of projected giving, to
improve the efficiency and effectiveness of the Stewardship campaign, and to keep
church officers informed of significant developments or trends.
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8. The amounts of giving by individual members shall remain strictly confidential and
be known only by the Operations Director, Accounts Receivable Accountant, and
Senior Pastor.

Strategic Issues Committee
1. Provide analysis and assistance to ensure MDPC’s ministries are consistent with and
supportive of MDPC’s overall vision and purpose.
2. Provide analysis and assistance to ensure a harmonious and collaborative
environment between MDPC’s ministries, and to ensure a sharpened focus of
MDPC’s ministries.
3. Provide analysis and assistance for the implementation of overarching congregational
vision and initiatives.
4. Provide internal analysis and recommendations regarding congregational systems,
technology, trends, and issues.
5. Provide external analysis and assistance to help MDPC stay “ahead of the curve”
regarding cultural, social, economic, and ministry and/or denominational trends.
6. Receive and act upon other assignments given by MDPC’s Session, germane to the
overall ministry of the church.
Facilities/Capital Focus:
1. Provide analysis and recommendations regarding long-range facilities need, issues,
and plans.
2. Provide analysis and recommendations regarding capital campaign needs, potential,
and timing.
Personnel/Staffing Focus:
1. When requested by the Executive Pastor and Personnel Committee, assess staffing
needs and priorities as related to MDPC’s overall vision.
2. Support, encourage, and assist all MDPC’s staff and ministries, without duplicating
vision, initiatives, systems, or evaluations.
Membership: Elder-Moderator, 9-12 at-large members appointed by the Session
Moderator.
Staff: Senior Pastor and Executive Pastor.
Linkages: Session.
20
Revised 1/2016

Technology Committee
1. Work in close partnership with the Technology staff to provide appropriate
technology and related support and guidance to Ministries/Committees/Staff of
MDPC.
2. Work with the staff in all areas to develop and implement a Long-Range (three year)
Technology Plan that maintains an appropriate balance between technological
advances and economic use of human and financial resources.
3. Prepare the annual Operating and Capital Budgets for Technology.
4. Review for approval all technology-related capital expenditure requests (hardware
and software) in accordance with provisions of the Capital Investment Procedures
Manual.
5. Review for approval all technology-related expense items that exceed the amount
approved in the Operating Budget by more than $2,500.
6. Develop and maintain Technology Policies and Procedures (document available on
the MDPC Staff Shared Drive).
7. Ensure consistency of technologies and optimization of equipment and related
processes throughout MDPC by establishing and maintaining standards selected for
sound technology and its cost-effective use.
8. Establish and maintain MDPC strategic posture for staffing versus outsourcing
technology services, including installations, maintenance, training, and etc. (working
Personnel Committee), and ensure adequate monitoring of contracted initiatives.
9. Ensure that adequate equipment monitoring and training programs are implemented
for all staff and volunteers.
10. Ensure the safekeeping and storage of all technology-related equipment and data
(including periodic audits).
11. Appoint and maintain a liaison to the Communications & Media Committee.
Membership: Elder – Moderator, three to four at-large members.
Staff: Technology Director, Operations Director, Communications & Media
Director.
Linkages: Communications & Media Committee.
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3.3 – CARING MINISTRIES
Caring Ministries seeks to offer ministries of compassion and prayer through hospital, home
and telephone visitation; congregational prayer ministries; care for the grieving; home
communion; and educational events and ministry opportunities for older adults.
Membership: Seven active Elders.
Staff: Caring Ministries Associate Pastor, Caring Ministries Director,
Counselor/Visitation Coordinator, Administrative Coordinator and Parish Associate.
Linkages: Pastors and Session.
Caring Ministries Areas:
BRANCHES meets for the purpose of studying spiritual and theological issues, and writing
notes to members or family members who have been hospitalized or who have had a death in
their family. Elders: as assigned. Staff: Counselor/Visitation Coordinator.

THE CARING CREW makes telephone contact with older adults in the congregation as well
as follow-up contact to other members or their family members who have been recently
hospitalized. Elders: as assigned. Staff: Associate Pastor and Caring Ministries Director.

THE GATHERING (ALZHEIMERS AND DEMENTIA MINISTRY) is a group of
volunteers who provide two one-half days of care for individuals who have early stage
Alzheimer’s or other forms of dementia. Elders: as assigned. Staff: Associate Pastor and
Caring Ministries Director.

HEALTH CARE MINISTRY offers blood drives (four per year), mammograms, preventive
screening and flu shots to the MDPC community and oversees the stocking of first aid kits
throughout the church as well as maintenance of oxygen tanks, wheelchairs and overseeing
the AED (defibrillator) program. Elders: as assigned. Staff: Associate Pastor and Caring
Ministries Director.

THE MEMORIAL SERVICE MINISTRY prepares, serves, ushers and assists with memorial
services. Elders: as assigned. Staff: Caring Ministries Director.

PATHWAYS offers various workshops, classes and retreats to enhance spiritual life. Elders:
as assigned. Staff: Caring Ministries Director.
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SECOND FAMILY consists of caring teams who offer care for individuals in the
congregation or within the community who are living with chronic illness or disability.
Elders: as assigned. Staff: Associate Pastor.

STEPHEN MINISTRY offers a confidential one-on-one relationship between anyone who is
hurting and a trained Stephen Minister. Stephen Ministers extend care to those experiencing
difficult times by listening, encouraging, and sharing the love of Christ. Elders: as assigned.
Stephen Leaders: Staff: Director. Counselor/Visitation Coordinator.

VISITATION MINISTRY trains and supervises Elders and members in home visitation.
Elders as assigned. Staff: Counselor/Visitation Coordinator, Associate Pastor and Parish
Associate.

3.4 – CHILDREN’S MINISTRIES
Children’s Ministries
1. Provide ministries and programs for the Christian spiritual development of children,
from birth through 5th grade.
2. Provide Sunday School curriculum and classes which nurtures Christian faith in
children.
3. Coordinate children’s ministries that include Summer Celebration, Advent Festival,
and other special events.
4. Coordinate outreach events and prayer opportunities related to children’s ministry.
Membership: Preschool Elders, Elementary Elders, at-large members.
Staff: Children’s Ministries Director, Preschool Ministries Director, Elementary
Ministries Director.
Linkages: Children’s Ministries Lead Team, The Yellow School Committee, The
Little School Committee, Child Care Plus Committee.
Child Care Plus Committee
1. Work with the Child Care Plus Director and Special Blessings Director in overseeing
the Sunday morning program for children aged birth to two years and our children
with special needs programs.
2. Support planning for Parent’s Night Out, Shopping Days, and other special events.
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3. Support our caregiver staff and provide encouragement through staff appreciation
activities.
Membership: Moderator, Preschool Elder, Special Blessings Director Leader, atlarge members.
Staff: Child Care Plus Director, Oasis Coordinator, Preschool Ministries Director,
Children’s Ministry Director.
Linkages: Children’s Ministry Team, Elementary Sunday School Committee.
The Little School Committee (formerly Children’s Day Inn)
1. Creation and implementation of policies and oversight of daily operation of The Little
School.
2. Ensure that The Little School meets the State of Texas licensing standards and the
criteria of the National Academy of Early Childhood Programs.
Membership: Nine members of MDPC.
Staff: The Little School Director and Children’s Ministries Director.
Linkages: Children’s Ministries Team.
Children’s Ministries Lead Team
1. Support the Nursery, Preschool, and Elementary Sunday morning curriculum;
actively participating in Sunday morning activities during regular Sunday morning
term (August to May).
2. Pray for the staff, volunteers, children, and families in the ministry area.
3. Attend committee meetings pertaining to Children’s Lead Team meetings.
4. Participate in programs and events of Children’s Ministry that include festivals,
family nights and special events, and outreach opportunities.
5. Support the coordination with other Children’s Ministry areas, and collaborate with
efforts of Children’s Ministry areas.
6. Communicate on behalf of the Children’s Ministry to the Session as needed.
7. Take an active role and continually invite participants to serve in Children's
Ministries, and support ongoing leader training for Children’s Ministries.
Membership: Preschool Elders, Elementary Elders, at-large members,
Representative for Yellow School and Representative from The Little School.
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Staff: Children’s Ministry Director, Preschool Ministries Director, Elementary
Ministries Director, Nursery/CCP Director, Special Blessings Director, Yellow
School Director and Little School Director.
Linkages: The CCP Committee, The Yellow School Committee, Children’s Day Inn
Committee.

Yellow School Committee
1. Creation and implementation of policies and oversight of daily operation of The
Yellow School.
2. Ensure that the Yellow School meets the State of Texas licensing standards and the
criteria of the National Academy of Early Childhood Programs.
Membership: Nine members of MDPC.
Staff: Yellow School Director, Children’s Ministries Director.
Linkages: Children’s Ministries Lead Team.
3.5 – EQUIPPING MINISTRIES
1. Provide classes, small groups, programs and resources that help people explore,
develop and live out their faith as followers of Jesus Christ.
Membership: Five Elders: Moderator, Equipping, Discipleship, Discipleship II,
SAGE.
Staff: Equipping Ministries Associate Pastor, Equipping Ministries Administrative
Coordinator, Adult Ministries Director.
Linkages: Equipping Team, Next Generation Ministry, MDPC Books, Mo Ranch,
Senior Ministries, BLESS Groups, Women’s Ministry.

Equipping Team
1. Plan, resource, publicize, and support Sunday Adult Bible Classes.
2. Resource, publicize and support the Senior Ministries (SAGE, Venturers, Prime
Timers).
3. Develop, resource, and support MDPC BLESS groups (small groups).
4. Oversee and resource MDPC Books (bookstore, gift ship, and library).
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5. Plan, publicize and support special study opportunities, including seasonal and
Wednesday night programming (Bible in 90 Days, Perspectives on the World
Christian Movement, Eat Pray Lent, Raising our Sights, etc.).
6. Publicize and support Bible Study Discussion (BSD) programs.
7. Work with the New Member and Connections ministry in contacting new members
and visitors with the purpose of inviting them to adult classes and groups.
8. Oversee and continually improve resources available to groups via Equipping
Ministries Resource Center.
9. Maintain Equipping Ministries webpage, ensuring current and applicable information.
10. Serve as liaison for Dave’s Bible Study and Kristin’s Bible Study.
11. Schedule, publicize and promote prayer retreats.
12. Work with Next Gen and Women’s Ministry to serve the young women and young
married population with resources, support, and pastoral care.
Membership: Moderator, Equipping Elder, Discipleship Elder, Discipleship II Elder,
SAGE Elder.
Staff: Equipping Ministries Associate Pastor, Adult Ministries Director.
Linkages: Equipping Ministries Committee.

Sunday School Discipleship Team
1. Attend Adult Sunday School classes, so as to be familiar with the class demographics,
study content, and location of the class in the buildings.
2. Meet the class leader(s) to discuss class growth strategy.
3. Designate a contact in the group for visitor / new member to access after visits.
4. Coordinate the “call list” to reach out to visitors / new members.
5. Contact new members and visitors to inform and help select Sunday School classes
appropriate for their needs.
6. Accompany new members and visitors to Sunday School and introduce to the class.
7. Follow up with new members and visitors to ensure appropriate fit.
Membership: Sunday School Elder and other lay leaders.
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Staff: Equipping Ministries Associate Pastor.
Linkages: Equipping Ministries Committee.

MDPC Books Committee
1. Offer Christian books to its members, visitors, and the Houston community for the
purpose of encouraging a closer walk with Jesus Christ and growth in personal
discipleship.
2. Sell and lend a variety of Christian books and resources.
3. Sell greeting cards, crosses, and music CDs.
4. Oversee the MDPC Library.
Membership: Lay leaders.
Staff: Equipping Ministries Associate Pastor.
Linkages: Equipping Ministries.
3.6 – NEW CHURCH DEVELOPMENT MINISTRIES
Oversee New Church Developments established by MDPC in partnership with the Presbytery
of New Covenant.
Membership and Staff: To be determined.
Linkages: Outreach Ministries, Strategic Issues Committee.

3.7 -- FUENTE MINISTRIES
Oversee and develop the Fuente Ministry to the Hispanic community, coordinate its activities
within the life of MDPC, and provide a link between the Fuente Ministry and the Session.
Membership: One or more Elders on Session; lay leadership from both Fuente
members and the MDPC congregation.
Staff: Fuente Associate Pastor.
Linkages: Outreach, Strategic Issues, Equipping Ministry, Session, and staff.

27
Revised 1/2016

3.8 – OUTREACH MINISTRIES
Oversee the Local and Global Missions, as well as have some broader responsibilities
described in the policy statement below.
Membership: Seven Elders (Outreach Moderator, Presbyterian Causes and
Evangelism Chair, Spring Branch and Hunger Chair, Health, Homeless, Prison,
Shelter Chair, Children, Families and Education Chair, and two Global Missions
Elders. Clerk Elect-Elect, Treasurer Elect-Elect, Personnel Elder-Elect-Elect.
Staff: Outreach Ministries Associate Pastor, Communications & Media Director,
Local Missions Director, Global Missions Director, Community Service Director.

Committees:
1.
2.
3.
4.
5.
6.

Local Missions Committees
Presbyterian Causes and Evangelism (PEACE)
Spring Branch and Hunger (Spring Branch)
Health, Homeless, Prison, Shelter (HOPS)
Children, Families and Education
Global Missions Committee

Outreach Ministries Policies
Mission: See to it that no one fails to obtain the grace of God (Hebrews 12:15) by
ministering to the spiritual, physical, emotional, and social needs of others.
Philosophical Guidelines: To be Christ’s sent people, with a goal of demonstrating Christ’s
love for the world by establishing relationships of care and ministry at points of need in the
following ways:
1. Supporting organizations offering Christian love, compassion, and mercy in areas of
need throughout our community, our nation, and the world through prayer, service,
relationship, and funding.
2. Pursuing opportunities to share the Good News of Jesus Christ to and through all of
our partnerships.
3. Equipping, involving, and deploying our MDPC community of believers as
representatives of Christ into the world of need.
4. Working together with all of the MDPC Ministries in outreach mission and allocation
of resources.
5. Investing in partnerships where MDPC’s involvement can make a difference.
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6. Educating our MDPC community by sharing stories of MDPC outreach involvement
throughout our community, our nation, and the world.

Criteria for Mission Partnership Funding
Alignment with MDPC’s vision.
Commitment to partnership with MDPC beyond funding.
Visible need being met by the organization.
Organization’s effectiveness in delivering its services.
Type and degree of support in line with our available resources.
Responsible organizational structure and finances.
Current involvement of MDPC members in organization.
Opportunities for relationship building, including ongoing involvement by MDPC
members.
9. Funding request in relation to other funding sources.
10. Physical location in relation to other partners (balance of partners).
1.
2.
3.
4.
5.
6.
7.
8.

Basis for Denials
1.
2.
3.
4.
5.

Agencies with no IRS 501(c)(3) status (charitable agency tax status).
Gift requests from individuals.
Agency does not provide adequate financial disclosure.
If requesting agency is well-funded or a national agency.
Private foundations whose function is to disperse grants/gifts to other agencies and
causes.
6. Requests that require multi-year commitments or pledges.
7. Agency failed to honor any previous year’s designations.

Outreach Ministries Budget Procedures
Outreach Budget Components:
1. Local and Global partnership funding (checks).
2. Allocation (25% of current year Operating Budget allocated as Outreach spending).
3. Ministry Sponsored Outreach: This budget is the monies given to each ministry area
to specifically spend on outreach efforts. The budget is approved by Outreach
Ministry and the Session. Samples of MSO budget: counseling assistance, mission
trip funding, Women’s Ministry Outreach, Summer Celebration, Mobile Unit,
seminary student support and Presbytery.
4. Fuente.
The Outreach Ministry Committee receives all outreach requests and distributes them to the
appropriate Global or Local Committee. Those committees proceed with due diligence, site
visits, and research and determines the amount (if any) of the gifts and presents them to the
Outreach Committee. cUpon approval by the OM, the funding gifts are sent to Session for
approval. Following Session approval, checks are written and distributed to the partners.
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(With approval of money available from Finance.) In the case of the denial of a funding
request, a denial letter is sent to the agency.
Session approval is required for all expenditures of more than $1,000.00. Special offerings
for disaster relief will be taken from the congregation as needed. Other special offerings are:
Palm Sunday and Christmas Eve, recipients to be determined by the Outreach Committee.
Recipients of the Mission Market program, a type of special offering available all year, but
primarily at Christmas, are also determined by the Outreach Committee.

Connections Ministries
1. Assist others to deepen and strengthen their relationship with Jesus Christ through
worship, community life and service.
2. Help visitors and new members with inquiries about life and ministry at MDPC and
with our partners.
3. Connect individuals with resources that encourage their Christian walk, identify
spiritual gifts, build relationships with other believers and meet God at work in the
world.
4. Provide connection to other church ministries for current members and support for
various groups such as Partner and Prayer and other ministries who utilize the Lobby
facilities.
Membership: Visitor/New Member Elder, Hospitality Elder, Connections Elder.
Staff: Outreach Associate Pastor, Membership & Renewal Director, Management
Software Director (as needed).
Responsibilities:
Connections Moderator:
1. Moderate the Connections Committee.
2. Respond to inquiries made by people through the attendance registers and at the
Connection Center.
3. Contact all first time visitors to worship with letter and phone call.
4. Follow up people who take the New Members class but who DON’T join.
5. Encourages and seeks out members to serve as the ‘first face’ of the church on
Sunday mornings in the various Connections Center locations, as well for those
willing to assist with follow through with visitors and new members outside of
Sunday activities.

Connections Visitor/New Members:
1. Plan, schedule and facilitate New Member Classes and Dave’s Gatherings.
2. Track worship attendance of visitors and new members in Ministry Platform.
3. Follow up with New Members for six months after they join.
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Connections Hospitality:
1. Develop, staff, and manage the Connection Center.
2. Train volunteers.
3. Keep Center current with literature, sign in sheets, etc.
4. Manage laptops for Sunday Mornings.
5. Facilitate and provide people for Sunday lunch with visitors.
6. Recruit and train people to provide hospitality for large events as needed.
7. Red Cross Shelter.
8. Conferences.
9. Special worship services, and meetings.
3.9 – RELATIONSHIPS MINISTRIES
1. Plan programming for relational ministry programs.
2. Integrate these programs with other family-oriented programming created and coimplemented with the other ministry areas of the church.
3. Address the issues related to premarital training, marriage matters, parenting support,
encouragement in single parenting, and issues concerning blended families.
Membership: Elder Moderator, members of the Relationships Ministry Planning
Team which is composed of leaders from various components of Relationships
Ministries, including but not limited to marriage, parenting, engaged couples,
newlyweds, couples preparing for parenthood, and single parenting.
Staff: Relationships Minister, Relationships Administrative Coordinator, Wedding
Coordinator.
Linkages: Men’s Ministry, Women’s Ministry, Worship & Music and Facilities.
Men’s Ministry
1. Equip men to follow Jesus.
2. Focus either on evangelization, discipleship and outreach.
Membership: Men’s Ministry Elder (as Moderator), Men’s Council Members who
are representatives of various components of Men’s Ministry.
Staff: Relationships Minister.
Linkages: Relationships Ministries.
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Women’s Ministry
1. Provide an inclusive, caring community in which every woman at MDPC may grow
in her walk with Jesus Christ.
2. Nurture women’s faith through prayer, Bible study, and fellowship.
3. Help women discover and use their gifts to serve others in faithful witness to Jesus
Christ.
Membership: Women’s Ministry committee, Women’s Ministry Elder, and
committee lay leaders.
Staff: Relationships Minister.
Linkages: Relationships Ministry, Equipping Ministries

Weddings Ministry
The booklet A Guide to Your Wedding at MDPC details the philosophy, policies, procedures,
and fees for a wedding at MDPC. This booklet is available in the Front Office and
Relationships Ministries. The Wedding Coordinator will work with the Scheduling
Coordinator in scheduling all wedding-related activities.

REACH Ministries
1. Offer quality recreational, educational and sports activities and classes to meet the
needs of the congregation and reach out to the community-at-large in Christian
fellowship.
2. Incorporate outreach components in the program.
Staff: REACH Coordinator and two REACH Registrars.
Linkages: Equipping Ministries.

REACH Ministry Policies
1. Escort: The escort system is structured in a way that is clearest and easiest for the
instructors, that is helpful to the families with children in the REACH program, and
that is safe for the children being escorted. Escort is completely voluntary by the
instructor and they may decline to do so.
2. Scholarships: One REACH scholarship (for 1/2 cost of the class) per family per year
may be awarded.
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Sports Ministries
1. Provide a place for children, youth, and adults of all skill levels to engage in sports,
while enjoying Christian fellowship with others from churches throughout West
Houston.
2. Help families get connected to MDPC through a variety of activities, including sports,
with the goal of active participation and ultimately, coming into a relationship with
Jesus Christ.
Staff: Two Sports Commissioners.
Linkages: Relationships Ministries.

Next Generation Ministries
1. Reach people, post high school through early 30s, whether single or married, who are
interested in developing friendships, pursuing God in new ways, and reaching out to
serve those in need.
2. Reach those who are churched and un-churched.
3. Provide a space to explore and deepen authentic Christian faith; within the context of
safe and transparent relationships.
Membership: Next Generation Ministries Elder and core group of lay leaders.
Staff: Next Generation Minister.
Linkages: Youth Ministries, Equipping Ministries and Relationships Ministries.
3.10 – WORSHIP AND MUSIC MINISTRIES
To work in partnership with the Pastors to provide for the worship life of MDPC, and to
carry out the responsibilities of the Session for worship as mandated in the Book of Order.
Membership: Three worship Elders (one as Moderator) and at-large members as
needed.
Staff: Senior Pastor, Executive Pastor, Coordinating Music Director, Contemporary
Music Director, Traditional Music Director, Creative Arts Director, and
Communications & Media Director.

Worship Committee: Review and plan for worship services and all issues related to worship
spaces, decorations, ushers, concerts, personnel and budgets. Staff members of this team
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include Senior Pastor, Executive Pastor, Coordinating Music Director, Contemporary Music
Director, Traditional Music Director, Creative Arts Director, Media staff, and the
Communications & Media Director. Other lay members may be invited to participate as
needed.
Creative Team: Develops special, creative worship elements and events outside the typical
liturgy in support of the major themes developed by this team and the ministry Elder. The
team consists of one or more worship Elders, worship/music staff, Senior Pastor, Executive
Pastor, Communications and Media Director, and other staff and volunteers may be invited
to participate as needed.

Worship & Music Policies (from the Book of Order):
1. In a particular church, the Session is to provide for worship and shall encourage the
people to participate fully and regularly in it. The Session shall make provision for
the regular: preaching of the Word; celebration of the Sacraments; corporate prayer;
and offering of praise to God in song. (W-2.0000; W-3.0000).
2. The Session has authority to oversee and approve all public worship in the life of the
particular church with the exception of those responsibilities delegated to the Senior
Pastor alone (W-1.4005); and to determine occasions, days, times, and places for
Worship. It is responsible for the space where worship is conducted, including its
arrangement and furnishings; the use of special appointments such as flowers,
candles, banners, paraments, and other objects of art; the overall program of music
and other arts in the church; and those who lead worship through music, drama,
dance, and other arts (G-10.0102d).
Duties of Worship & Music Elders:
1. Leadership of the Worship & Music Ministry is vested in three Elders. These Elders
act together in fulfilling the Session’s responsibilities for Worship. The three Elders
attend Review and Planning meetings, at least monthly.
2. At least one Worship & Music Elder should attend each Sunday and special worship
services. Their duties in this regard include monitoring the order of worship as it
progresses, helping to anticipate and resolve any problems which may arise during
worship services, and keeping a count of the persons in attendance.
3. Worship & Music Elders are also encouraged to attend any special events sponsored
by the Worship & Music Ministry, particularly those held in the Sanctuary or Chapel
and to make a record of the number of persons attending.
4. The Worship & Music Elders make provision for communion elements to be prepared
and set-up on communion Sundays, ensure Baptisms are conducted according to the
Book of Order, lead or communicate weekly with the Creative Worship team, and
review and develop budgets for Worship, Traditional Music and Contemporary
Music. Other responsibilities are assigned by year.
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Worship Elder Assignments:
First-Year Elder
1. Assists the second and third year Elders in preparations for and leadership of
Communion, Baptisms, budgets, and worship services.
Second-Year Elder
1. Responsibility for seeing that Communion supplies are on hand. Work closely with
volunteers and staff to recruit Communion servers and develop plans for the
administering the Sacrament in order to enhance the worship experience as well as
run efficiently.
2. Budgeting Process: Along with the Coordinating Music Director and Contemporary
Music Director, develop the budget for the Worship & Music Ministry for the
upcoming year, attend Stewardship Meetings when possible, and submit budgets to
the Finance Committee.
Third-Year Elder
1. Chairs the monthly Worship Committee meeting; records and submits the minutes of
the meeting to the Session; represents the worship committee in presentations to
session.
2. Lead Elder on baptisms; ensures baptisms are conducted according to the Book of
Order, and that baptism families are given the full care and compassion of the MDPC
family.
3.11 – YOUTH MINISTRIES
MDPC’S Youth Ministries exists to:
1. Nurture love for God, equip youth to live as Jesus’ disciples.
2. Teach the Bible and basic Christian beliefs through classes, activities, and events that
teach and cultivate Christian discipleship.
Membership: Three Elders, two youth volunteers (adult lay leaders), two parents,
two students, one Personnel Committee representative.
Staff: Youth Ministries Director.
Linkages: Middle School Ministries Leadership Team, High School Ministries
Leadership Team.
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4.1 – ACCOUNTING POLICIES AND PROCEDURES GUIDE
The text of this guide is in Section 6 of this manual.
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4.2 – AUDIT OF CHURCH RECORDS
An audit of the financial books and church records shall be conducted annually by an outside
auditing firm that shall be selected by and report to the Finance Committee.
4.3 – MDPC BYLAWS
The congregation of Memorial Drive Presbyterian Church approved the following bylaws
adopted by the Session on August 14, 2011. These bylaws replace any bylaws previously
adopted and approved by the Session and congregation.
Statement of Purpose. Memorial Drive Presbyterian Church U.S. (“The
Church”) is a Texas nonprofit corporation organized under the laws of the State
of Texas with principal place of business in Houston, Texas.
Relation to the Presbyterian Church (U.S.A.). The Church is a member church
of the Presbytery of New Covenant in the Synod of the Sun of the Presbyterian
Church (U.S.A.).
Governance of the Church. These bylaws contain provisions for the regulation
and management of the Church.
Meetings of the Congregation. Meetings of the congregation shall be called by
the Session, by the Presbytery, or by the Session when requested in writing by one
fourth of the active members on the roll of the congregation. An annual meeting
of the congregation shall take place in the church building each year at a time
designated by the Session, at which meeting the congregation may hear reports
and plans from the Session and other church organizations, and transact business
as appropriate. The congregation shall review the adequacy of the compensation
of pastors upon report of the prior review by the Session or a Session committee.
Special meetings may be called by the Session for purposes appropriate to an
annual meeting or such other business as may be proper for congregational
consideration, e.g., matters related to electing officers, calling pastors, pastoral
relationships, buying, selling, or mortgaging real property, requesting that the
presbytery grant exemptions, and permissive powers of a congregation. The
business to be transacted shall be restricted to that which is specified in the call.
At the annual congregational meeting, the congregation shall be provided a
written report concerning a review of the Church’s activities for the prior year.
Notice of Congregational Meetings. Public notice of the meetings shall be given
in printed and verbal form on at least two successive Sundays prior to the
meeting, which can take place following worship on the second Sunday. When
the meeting is called for the purpose of electing a pastor, the notice shall be given
in printed and verbal form at least ten days in advance, which shall include two
successive Sundays.
Moderator of Congregational Meetings. The Moderator of Session (or his/her
designate) shall moderate the meetings of the congregation, and may make such
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rules for the conduct of congregational meetings as he or she regards as
reasonable. When the church is without a pastor, the moderator appointed by the
Presbytery shall preside. If it is impractical for a pastor or the moderator of the
Session appointed by the presbytery to preside, he or she shall invite, with the
concurrence of the Session, another minister of the presbytery to preside. When
this is not expedient, and when both the pastor or the moderator concur, a
member of the Session may be invited to preside.
Secretary. A Clerk of the Session shall serve as secretary of meetings of the
congregation. If a Clerk is not present or is unable to serve, the congregation
shall elect a secretary.
Minutes of Congregational Meetings. The minutes of the congregational
meeting recorded by the secretary shall be attested by the moderator and the
secretary and recorded in the minute book of the Session.
Quorum for Meetings of the Congregation. The quorum of a meeting of the
congregation shall be the moderator, the secretary, and at least 10% of the active
members of the congregation. The secretary shall determine that a quorum is
present. Only active members may vote, regardless of age. The Session or the
Presbytery, when calling a meeting of the congregation, may provide, in its
discretion, for voting by proxy, if then permitted by the Book of Order of the
Presbyterian Church (U.S.A.) and the laws of the State of Texas.
Nominating Committee. The congregation shall form one or more Nominating
Committees for the purpose of electing Ruling Elders (“Elders”) and Pastors.
Each Nominating Committee shall be elected by the congregation, with a slate of
nominees proposed by the prior Nominating Committee. The policies and
procedures for the Nominating Committee are set forth in the church’s Policies
and Procedures Manual.
The Session. The congregation shall elect Elders normally divided into three
equal classes, one class of whom shall be elected each year for a three-year term.
An Elder having served his or her three-year term shall be ineligible for reelection to the Session for a second full term for a period of at least 12 months.
The Session shall form such committees as necessary to carry out its work, as set
forth in the church’s Policies and Procedures Manual. A quorum for a Session
meeting shall be the Moderator of Session or other presiding officer and at least
one-third of the Elders actively on Session, except for the reception and dismissal
of members when the quorum shall be the Moderator and two members of the
Session, and except for the serving of the elements of the Lord’s Supper to those
isolated from the community’s worship which can be extended by two or more
ordained offers of the church. Vacancies of the Session may be filled at a special
meeting of the congregation or at the annual congregational meeting, as the
Session may determine.
Amendments to By-Laws. These by-laws may be amended by Session, subject to
the Certificate of Formation and the laws of the State of Texas, by a majority vote
of the Session members present, provided that the proposed changes in printed
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form shall have been distributed at the same time as the call of the meeting at
which the changes are voted upon.
4.4 – USE OF MDPC EQUIPMENT
In general, church-owned equipment is intended for use on church property. Its use at the
church is requested through the ServiceU scheduling process, generally in conjunction with
other resources needed for room set-up.
On occasion, church-owned equipment may be needed offsite in support of a churchsponsored ministry activity. Use of this equipment must be arranged through the Reception
& Scheduling Coordinator, using the ServiceU scheduling process or the Equipment CheckOut Form.
Communications & Media is responsible for all equipment related to the production of
audio/visual resources including cameras, sound equipment, and designated ministry
computers. These resources, when being used off-site, must be managed and handled by
approved media staff. Contact the Associate Director, Media or the Associate Director,
Communications for additional details.
Kitchen Equipment – See “Kitchen and Dining Rooms.”
All other items: Contact the Reception & Scheduling Coordinator.
4.5 – SANCTUARY OR CHAPEL FLOWERS
The enhancement of the place of Worship through appropriate floral arrangements and/or
accessories is the responsibility of the Worship Committee. Generally, the flowers in the
Sanctuary and Chapel are under the supervision of a volunteer. The flowers in the Sanctuary
and Chapel are provided by anyone who wishes to donate them for a church service by
paying a fee and signing the "Sanctuary Flowers” notebook, which is located at the Front
Office. After use, the flowers are reused in arrangements placed around the church.
4.6 – FUNDRAISING EVENTS
Fundraising events for individual projects have long been discouraged and rarely permitted at
MDPC. Rather, the church has relied upon promoting good stewardship through systematic,
regular giving by participants to support all the work of the church. Systematic approvals
and budgeting of programs and facilities that are necessary and sufficient for the health and
growth of Christ’s church. There are, however, times when the sales of items may be
acceptable. For example, invited outside speakers may request the opportunity to sell books
or other media. There are also certain fundraising projects that have been carried out for
many years at MDPC.
Therefore, fundraising events may be approved by the Executive Pastor as projects in
compliance with guidelines approved by Session. Any fundraising project sponsored by any
group (apart from the annual congregational stewardship program) shall be defined as a
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special project. It is the responsibility of any group considering such a project to submit a
request to the appropriate ministry for approval before proceeding. The ministry must seek
approval of the Executive Pastor for the special project. This step is to ensure overall
consistency of policy, but approval by the ministry or Session does not financially obligate
the church in any way to underwrite the cost of producing the project. The decision of the
Ministry and the Executive Pastor shall be based on the following limitations:
1. That the activity promotes Christian fellowship and growth.
2. That the activity be constructive in nature.
3. That the funds further the program and/or vision for the church.
4. No sales of merchandise, product, ticket, or solicitation of same may be made at the
church on Sunday, except in the area designated for such activity by the Executive
Pastor. A table in that designated area will be made available for this purpose.
5. No more than five groups may be at their respective tables on any Sunday, and these
groups must have already received approval and reserved space at that table with the
Coordinator, Front Office/Scheduler.
6. Advertising will not be permitted in the Sanctuary/Lobby areas unless approved by
Worship Committee.
7. Sales tax must be collected and remitted to the State of Texas for Advent and Lenten
flowers, CDs and DVDs, T-shirts, study books, etc.
8. This policy does not apply directly to specific charges for materials and services
related only to participation in unique events. Such charges are approved in a
separate process.
4.7 – FUNERALS & MEMORIAL SERVICES
All requests for funerals and/or memorial services should be referred to the Caring Ministries
Director who will make the appropriate arrangements with the family for the pastor, facilities
reservations, musicians, sound technician, greeters, and program. The Director will also
serve as liaison between the funeral home and the church and will arrange for a reception to
follow the service if requested by the family.
4.8 – REPORTING HOSPITALIZATIONS, ETC.
All information relating to accidents, serious illnesses, hospitalizations, births, upcoming
surgeries, or death of any church member or within a church member’s family should be
reported immediately to the Director or Administrative Coordinator of Caring Ministries or
to the Caring Ministries Associate Pastors. Information also may be left on the Prayer and
Care Line (713-953-2558) which is monitored throughout each weekday.
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4.9 – INFORMATION REQUESTS
Adult Fellowship Groups ..................... Equipping Ministries Administrative Coordinator
Audio Resource Ministry .............................................................. Media Sales Assistant
Baptisms ..................................................... Worship & Music Administrative Coordinator
Building Use Requests ........................................................................... Facilities Director
Child Care ................................................................................... Child Care Plus Director
Connections ............................................................. Outreach Administrative Coordinator
Preschool ............................................................................. Preschool Ministries Director
Elementary School ............................................................ Elementary Ministries Director
Middle School ........................................................... Middle School Discipleship Director
High School ................................................................. High School Discipleship Director
College ....................................................................................... Next Generation Minister
Church Calendar - Scheduling ...................................................... Scheduling Coordinator
Equipping Ministries ............................ Equipping Ministries Administrative Coordinator
Facilities Use ......................................... Administrative Coordinator of Relevant Ministry
Financial Matters (Pledges, Contributions) ................................... Operations Accountant
Financial Matters (Expense Reimbursements) .............................. Operations Accountant
Food Services ................................................................................. Food Services Director
Funerals/Memorial Services .................................................... Caring Ministries Director
New Members ................................................................ Membership & Renewal Director
Newsletter(s) and Sunday Worship Guide ................ Communications Associate Director
Prayer Chain .............................................. Caring Ministries Administrative Coordinator
REACH Classes ................................................................................. REACH Coordinator
Singles .................................................. Equipping Ministries Administrative Coordinator
Sports Activities ............................................................................... Sports Commissioners
Van and Bus Use ................................... Administrative Coordinator of Relevant Ministry
Website .............................................................................................................. Webmaster
Weddings ......................................................................................... Wedding Coordinator
Worship Screens ....................................................... Communications Associate Director
Youth Fellowship-6th through 12th Grade ................................ Youth Ministries Director
4.10 – INSURANCE
The Operations Director is responsible for providing appropriate insurance coverage of
church assets to protect the church against reasonable liabilities and risks of damage, as well
as recommending to the Finance Committee the amount of funds to be included in the annual
operating budget sufficient to provide prudent insurance coverage.
If property not already owned, rented, or leased by MDPC, then the description, value, and
serial number must be given at least one week in advance to the Financial Services Director
who will secure appropriate insurance. An example might be the rental of vans to support a
mission trip.
In cases in which a contractor is employed to provide equipment or a service (e.g., the petting
zoo at Christmas Eve services), this is provided under terms of a contract, which is reviewed
and approved by the Operations Director.
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4.11 – KEYS AND BUILDING ACCESS
Facilities Access Control Policy approved by Facilities Committee, May 1, 2003
Definitions: This section applies to the issuance of any object, access code, combination,
password or authority which admits a person to a locked or otherwise secured area or
enclosure. A “key” is a metal object used to open a lock, however, within the context of this
document, the term “key” will include brass keys, magnetic cards, access codes, alarm codes,
combinations, and passwords. A “card key” is a magnetic card used to open an electric lock
controlled by a remote computer. A change key typically only opens one lock. A sub-master
key (SMK) will typically open a small grouping of several locks in one department. A group
master key will open a larger grouping of locks in one department. A department master key
(MK) will open all locks associated with or assigned to a single department. A grand master
key (GMK) will open all locks in a large grouping, typically every lock except those which
access high security areas. A great grand master key (GGMK) will open all locks in a
system.
Management of Keys: Keys and key cards will be held and issued by the Facilities
Director. The Facilities Director will have the ultimate responsibility of managing and
securing the keys and key cards. The Facilities Director will issue keys based on the policies
contained within this document or by a written directive from the Operations Director,
Executive Pastor, or Senior Pastor. Whenever the option exists to issue a key or a card key, a
card key will be issued. Keys will be issued at the lowest level and in the fewest number
possible. Lost keys should be promptly reported to the maintenance supervisor immediately.
When a question exists, security will be the deciding factor.
Issuance of Keys: The issuance or transference of any key will be documented in every
instance and acknowledged in writing by all parties.
Members and Volunteers: Keys are issued on a basis of need with some consideration
given to convenience. Need will be defined by the staff representative or employee
responsible for or associated with that ministry. Keys and key cards will be issued to church
members for a period of one year or for the term of office for which the need is associated
(e.g., Elder), whichever is shorter. Members and volunteers who receive keys will be asked
to sign a covenant in which they agree to retain possession of their key at all times and not to
loan it or transfer it to others, agree not to duplicate the key (some keys cannot be
duplicated), and accept responsibility for its loss. A fee may be required to replace lost keys.
Keys may be revoked at any time and without notice by the Facilities Director or Operations
Director.
Staff, Employees, and Contractors: Keys will be issued to staff members, employees, and
semi-permanent contractors for the duration of their employment or contract and may be
revoked at any time and without notice by that person’s supervisor, the Facilities Director, or
the Operations Director. Keys will be issued based on need with some consideration given to
convenience. Need will be defined by the position description/areas of responsibility. Staff
members, employees, and contractors who receive keys will be required to sign a statement
acknowledging receipt of the key or keys in which they agree to retain possession of their
key at all times and not to loan it or transfer it to others, agree not to duplicate the key (some
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keys cannot be duplicated), and accept responsibility for its loss. A violation of this policy
could constitute a breach of employee policies and procedures. A fee will be required to
replace lost keys, but may be waived under certain circumstances. Keys may be revoked at
any time and without notice by the Facilities Director or Operations Director.
4.12 – LOST AND FOUND
Any items of a personal nature, which may appear to have been lost by another person on or
about MDPC premises, should be placed promptly with Lost and Found located at the Front
Office.
4.13 – MAILINGS
Bulk mailings and broadcast emails are administered by the Communications & Media
Director, in accordance with the MDPC Communications & Media Guidebook, a copy of
which is available in the Communications & Media Office.
4.14 – MEMBERSHIP
The Book of Order discusses the "Congregations and Their Membership" in chapter one
(Form of Government section). The following provisions are excerpted from the 2011/2013
Book of Order:
Categories of Membership
The membership of a particular church of the Presbyterian Church USA includes baptized
members, active members, and affiliate members.
A baptized member of a particular church is a person who has received the Sacrament of
Baptism and who has been enrolled as a baptized member by the Session but who has not
made a profession of faith in Jesus Christ as Lord and Savior. Such baptized members are
entitled to the pastoral care and instruction of the church, and to participation in the
Sacrament of the Lord’s Supper.
An active member is a person who has made a profession of faith in Christ, has been
baptized, has been received into membership of the church, has voluntarily submitted to the
government of the church, and participates in the church’s work and Worship. In addition,
active members participate in the governance of the church and may be elected to ordered
ministry. Active members shall regularly, after prayerful consideration, recommit themselves
to the disciplines and responsibilities of membership outlined in The Book of Order (G2.0102)

An affiliate member is a member of another congregation of this denomination or of another
denomination or Christian body, who has temporarily moved from the community where the
church of active membership is situated, has presented a certificate of good standing from the
appropriate council or governing body of that congregation, and has been received by the
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Session as an affiliate member. An affiliate member is entitled to all the rights and privileges
of an active member except the right to vote and hold office.

Other Participants
Persons who are not members of , or who may have ceased active participation in, the
Presbyterian Church (U.S.A.) are welcome and may participate in the life and worship of this
church and receive its pastoral care and instruction. The invitation to the Lord’s Super is
extended to all who have been baptized; remembering that access to the table is not a right
conferred upon the worthy, but a privilege given to the undeserving who come in faith,
repentance, and love. Confessing members of other Christian churches may present children
for baptism, in conformity with The Book of Order (W-2.3014)

Removal from Rolls
A request by any member for removal of his/her name from the roll of the church or for
transfer to another church or to the affiliate member roll should be in writing and signed by
the member. These requests are compiled each month in a report by Membership Services,
upon satisfaction that the request is sincere and not the result of temporary pressure or
temptation. This report is presented to the Session at its regular monthly meeting for
approval prior to removal or transfer of the requesting member.

Membership Directory
A directory of active resident members on the rolls of MDPC may be published periodically,
with supplements that include new members. The Directory is available to members of the
church for a nominal fee.
4.15 – MEMORIAL DRIVE PRESBYTERIAN YELLOW SCHOOL
See Children’s Ministries Section 6
4.16 – MEMORIAL GIFTS
See Facilities Committee Section 3
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4.17 – MDPC NEWSLETTER
The content, publication and all other considerations relating to MDPC Newsletter (printed
and electronic) are administered by the Communications & Media Director, under the
policies and procedures set forth in the Communications & Media Guidebook.
The newsletter is mailed to all resident and non-resident members and regular participants
(who have not opted out), and to others who request it. No external advertising or any item
that could be construed as advertising will be accepted. Check with the editor about
deadlines for news. Only news about events, activities, or programs sponsored or supported
by the Session will be published. An electronic version of the MDPC Newsletter that
contains links to the MDPC website is emailed to members. Members who receive the
electronic version are not mailed a copy of the printed newsletter and will be asked to opt out
of receiving the mailed copy.
4.18 – ORDINATION STANDARDS
The Session of Memorial Drive Presbyterian Church approved a motion at its May 23, 2011
meeting that the Session will continue to hold to and abide by the standards for ordination
contained in the 2010 edition of the Book of Order, G-6.0106b, which states:
Those who are called to office in the church are to lead a life in obedience to Scripture and
in conformity to the historic confessional standards of the church Among these standards is
the requirement to live either in fidelity within the covenant of marriage between a man and
a woman (W-4.9001), or chastity in singleness Persons refusing to repent of any selfacknowledged practice which the confessions call sin shall not be ordained and/or installed
as deacons, Elders, or ministers of the Word and Sacrament.
4.19 – PASTORS’ DISCRETIONARY FUND
Funds are included each year in the approved Operations Budget for use by the Pastors to
assist individuals in need. No family or individual shall receive an annual amount in excess
of $500 from this fund. Repayments are made by recipients on a voluntary basis. The
purpose of the fund is to provide assistance in hardship cases, which may come to the
Pastors' attention. The use of the fund is confidential and at the Pastors' discretion. For
extraordinary needs, the Executive Pastor should be consulted.
4.20 – PRINTING AND COPYING
All materials to be duplicated for committees or programs of the church should be submitted
to the administrative coordinator in the responsible program area. Small jobs may be copied
immediately and in some cases printed in the respective ministry area. Large jobs must be
scheduled for production with the Communications & Media Department.
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4.21 – THE SACRAMENTS
Baptisms: Contact the Worship & Music Administrative Coordinator for scheduling and
counseling. Both the baptisms of adults and infants ordinarily will take place in the presence
of the congregation. In accordance with the Book of Order, exceptions to this procedure may
be made with the recommendation of one of our Pastors and the approval of Session.
Communion: Communion services are held during Sunday worship services at least once
each quarter. Home communion is arranged by the Associate Pastor of Caring Ministries for
homebound members who wish it following the requirements of the Book of Order.
Arrangements for home communion are made through the Caring Ministries Office. Other
communion services are scheduled by the Session upon recommendation of the Worship &
Music Committee.
4.22 – SECURITY
The security of the MDPC buildings and grounds is the responsibility of the Facilities
Director.

4.23 – SUNDAY WORSHIP PROGRAMS AND SCREENS
The Sunday Worship Guide is coordinated by Communications & Media, in conjunction
with Worship & Music. It includes the Order of Worship for Sunday services, select
announcements and advertisements of MDPC activities and events, appropriate stewardship
and commitment messages, and other announcements of general church interest. The
Worship Guide is published in accordance with the policies and procedures set forth in the
Communications & Media Guide. Any separate insert in the Worship Guide must have
approval of the Worship Committee. The sponsor of the insert is required to provide
volunteers to compile worship programs. For information about use of the screens used in
worship, the Connection Center, or the campus screens, contact the Communications &
Media Office.
4.24 – USE OF MDPC FACILITIES
General (All Groups)
1. Church buildings are open weekdays from 7:00 A.M. until 9:30 P.M.; Saturdays and
Sundays from 7:00 A.M. until the end of the last scheduled event (not to exceed 9:30
P.M.).
2. Reservations for use of MDPC buildings or properties must be placed on the MDPC
Church Calendar by the responsible staff person by completing the appropriate form
(electronic or other).
3. Use of the facilities should be scheduled as early as possible to avoid conflicts.
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4. Scheduling for the next calendar year will begin in July of the current calendar year
for the following year only.
5. All groups are expected to provide a responsible contact person through whom
arrangements and changes can be communicated by the Scheduling Coordinator.
6. The Scheduling Coordinator may revoke permission for use of MDPC facilities for
cause or otherwise, with the approval of the Operations Director.
7. Participation in activities making use of MDPC facilities shall not be denied to
anyone because of race, color, or national origin.
8. Leaders of groups using MDPC facilities are responsible for the care of the property
and should make sure that the rooms are left in essentially the same arrangement and
condition as before its use. Trash containing food waste should be placed in the
hallway for pick-up by the custodial staff, and lights are to be turned off prior to
leaving the room/meeting location.
9. Youth and children's groups using MDPC facilities shall have a ministry-approved
sponsor present with them at all times.
10. Smoking is not permitted in any MDPC building, courtyard, or on the grounds.
11. The serving, use, sale, or gift of any form of alcoholic beverages on church property
is prohibited.
12. MDPC program usage of MDPC facilities, for which fees are charged and which
generate income or profit for an individual or group, will be carefully evaluated to
ensure that the fees are reasonable and that such activities are in keeping with
MDPC’s role as a benevolent institution providing a needed community service.
Session approval is required.
13. Nothing is to be fastened to walls, doors, trim, or windows. Posters created or
approved by Communications & Media may be posted on permanent bulletin boards
only. No tape, nails, staples, glue, other adhesives, etc. are to be used elsewhere for
placing signs, pictures, or other items. Improperly fastened or unapproved signs will
be removed without notice.
14. Standing sign holders (available for reservation through the Front Office) and/or grip
strips located outside doors may be used for temporary (1 day or less) directional
signs.
15. Permanent bulletin boards refers to either:
a. Ministry-specific boards (identified by the ministry name printed vertically on
the left side). Only posters/information relating to the particular ministry (or
approved by that ministry) may be posted here.
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b. General, all-church boards (e.g. - two large boards, one across from the Parlor
entrance, one by the Grand Staircase). Only posters/information approved by
the Communications Director may be posted here.
16. Private parties: Ordinarily, no private parties unrelated to the mission of MDPC (such
as birthday, anniversary celebrations, etc) are permitted. Exceptions to this rule will
be considered if submitted in writing to the Scheduling Coordinator.
17. Facility usage will be granted in the following priorities:
First Priority: MDPC programs.
Second Priority: Presbyterian programs.
Third Priority: Other Christian organization or activities.
Fourth Priority: Non-profit organizations.
Fifth Priority: All other groups.

Non-MDPC Groups
In addition to the foregoing policies, the use of MDPC facilities by non-MDPC groups and
for all non-MDPC program activities shall be governed by the following guidelines, with any
exceptions approved only by the Session and/or the Operations Director:
1. Scheduling the use of MDPC facilities for non-MDPC program activities must not
conflict with the scheduling of MDPC program activities.
2. Non-MDPC program activities must be in harmony with the Christian faith and to the
Vision of MDPC.
3. Non-MDPC program usage of MDPC facilities, for which fees are charged and which
generate income or profit for an individual or group are mostly discouraged. No sales
of merchandise, product, ticket, or solicitation of the same may be made at the church
without a written proposal at least two months in advance and MDPC Session’s
approval.
4. The Scheduling Coordinator ensures that those making use of MDPC facilities are
familiar with guidelines and conditions of usage.
5. The Scheduling Coordinator, may revoke permission for use of MDPC facilities for
cause.
6. All persons requesting use of MDPC facilities must complete a Facilities Use
Agreement form and submit it to the Scheduling Coordinator for approval. A
certificate of insurance is required unless advised otherwise by the Scheduling
Coordinator.
7. Non-MDPC program activities making use of MDPC facilities on a long-term basis
are coordinated with the Scheduling Coordinator to ensure an understanding of
facilities use priorities and availability. The Scheduling Coordinator will ensure that
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those making use of MDPC facilities are familiar with the guidelines and conditions
of use of the facilities.
8. Fees for use of MDPC facilities for non-MDPC program activities will be assessed
according to the current Schedule of Fees. This Schedule is approved by the Session,
upon recommendation by the Facilities Committee. The Scheduling Coordinator may
assess fees less or greater than those listed, if circumstances of usage warrant, with
the approval of the Facilities Director or the Operations Director.
9. All persons requesting use of MDPC facilities for an overnight stay must complete a
Facilities Use Agreement form and submit it to the Scheduling Coordinator.

Fellowship Hall
Fellowship Hall is recommended for use as a classroom(s) or meeting space(s) for church
events, church meals, receptions, and non-church events. Fellowship Hall may not be used
for athletic activities. Nothing is to be attached to the walls without prior approval by the
Facilities Director. When privacy is required, schedule rooms 101, 102, and 103 in
conjunction with Fellowship Hall.

Sanctuary and Chapel
The Sanctuary may be used for religious and spiritual services, weddings, funerals,
memorial services, baptisms, and other MDPC-related activities, as approved by the
Scheduling Coordinator. Use of the Sanctuary by organizations not affiliated with MDPC
must be approved by the Scheduling Coordinator.
The Chapel is recommended for the following uses: Worship services, weddings, funerals,
memorial services, baptisms, concerts, classes, and other MDPC-related activities.
Sound reinforcement in the Sanctuary and Chapel: Normally, sound is provided in the
Sanctuary and Chapel for worship services, weddings, funerals, and memorial services only.
For other events that require sound, the request must be made as a part of specifying resource
requirements at the time the event request is scheduled in the Church Calendar system, and
coordinated with the Media team. A specific request must also be made if staff is needed to
work an event. Follow-up should take place directly with the Media Coordinator.

Special Rooms
The Lobby: Food or beverages may be served only for funerals, memorial services, during
Sunday Worship, and special events. Special event requests and arrangements for these
events must be approved by the Worship & Music Committee.
The Prayer Chapel: The Prayer Chapel, located on the east side of the church, just north of
the Front Office (outdoor entrance only), is to be used primarily for prayer and meditation,
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but may be used periodically for weddings, funerals, memorial services, and baptisms as
approved specifically by the Scheduling Coordinator.
The Gymnasium: No food or beverages, except water, may be served or taken into the
gymnasium, except in the case of major events that provide for protective floor covering. No
items are to be attached to the walls, doors, or windows in the gymnasium. The gymnasium
is intended to be used by MDPC ministries for athletics and special events. Rental of the
gymnasium is for the purpose of providing a place for children, youth, and adults to engage
in sports while enjoying Christian fellowship in a nonprofit environment. Sports camps,
clinics, private leagues and lessons, or any kind of sporting event that generates profit to an
individual or organization is discouraged. Rental of the gym must not interfere with MDPC
programs or activities. Sports commissioner schedules the gym for all MDPC leagues and/or
MDPC sporting events. Inquiries that require payment are scheduled by the Scheduling
Coordinator. “Open gym” is available on a first come, first serve basis as long as the gym is
not in use and a MDPC staff person is overseeing. Adult supervision is required.
The Parlor: The Parlor is recommended for the following uses: receptions, fellowship group
activities, study sessions (which are not held on a regular basis), family room for weddings,
funerals and memorial services, and small meetings. Nothing may be attached to the walls,
doors, or windows of the Parlor. No furniture may be removed from the Parlor. Food and
beverages may be served for special events, as approved by the Scheduling Coordinator.
The Sanctuary Bride’s Room: The Sanctuary Bride’s Room is used primarily as a dressing
area for bridal parties, a gathering area for the Pastors on Sunday mornings, and a pre-concert
gathering place for performers. It is also available during the week for meetings. Nothing is
to be attached to the walls, doors, or windows of these rooms.
The Chapel Bride’s Room: The Chapel Bride’s Room is recommended as a dressing area
for bridal parties in preparation for weddings in the Chapel and for such uses as classes,
small groups, and committee meetings. Nothing is to be attached to the walls, doors, or
windows of these rooms.
Classrooms (all buildings): Classrooms in all buildings are recommended for the following
uses: classes, committee and group meetings, and other MDPC-related events.
Items may be posted only on the permanent bulletin boards.
No items are to be attached to the walls, doors, or windows of these.

Playgrounds
As we value the importance of children’s play and safety, MDPC has designed ageappropriate areas for outdoor play for both Preschool and Elementary-aged children. Below
are the policies and procedures for use of these outdoor play facilities:
1. The Preschool Playground: Preschool-aged children are invited to enjoy the
courtyard playground located between the Ministry Center hallway and the Preschool
Classrooms. This playground is available for use on weekday afternoons and
weekends. This playground is designed for children 12 months through 5 years of
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age. All children must be accompanied and supervised by an adult while on the
playground.
2. Licensing Requirements prohibit public use of this playground during Children’s Day
Inn (CDI) operating hours.
3. The Elementary Playground: Elementary-aged children are invited to enjoy the
playground located at the North end of the property between the Church Life Center
and the Fellowship Hall. This playground is designed for children ages 5 through 12
years and is available for public use during church hours of operation. Adult
supervision is required.
4. The Yellow School Playground: The playground at the Yellow School is designed
and maintained by the Yellow School and is reserved for Yellow School and churchsponsored preschool activities only. Public use of this facility is prohibited.

Scout House
1. The MDPC Scout House is intended to be used for MDPC activities with priority
given to all activities serving the MDPC Scouting program.
2. General rules for use of the Scout House will follow the building use guidelines
defined in Use of MDPC Facilities (page 46) of the Policies and Procedures Manual,
plus the following:
a. All events must be scheduled on the Church Calendar.
b. Adult leaders must be present with youths at all times.
c. All groups are responsible for paying for repairs due to damage caused while
using MDPC facilities outside of normal wear and tear.
d. Groups are required to leave the Scout House arranged and as clean as they
found it before their use. Equipment must be stored away and personal items
removed from the meeting rooms.
e. No material or equipment (other than scout equipment) may be stored in the
building. Scout equipment is to be stored only in the garages and attic area.
f. Nothing shall be placed, taped, attached, or tacked to any wall or ceiling of the
Scout House. Permanent decorations are limited to those belonging to the
Scout Program.
g. No smoking or alcoholic beverages are allowed in the Scout House.
h. Few non-MDPC groups are anticipated to use the building. In the event that
such use is requested and approved, an appropriate fee from the Schedule of
Fees will be charged.
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Kitchen and Dining Rooms
The kitchen and dining rooms are intended to be operated by the Food Services Director
without expense to the church, except for the salary and benefits of the Director, staff, and
the costs of regular custodial help, which are approved annually as a part of the Budget.
Meals or refreshments including, but not limited to, costs of food, disposable goods, cleanup,
table settings, extra custodial help, etc., will be paid for by those served or by the group
making the request for service. Volunteers participating in the preparation or service of
meals will be invited to share the meal in fellowship at no cost. Fees charged to non-MDPC
groups are expected to recover costs of all food service, including those of the Director and
any paid help.
The dining rooms are available for use only to church groups, except in specific cases when
approved by the Food Services Director, and the Scheduling Coordinator. These facilities
shall be used only for functions consistent with the principles of MDPC and only at times not
conflicting with any church-related functions.
All reservations for food service and the use of the dining rooms must be made through the
Church Calendar by the responsible staff person. Requests for use by a non-MDPC group
will follow the normal procedure as outlined in other sections of this MDPC Policies and
Procedures Manual.
The kitchen is under the supervision of the Food Services Director at all times. The Food
Services Director or his/her designated representative will be present at all times the kitchen
is in use.
No one shall be allowed to use the kitchen facilities or any kitchen equipment except the
Food Services Director and those working under her/his supervision. The equipment and
furnishings may not be borrowed or removed from the kitchen. By special arrangement,
centerpieces may be borrowed by church-sponsored groups.
Only the Food Services Director; members of the Food Service Staff; the Scheduling
Coordinator; the Facilities Director; the Executive Pastor, and the Operations Director will
hold keys to the kitchen area. At the discretion of the Food Services Director, keys may also
be given to Food Service Ministry Elders; Food Service Committee members; Caring
Ministries Director; and custodial staff; but the intent is to minimize the number of keys
issued. Only the Food Services Director, and one committee member shall have keys to the
safe.
The General Ledger of the church provides receipt and expenditure accounts for Food
Service Ministry. All receipts and expenditures will be charged to these accounts, with the
approval of the Food Services Director. The Financial Services Office provides a monthly
accounting for receipts and expenditures, which is available electronically to the Food
Services Director, and through the Director to the Food Service Committee.
All kitchen volunteers must attend training sessions as scheduled by the Food Service
Director. Kitchen Staff on duty shall wear uniforms and shoes provided by the church.
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4.25 – CATERING
1. As a service to the congregation and an outreach to the community, soup and other
food items may be offered for sale from the kitchen.
2. “Pot Luck” events may be held with the permission of the Food Services Director
when properly scheduled with the Scheduling Coordinator. The group having the
event must pay the related costs (such as disposable goods, beverage service, clean
up, dish room labor, table settings, linens, extra custodial services, etc.).
3. An outside caterer, with the approval of the Food Services Director may cater
approved events. The caterer must have all items prepared prior to arrival. None of
the church equipment can be used, including refrigeration, ovens, holding boxes, etc.
A representative of Food Services must be present, and payment must be made prior
to the event. The fee is $80.00 for the first three (4) hours, and $25.00 for each
additional hour.
4. The Food Services Director is permitted to cater wedding receptions at MDPC
provided the wedding is at MDPC and the party making arrangements pays the entire
cost for the services. A 25% down payment is required at the time the event is
booked, and payment in full is required on the day before the event.
4.26 -- WEDDINGS
See page 32.
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5.1 – BUDGET ADMINISTRATION
The financial well-being of MDPC is the responsibility of the Session and the Staff.
Individual ministry budgets are clearly defined in accordance with those responsibilities and
in support of the MDPC vision.
5.2 – ACCOUNTING POLICIES
1. The Annual Church Operating, Capital, and Outreach Budgets must be maintained in
accordance with and follow the accounting policies as established by the Finance
Committee of the Session. These policies include:
a. The financial statements are prepared in accordance with generally-accepted
accounting principles, policies, and procedures.
b. The church maintains its accounting records on the accrual method of
accounting.
c. Operating, capital, and benevolence net assets are classified as Unrestricted,
Temporarily Restricted, or Permanently Restricted.
d. As monies are collected, they are classified into the categories referenced
above. Since the Session is the governing body of the church and will have
the final approval of the annual operating, capital, and outreach budgets,
members are encouraged to make unrestricted contributions to the church so
that all ministries will be adequately funded. During the times of special
needs, such as a major capital funds drive, Temporarily Restricted Funds will
be established to meet those needs. A donor of funds may also place
Temporary or Permanent Restrictions on the use of the funds given, and the
Finance Committee will have the authority and obligation to accept or reject
such gifts.
e. Non-cash gifts: see page 66
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5.3 – DOLLAR-FOR-DOLLAR OUTREACH
MDPC exists to “see to it that no one fails to obtain the grace of God” (Hebrews 12:15).
Growing in God’s grace occurs through evangelism, discipleship, and community impact. In
each of these areas, a commitment to lifestyle generosity is one of the unifying, fundamental
building blocks. Dollar-for-Dollar focuses on financial generosity and intends that for every
dollar spent on operations for the benefit of church members, a dollar is spent on outreach.
Outreach is joining God in ministry to the world through a combination of our money, our
resources, our prayers, and our compassion. As people participate in God’s Kingdom work,
they will grow in their own walks with Jesus. This commitment to giving is carefully
managed and regularly measured.
Lifestyle Generosity/Dollar-for-Dollar outreach is intended to provide a discipline which
promotes careful stewardship of funds received by MDPC and encourages the maximum use
of volunteer workers in assisting and performing the work of the church.
5.4 – ACCOUNTING BUDGET FOR OUTREACH
MDPC’s outreach giving is managed by the church’s Outreach Ministry under guidelines
established by the direction of the Session. Expenses for church operations exclude
capital expenditures, debt service, operating income or loss from the Yellow School or
Children’s Day Inn, property insurance, legal fees, and net restricted and enrichment
expenses. Our financial books reflect these policies:

1. Cash payments for qualified and Session-approved outreach are recorded as outreach
expense on the monthly operating income statement. Each recipient or program
supported by MDPC outreach is listed in the church’s Annual Report of Outreach and
Finance.
2. Procedures used for setting the annual Outreach Budget and recording the costs of
MDPC-managed outreach programs and overhead are outlined below (see also
Policies under Outreach Ministry in Section II). A Resolution by the Session of
MDPC was adopted in November 1998, which outlines the Policy on Financial
Statements Accounting for Dollar-for-Dollar Outreach Goal (see Appendix A).
3. Outreach Expense: A target for each year is based on matching the church’s Ministry
Operating Expense (the total of the combined operating expenses of Pastoral and
Support Ministry) for the current year (excluding capital expenditures, debt service,
operating income or loss from the Yellow School or Children’s Day Inn, property
insurance, legal fees, and net restricted and enrichment expenses).
4. The total outreach target is presented by the Budget Committee and adopted as the
budget for Outreach Expense in the coming year when it is approved by Session as
part of the Operating Budget.
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5. Outreach Expense Budget: Outreach Ministry presents an Annual Outreach Budget to
Session for approval that allocates the Outreach Expense among several broad
categories: MDPC Ministry Outreach Programs; Presbyterian Causes and
Evangelism; Children, Families and Education; Health, Homeless, Prison, and
Shelter; Spring Branch and Hunger; Global Missions; Ministry Sponsored Outreach
(those funds used by ministry areas to go out and to outreach), and Iglesia Fuente de
Esperanza, our Hispanic church ministry.
6. Committee responsible: The budget is administered by the Outreach Ministry
committee upon recommendations from Outreach subcommittees Global Missions;
Spring Branch and Hunger; Presbyterian Causes and Evangelism; Health, Homeless,
Prison, and Shelter; Children, Families, and Education; and Fuente. Partnership
funding is recommended on the basis of MDPC priorities and goals.
7. Session considers recommendations of specific gifts and new programs that are
recommended for approval by these committees on a monthly basis.
8. MDPC Ministry Outreach Programs, typically the largest category in terms of dollars,
includes programs and services carried out by MDPC ministry areas for the benefit of
others and designated gifts from individuals and the congregation.
9. MDPC’s outreach programs are individually budgeted for the year and no line item
may exceed the budget limit unless approved by the Outreach Committee.
10. Designated Gifts and Special Offerings are estimated in the budget and totals are
adjusted as special offerings are received. Receipt and payment of these gifts do not
increase or decrease the total amount of Outreach Expenses during the year.
11. Operating Outreach is the share of total operating expenses (staff and facilities)
involved in providing outreach to others. The amount of this share, in dollars for the
coming year, is approximated in the following process and is approved by Session as
part of the budget process.
a. Based on a survey conducted in 2011 of the time devoted to outreach by the
senior staff of the church, the entire staff was estimated to be at least 25% of
its dollar-weighted time in outreach activities. This 25% was increased from
20% in the 2011 budget year and the percentage was confirmed by the Time
Study done in 2011. The budget committee recommends that this Time Study
be done every 3 years to either verify or adjust the outreach allocation
percentage.
b. This percentage is applied to the actual of total Ministry Operating Expense
for the current year to calculate a dollar amount of expense allocable to
Operating Outreach (account # 740-000) in the current Budget year.
c. Operating Outreach is accumulated in operations accounts (salaries, benefits,
supplies, facilities, etc.) and transferred monthly (via journal entry) from
operating expense to outreach expense.
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12. Ordinarily, changes are not made during the year in the Outreach Expense or the
Operating Outreach budget amounts unless operating expenses vary significantly
from budgeted amounts.
13. If any changes in the total of the Outreach Expense or Operating Outreach are
believed necessary by the Finance Committee, these changes must be approved by
Session.
14. Changes within the budget among MDPC Ministry Outreach Programs (or the other
outreach categories) are usually made by the Outreach Ministry, but if any such
changes are material, they should be reported to Session.
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6.1 -- ACCOUNTING POLICIES AND PROCEDURES GUIDE
Purpose: This accounting guide will assist Memorial Drive Presbyterian Church employees
in planning a financial transaction and preparing the paperwork, along with required
supporting documents(s). If unsure about such an action, one may contact an employee in
Financial Services for advice on appropriate procedures to follow.
Understanding Financial Stewardship in Spending: The Ministries have the authority and
responsibility to manage budgeted funds. The Directors have the delegated authority and
responsibility to manage budgeted accounts. Good stewardship in the use of funds requires
an understanding of appropriateness, use of common sense, and a continual check of the
budget limitations of the related expense account. Good stewardship is more than just being
under budget; it also is being prudent. The Director of Financial Services and the members
of the Finance Committee are obligated to the congregation and the Session to oversee and
provide guidance to the ministries. There must be good communication and cooperation
between Financial Services, and the Finance Committee, the Session, and the ministries.
This Accounting and Procedures Guide recognizes that there should be trust, cooperation and
understanding in managing the financial budget.
Expense Appeal/Resolution Process: In the event that the Director of Financial Services, a
member of the Finance Committee, or a designated check signor does not agree with the
appropriateness of a reimbursable expense, the Executive Pastor, Treasurer, and the Director
of Financial Services will review the requestor’s appeal. A decision by this group will be the
final determinant in resolving the reimbursement question.
Check Request: The check request form is used when an invoice, statement, or some other
form of receipt that is payable to a vendor has been received. The form is for a purchase
transaction that does not satisfy the requirements of a Purchase Order. In other words, the
items have been received and the invoice will arrive at a later date. When making a
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purchase, one should submit a tax-exempt certificate to the vendor. A current version of this
certificate is available on the shared file. Submit the receipt along with the completed Check
Request form to Financial Services within a week of the purchase. This form also is used by
members who are requesting reimbursement for church-related purchases that were paid with
personal funds. Staff are encouraged to inform and assist members regarding these
guidelines. Therefore, members will observe good stewardship in the use of church funds,
and prepare the paperwork in a complete and correct manner. Sales tax will be reimbursed
up to $2.00, based on the total purchase amount shown on the check request.
The information on the form should include the name and address of the vendor or the
individual requesting reimbursement. Also, enter the date, invoice number (if applicable),
total check amount, account numbers(s) to record the transaction, amount distributed by
account, and the name of the account. The name of the account will verify that the proper
account number is being used. The “For” line should include a description of the nature of
the transaction. This line is important to Financial Services since it provides an information
field for the accounting database. The “Requested By” line should have the signature of the
individual who prepared and submitted the form. The Pastor or Director should use the
“Approved By” line if another staff employee prepared the form, or if an MDPC member
prepared the form. The processing of a reimbursement check normally will occur in the
week the report is submitted, if Financial Services receives it by the end of the day on
Wednesday of that week. The check should be signed and available for the individual on the
following Monday.
Business Expense Report: The Business Expense Report form (available on the shared file)
is used to request reimbursement of employee out-of-pocket expenses. This form also is
used when an advance of funds was made and excess funds are being returned along with
receipts for expenses. All boxes on the form are self-explanatory, and should be completed
with the correct information. All names of individuals who are recipients of a meal, gift, or
part of an event need to be shown on the form. If an event expense includes more than ten
individuals, then the number of people will be indicated instead of the names. A receipt or
some form of descriptive record must support each expense amount. An expense cannot be
reimbursed unless there is supporting documentation to accompany the expense. This would
include receipts, bills, etc. The supporting documentation ordinarily will contain the amount,
date, place, and the nature of the expense. If cash register receipts or other small supporting
documents are used, they should be attached to letter-size paper. Sales tax will be
reimbursed up to $2.00 based on the total reimbursement amount shown on the business
expense report.
The individual who is requesting the reimbursement should sign on the “Employee
Signature” line. The signature of the appropriate Pastor or Director should be on the
“Requested By” line. The Director of Financial Services should sing on the “Approved By”
line. The process of a check normally will occur in the week the report is submitted if
Financial Services receives it by the end of the day on Wednesday of that week. The check
should be signed and available for the individual on the following Monday.
Receipts: The Receipts Forms is used for cash and check collections in preparation for a
bank deposit. The Receipts Form must be submitted with all cash and check collections that
are given to Financial Services for deposit. All boxes on the form are self-explanatory, and
should be completed with the correct information.
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VISA Credit Card: The MDPC VISA Credit Card is to be used only for the purpose of
church-related business. It is not acceptable to use the card for personal transactions with the
intent of reimbursing MDPC. One should submit a tax-exempt certificate to the vendor. The
cardholder has sole responsibility for the security and use of the card. Only the cardholder
should use the card. If the cardholder allows the use of the card by another individual, the
cardholder remains responsible, liable, and may be subject to disciplinary action if the card is
misused. Receipts (along with the Business Expense Report as a supporting document) for
the transactions should be submitted to Financial Services within a week of the purchase. As
an option, you may collect all of your receipts, prepare the Business Expense Report, and
submit all of the completed paperwork when it is due. If receipts are not submitted by the
announced cut-off time, the unsupported charges will be recorded in the Pastor/Director
Discretionary Account, or the Director of Financial Services will determine the account
recording.
Retail Credit Cards and Store Accounts: Retail cards in MDPC’s name (and not in an
employee’s name), such as a gasoline card, are retained by Financial Services. An employee
must sign for the card and return it the same day, if feasible. When making a purchase with a
store account (an MDPC account under your name), such as Sam’s Club, submit the store
receipt along with a completed check Request form to Financial Services within a week of
the purchase. The retail cards and store accounts are to be used only for the purpose of
church-related business. It is not acceptable to use a retail card or store account for personal
transactions with the intent of reimbursing MDPC.
Petty Cash Fund: The purpose of a petty cash fund is to have funds available for an
unexpected situation or for emergency use. The withdrawing of funds is not to be made for
routine and normal expenses that should appropriately be submitted on a business expense
report. Current and accurate records must be available for audit by Financial Services or a
member of the Finance Committee if ministries maintain a petty cash box. A physical count
of the petty cash fund also will be part of the audit. The records must how the date, name of
the individual making the withdrawal, account number, purpose, amount, and remaining
balance in the petty cash box. Withdrawals should ordinarily not exceed $50 per request.
Cell Phone Use: If the cell phone is the property of the MDPC, the use of the cell phone
should be limited to church-related business. However, common sense allows for a brief call
to a family member or friend. The user should make every effort to monitor and remain
within the time limitations of his/her phone plan. The user may periodically evaluate a
change in the individual cell phone plan; however, the user should have prior consultation
with the Director of Financial Services in order for the Director to assist in the choosing of
the plan and phone equipment.
Speaker/Independent Contractor: In order for payment to be made for services performed
by a guest speaker or contractor, the employee should obtain the speaker/independent
contractor’s Social Security number/tax identification. IRS Form W-9 should be used for
this purpose.
Special Gifts: In general, a special gift should be an expression of thoughtfulness or
appreciation given by the church to an individual or group of individuals. The intent of the
special gift is to recognize volunteer efforts, exceptional work, and/or pastoral/outreach
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considerations of a MDPC member. The church will reimburse up to a $25 limit per
member, per annum. This limit should include the reimbursement of sales tax. According to
the IRS, a church is treated in the same way as any other employer regarding tax rules for
employee business expenses. The $25 limit is based on guidance from IRS Publication 463
regarding reimbursement by the employer for the expense of a gift. The church cannot
reimburse for a gift that is cash, a gift certificate, or a similar item that the recipient could
easily exchange for cash. The Internal Revenue Service considers these types of gifts from
employer to employee as taxable income.
Other Gifts: In general, other gifts would be acceptable for certain occasions. The
following gifts will be reimbursable or non-reimbursable by the church. The dollar limit is
$25, which includes sales tax.
Reimbursable gifts include:
1. Retirement.
2. Special church events in recognition of employee’s exceptional work.
3. If a Pastor, by invitation, is attending a family event of an MDPC member, the pastor
may be reimbursed for a gift up to a $25 limit, including sales tax.
Non-reimbursable gifts include:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Cash.
Gift Certificate.
Other gifts easily exchanged for cash.
Birthday.
Baby Shower.
Births.
Holiday events.
Party gifts.
Other non-church related events.

The above types of non-reimbursable gifts relate to giving from staff employee to staff
employee, as well as from staff employee to an MDPC member. The proper documentation
for reimbursement of a gift expense should include:
1.
2.
3.
4.
5.

Date of purchase.
Total cost including sales tax.
Description of the gift.
Name(s) of the individual(s) receiving the gift(s).
The church-related purpose of the gift(s).

Meals (non-travel): When at all possible, meals with members should be arranged to make
use of the church Food Service facilities. When a staff employee is having a meal with an
individual(s) for legitimate business purposes, the church will reimburse the employee’s cost
and the individual’s. The meal costs should be reasonable and prudent. Meals involving
relational ministry or leadership development with a member should not be a frequent event.
Meals involving only staff employees are not reimbursable (with the exception below).
Meals involving a pastor and a staff member, or a Director and a staff member, are not
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considered reimbursable expenses. Alcoholic beverages are not reimbursable. On a semiannual basis, it is appropriate for a ministry to have an appreciation luncheon for the
employee staff as a group. However, reasonable and prudent cost should be considered in
the selection of the restaurant. The proper documentation to support the meal cost
reimbursement will include:
1.
2.
3.
4.

Date.
Location.
Name(s) of the individual(s) attending.
A description of the nature and purpose of the church-related business.

Use of the Pastor’s Discretionary Account: The discretionary account was established by
the Personnel Committee to be used by the Pastor/Director at his/her discretion. However,
discretionary transactions should be church-related business expenses. Also, refer to prior
section on the VISA Card regarding undocumented charges.
Special Events and Retreats: Assistance from anyone in Financial Services is available to
any ministry planning a special event/retreat. The early exchange of information and
cooperation regarding the required paperwork will minimize problems in the future. The
information provided in advance to Financial Services should include date of the event,
location, number of participants, the need for an advance of fund, etc. The program and/or
work group chairperson(s) should work with Financial Services to ensure that payments and
contributions are handled properly.
Travel Expenses: Employees may be reimbursed for normal and reasonable travel and other
expenses incurred for church business. Travel costs include expenses for transportation,
lodging, meals, and other related items. The church will not reimburse on a per diem basis.
All reimbursements are based on actual expenses. An expense will not be reimbursed unless
there is supporting documentation for the expense. This could include receipts, bills, etc.
Travelers who share expenses will not be reimbursed until all travelers have submitted
individual Business Expense Reports.
Air travel reservations should be made in advance to ensure that the ticket is purchased at the
lowest available discount fare. Travel expense reports for foreign travel must have amounts
completed in U. S. dollars, with the exchange rate noted on the report. Receipts for hotel,
rental, car, airfare, etc. should be labeled as such in English.
It is not necessary to accept automobile rental insurance when renting a car. MDPC has
insurance coverage for this purpose. Incidental charges, such as gratuities and long-distance
calls, are reimbursable if they are considered reasonable and appropriate. Alcoholic
beverages are not reimbursable. Entertainment expenses are not reimbursable. When
traveling for MDPC, the employee can expect to pay local and state sales taxes. Any such
tax will be reimbursed.
Use of personal automobiles will be reimbursed at the prevailing rate per mile as established
by the Internal Revenue Service. A detailed listing of the mileage traveled is required as a
supporting document for reimbursement. Maintenance and repairs that may occur during a
trip are not reimbursable. A Business Expense Report and the supporting documents should
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be submitted to Financial Services within 15 days after completion of the trip. An advance
of funds may be obtained from Financial Services a week prior to the trip.
Relocation Expenses (moving and attendant expenses): MDPC will follow the guidelines
for employee reimbursement that relate to an “Accountable Plan.” Accountable plans are
described in IRS Publication 463. All reimbursements are based on actual expenses. An
expense will not be reimbursed unless there is a supporting document to accompany the
expense. This could include receipts, bills etc.
6.2 – BUDGET PURPOSES AND PREPARATION PROCESS
Purpose: The primary purposes of the annual Operating, Capital, and Outreach Budgets are:
1. Set the expected needs of the various ministries to achieve their programmatic and
operating goals in support of the MDPC vision.
2. Set forth the funds to support the programs of the Outreach ministries.
3. Serve as the basis for expenditure controls so that each ministry can operate in
accordance with its plans. They are allowed to exceed these control limits only by
securing prior approval for additional spending.
To serve these purposes, budgets are prepared with estimates of the church’s expected
financial needs to support each of its approved initiatives and are administered with enough
flexibility to accommodate unforeseen additional requirements. To accomplish these goals,
Elders of the Session should participate with the Staff leadership to develop sound budget
commitments and expenditure controls.
Budget Preparation Process: The following procedures have been adopted to guide
preparation of the Annual Operating, Capital, and Outreach Budgets under the direction of
the Operations Director (The accounting or fiscal year is the calendar year):
1. By August (approximately five months before the beginning of a new accounting
year), Financial Services, under the direction of the Operations Director, prepares
ministry budget worksheets. These worksheets contain current year-to-date financial
data, blank spaces for Expected Actuals for the current year, and blank spaces in
which to enter budget requests for the coming Budget Year.
2. The Expected Actuals in paragraph 1, above, provide the basis for a mid-year review
of the current year during the initial meeting of the Budget Committee in September.
This review may result in requests that spending be adjusted during the final three
months of the year.
3. Later in September, the ministries return the completed Budget Worksheets to
Financial Services as Budget proposals for the coming Budget Year. These proposals
are then compiled and organized for review by the Budget Committee or
subcommittee appointed for this purpose. The ministries may be called to appear
before the Budget Committee or its appointees to explain major changes in budget
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categories or ministry priorities, including major differences between expenses
proposed in the Budget and those approved for the first year of the three-year
Operating Plan, which is updated each year to identify resources required to
implement the Long-Range Plan of the church.
4. During October, the Personnel Committee provides to Financial Services its
recommended provision for salary and benefits adjustments to be incorporated in the
Budget for the following year. This provision is allocated among personnel during
December and early January in sufficient time to recognize compensation changes in
the first payroll distribution of the new fiscal year.
5. The Proposed Budget for the upcoming year is presented to the Session in November
for its initial consideration.
6. The Session is then asked to approve the Budget in December (or approval may be
deferred by the Session to January of the coming Budget year when the annual
Stewardship Campaign will have been completed and the actual financial results of
the just-completed year are known).

Responsibilities of Session Ministry Moderators and Ministry Staff:
1. When requested, Ministry Moderators and Staff will submit Operating, Capital, and
Outreach Budget proposals to the Operations Director and Financial Services for
consolidation and analysis in preparation for review and approval by the Budget
Committee. The Budget Committee subsequently submits its recommended Budget
proposals and revisions to the Session for approval.
2. Financial statements are prepared each month by the Financial Services Director, and
reviewed monthly with the Finance Committee, where variances are clearly noted and
explained.
3. Through the mid-year review process in September, revenue and expense
expectations may identify needed spending reductions. If deemed prudent by the
Budget Committee, a revised budget for the current year may be recommended to the
Session for its approval.
Resolving Differences Among Operating, Capital, and Outreach Expenditures
Any questions concerning the classification of expenditures among Operating Expense,
Capital Expenditure, or Outreach Expense should be referred to the Financial Services
Director. Appeals may be submitted to the Finance Committee for resolution. The
classification of expenditures as Operating or Capital will be in accordance with provisions
set forth in the Capital Investment Procedures Manual approved by the Session.
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Non-Cash Gifts
Gifts to Support Operating Expenses – Operating expenses are generally accounted for on
a cash basis, so a non-cash donation for work done free of charge or a donation of books,
paper, craft materials, etc. is not entered into the accounting records. Correspondingly, no
contribution credit is given to the individual for such donations, and no matching of outreach
dollars is required. An exception to this may be necessary for the contribution of services of
a professional nature. An example would be the contribution of architectural or legal
services when the value of the services would be a material event requiring recognition in
accordance with generally-accepted accounting principles.
Outreach Gifts – Appropriate non-cash gifts of food, clothing, furniture, etc. are welcomed
by the church. Contributions credit is not reflected on the donor’s Contribution Statement,
but a signed acknowledgment of the gift will be given to the donor. As these non-cash gifts
are given by the church to needy individuals and charitable organizations, an accounting
entry is recorded for the approximate value, charging “non-cash outreach expense” and
crediting “non-cash receipts.”
Non-Cash Capital Gifts – Appropriate non-cash capital gifts may be accepted by the church
through Financial Services. A signed acknowledgement of the gift will be given to the
donor, but the Contribution Statement of the donor will not show any dollar value of the gift.
The donor has the responsibility to obtain the necessary appraisals for valuing the gift in the
donor’s records.
Exception for Listed Securities – The gift to the church of publicly-traded securities listed
on the various stock exchanges will be recorded at the average of the high and low value of
the stock on the date the gift is formally received by the church. While the value of this type
of gift cannot be shown under current IRS regulations on the contributions statement of the
donor, a letter acknowledging the gift will be sent to the donor, designating the average of the
high and low value of the stock on the date the gift is formally received by the church. The
church will sell the securities as quickly as possible so that the gift will approximate the
value that the donor intended.
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6.3 – CAPITAL INVESTMENT PROCEDURES MANUAL
Introduction: In July 2003, the Session adopted the Capital Investment Procedures Manual,
which is included here by reference. The Capital Investment Procedures Manual is available
in the MDPC Administration Offices. This manual should be consulted when considering a
capital expenditure.
Highlights: The manual establishes a series of procedures for identification, justification,
and approval of capital investments; outlines the processes for preparing one and threeyear investment plans and revisions; and provides guidelines for the delegation of authority
by the Finance Committee to approve requests for Authorization for Expenditure based on
the dollar limits.
Funding for capital projects can come from one of two sources: 1) during the annual
budget process a portion of the annual Operating Income can be allocated for the annual
capital budget 2) donor restricted gifts. The Restricted Gift Policy establishes the
Executive Pastor as the account owner.
An advisory committee composed of the following individuals will manage the capital
restricted account as follows: Executive Pastor, Treasurer Elect (Moderator), Business
Administrator, Facilities Elder, Information Technology Elder, and the Strategic Issues
Elder. The committee will meet as needed with the objective of establishing strategy for
utilization of the account funds, recommending annual capital budget funded by the
restricted account, and prioritizing capital projects for funding.
Documents and procedures used in the capital investment process include the following:
1. Capital Investment Proposal (CIP) for inclusion in future investments plans; due from
each Ministry and Department in October during the annual budgeting process, and for any
new project at others times.
2. Three-Year Investment Plan to summarize all CIP‘s of projects needed in the next three
years.
3. Capital Project Summary of the Annual Capital Investment Budget to summarize all CIP‘s
of projects needed in the coming year.
4. Authorization for Expenditure (AFE) requests submitted for approval to delegated
committees prior to the time when funds are to be committed.
5. Notification of changes in investment project list:
a. Deletions: due quarterly; amounts released to the Contingency Fund.
b. Additions: for emergency repairs or unforeseen program needs, funded through
the annual Contingency Fund.
c. Supplements: for increases in expected project costs, funded from the
Contingency Fund.
6. Expenditures that qualify as a capital investment are defined as any expenditure that is:
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a. Tangible property (a building, a truck, a painting, office furniture and equipment,
a camera, software, etc.) in excess of an amount designated in the Capital
Investment Procedures Manual and redefined from time to time with the approval
of the Session (currently $250).
b. Expected to have a useful life of three years or more.
c. A major repair to tangible property, which extends the useful life of that property
by three or more years.
d. Includes purchased materials, equipment, and labor (both outside contract labor
and church staff labor).
Following endorsement by the appropriate committees involved in capital projects (Technology
and/or Facilities), Delegated project approval limits, which may change from time to time with
the approval of the Session, are as follows:

CAPITAL
INVESTMENT
APPROVAL LIMITS
(1) (2)

Budgeted Projects
Contingency Projects
(per Session approved
Capital Budget)

Business
Administrator

$15,000

$10,000

Finance Committee

$100,000

$100,000

Session (3)

No limit

No limit

(1) $1,000 is the minimum monetary value at which an expenditure is classified as a
―capital asset in the accounting records of the church.
(2) Any addition of software, peripheral, or other hardware must be approved by
Technology Staff for connectivity and compatibility, prior to financial commitment,
regardless of approval limit.
(3) Except in instance of ―buying, mortgaging, or selling real property, which requires
congregational and Presbytery approval.

6.4 – EMPLOYEE HANDBOOK
This section is located in the master hard copy of this Policies and Procedures Manual,
located in the MDPC Administration Offices.
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6.5 – CHILDRENS’ MINISTRIES
Children’s Ministry Leadership Commitment
Our leaders commit themselves to:










Worship regularly.
Grow in their own faith.
Pray for their students and their families.
Prepare for and lead class sessions.
Work cooperatively with children and parents.
Develop their skills.
Communicate with fellow leaders.
Share joys and concerns.
Strive to develop the character of God in their own lives and in the lives of children.

All Sunday School leaders are adults and youth who have completed a screening process as
outlined in MDPC Child Protection Policy (copies available upon request from the
Children’s Ministry Staff). These requirements apply to all leaders who minister with our
children.
You are one of more than 150 people who will serve as leaders in MDPC Children’s
Ministry. Leaders serve in a myriad of ways – as preschool teachers, small group leaders,
worship leaders, storytellers, substitute teachers, greeters, administrative assistants, large
group leaders, and in numerous behind-the-scenes roles.

Our Vision
MDPC Children’s Ministry is…





A loving, safe, creative and fun community.
Guided by the Holy Spirit as we prayerfully study the ways of Christ.
To engage and equip our children and families.
To be compassionate in service and generous in BLESSing others.

6.6 – MDPC CHILD PROTECTION AND SAFETY POLICY GUIDELINES
Memorial Drive Presbyterian Church believes that we are called by God to create a safe
haven for all children in our care, protecting those who are powerless, and empowering them
through faith and trust. During each baptism of an infant, child, or adult into this covenant
community of faith, this church pledges to uphold that person in Jesus Christ and to teach,
strengthen, and support them.
MDPC has adopted a zero tolerance Child Abuse Policy based on three principles:
1. Controlling the environment within which children’s activities take place.
68
Revised 1/2016

2. Screening and training personnel who are involved with children’s activities.
3. Prompt investigation of alleged incidents of abuse.
Environment/Facilities:
1. The Two Person Rule applies at all children’s activities at the church. Staff or
leadership should be notified if a volunteer finds him-herself alone so another person
can be added to the room. This is in everyone’s best interest, both children and
adults.
2. A parental permission form must be completed for each child who participates in any
program or activity outside regular on-campus classes and meetings. These include
off-campus service trips and off-campus fellowship activities.
3. A parental permission form must be completed for each child who participates in a
situation involving one adult. This includes tutoring, mentoring, discipleship,
teaching, coaching counseling. Such meetings should take place in public facilities
with a window or open door.
Volunteers and Staff (Personnel):
1. Staff, independent contractors and volunteers are required to complete a Volunteer
Application annually to be submitted to the Human Resources Department.
2. Information disclosed on an application will remain confidential, but may be used in
the decision to accept an applicant for involvement in a children’s program.
3. Criminal background checks will be run on all applications by the Human Resources
Director.
4. All volunteers will participate in a mandatory training annually.
5. A Covenant of Excellence will be signed by all volunteers and staff.
6. All Children’s Ministry volunteers will wear identification nametags when working in
Children’s Ministry.
Incidents:
1. If there is a suspicion that a child is a victim of abuse, it must be reported
immediately to a ministry director or pastor. It is required by law to report suspected
child abuse. The abuser should not be directly approached regarding the suspicions.
Although such incidents are rare it is important that action is taken when it is believed
that children are being harmed.
2. Alleged incidents involving child abuse should be referred to a ministry director who
will refer them promptly to the Human Resources Director. The person reporting the
incident will give a written statement to the Human Resources Director where it will
be kept on file.
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6.7 – CHILDREN’S MINISTRIES ON SUNDAYS
Attendance Procedures: Taking attendance each Sunday for Children’s Ministry is an
important way for us to stay connected with our children and families. We implement the
following procedures to obtain the most accurate information. Our attendance procedures are
supported by our greeters/welcome team.
Registration and Check-In Process
Regular Attendees: All children must be registered, either online or at the kiosks located
around the church. Once they are registered, they must be checked in at the kiosks to receive
a printed adhesive name tag and a security tag which includes classroom assignment and any
allergies. The name tag will be placed on the child and the parent keeps the security tag. At
the end of the worship hour the parent will return to the designated location to pick up their
child and they will give the security tag to the child’s leader, thus confirming that the right
child is with the right parent.
Guests: We are always so happy to have guests with us in Children’s Ministry. Guests
register and check in at the kiosks located around the church to receive a printed adhesive
name tag and security tag which includes classroom assignment and any allergies. The name
tag will be placed on the child and the parent keeps the security tag. At the end of the
worship hour the parent will return to the designated location to pick up their child and they
will give the security tag to the child’s leader, thus confirming that the right child is with the
right parent.

Safety Plan:
Fire Alarms: Volunteers, staff and children leave the building by the nearest exit towards
the west side of the building. Before leaving, a head count of children will be done. Parents
may gather with the class, but children do not leave until everyone has returned to the
classroom and a final count has been made. Room 117 and 118 leave the building according
to the route posted on the classroom door, at the nearest exit by Blalock Road.
Other Safety Emergencies: The Children’s Ministry follows the church-wide procedures of
MDPC.
Medical Emergencies: If a child has any medical concerns, parents are to note at
registration and verbally inform the Children’s Ministry staff. We will do our best to meet
the needs of the child. If an emergency happens when a child is in our care, the procedures
we follow are to find medical assistance, find the parent, and follow the instructions of the
doctor. If it is a severe emergency, 911 will be called immediately and then follow their
procedures.
Healthy Child Policy: The expectation is that parents will bring healthy children to attend
the programs. If a child is not feeling well or gets sick during their time at MDPC, a member
of the Children’s Ministry staff or Leadership team will notify the parents.
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Galaxy – Elementary Ministry
Gathering Location: Kindergarten – After kindergarten age children are checked in at the
kiosks by their parents, they will proceed to their designated classrooms. First through fifth
grade – are checked in at the kiosks by their parents, they will proceed to the Galaxy. After
the children are in large group in the Galaxy, they will proceed to their small group
classrooms.
Pick up Process: Kindergarten to third grade – Parents will give their printed security tag
that they received that morning at check in to the classroom leader when they pick up their
child from their small group classroom. (An older sibling, middle school age or above, can
also pick up but they must have the security tag.) Fourth through fifth grade – are the only
age that may meet their parent in a different location of the church and will be released from
their small group classroom. (i.e. Welcome Center).
Late Pick Ups: Children that have not been picked up by the end of the worship hour will
gather in “The Zone” where they will be supervised until their parent/guardian picks them
up. Their name tags will remain on them.
Attendance for Volunteers: If a situation arises on Saturday or Sunday that prohibits a
volunteer from serving, please call the Elementary Ministry Director at the church number to
leave a message or send an email before 7:30am on Sunday morning.
Ark Adventures – Preschool Ministry:
Gathering Location: After the preschooler is checked in at the kiosk, receives a name tag
and security tag they will proceed with their parent to the room number listed on the name
tag they are wearing. Preschoolers are divided into rooms based on age.
Sign In: When both the parent and the preschooler arrive at the designated classroom listed
on the name tag, the parent will sign in their child on the sign in sheet, located just outside
the room, stating their location during both service hours.
Pick up Process: Parents will give their printed security tag that they received that morning
at check in to the classroom leader when they pick up their child from their classroom.
Attendance for Volunteers: If a situation arises on Saturday or Sunday that prohibits a
volunteer from serving, please call the Preschool Ministry Director at the church number to
leave a message or send an email before 7:30am on Sunday morning.
Nut Free Area: The Preschool/Nursery area is a nut and peanut free zone.
Security Gates: Since the Preschool and Nursery classrooms are located on busy hallways,
security gates are used at the door ways of classrooms that minister to two year olds and
younger.
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Special Blessings (Ministry to Children with Special Needs):
Gathering Location: After the child is checked in at the kiosk, receives a name tag and
security tag they will proceed with their parent to room 207.
Sign In: When both the parent and child arrive at room 207, the parent will sign in their
child on the sign in sheet, located just outside the room, stating their location. The parent
will receive a pager while their child is in Special Blessings.
Pick up Process: Parents will give their printed security tag that they received that morning
at check in to the classroom leader when they pick up their child from their classroom along
with the pager that they received.
Attendance for Volunteers: If a situation arises on Saturday or Sunday that prohibits a
volunteer from serving, please call the Special Blessings Ministry Director at the church
number to leave a message or send an email before 7:30am on Sunday morning.
Bathroom Procedures: Special Blessings aids in bathroom breaks but does not engage in
any diapering process.
Nursery Adventures – Child Care Plus Ministry:
Gathering Location: After the child is checked in at the kiosk, receives a name tag and
security tag they will proceed with their parent to the room number listed on the name tag
they are wearing. Babies and toddlers are divided into rooms based on age.
Sign In: When both the parent and the preschooler arrive at the designated classroom listed
on the name tag, the parent will sign in their child on the sign in sheet, located just outside
the room, stating their location during both service hours. Parents of babies and younger
toddlers will receive a pager while their child is in the nursery.
Pick up Process: Parents will give their printed security tag that they received that morning
at check in to the classroom leader when they pick up their child from their classroom along
with the pager they received.
Labels: Parents are asked to label everything that comes in the child’s bag.
Security Gates: Since the Preschool and Nursery classrooms are located on busy hallways,
security gates are used at the door ways of classrooms that minister to two year olds and
younger.
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6.8 - CCP and ARK ADVENTURES NURSERY MINISTRIES

Our VISION for MDPC Nursery Ministry:
We teach children about, and tangibly model God’s love for all children in a nursery that is warm,
loving, clean, safe and fun.

Our MISSION for children and their families at MDPC

MDPC Children’s Ministry is…
A loving, safe, creative and fun community
Guided by the Holy Spirit as we prayerfully study the ways of Christ
To engage and equip our children and families
To be compassionate in service and generous in BLESSing others

CARE OF CHILDREN
WHAT PARENTS CAN EXPECT FROM MDPC CAREGIVERS:
1. That they will listen well – to instruction for care left by parents, and especially for
any special care or help that will be needed over the course of care.
2. That caregivers will follow instructions left by parents.
3. Caregivers that provide a warm, loving atmosphere in their room.
4. Caregivers who make every effort to learn the names of the children in their care.
5. To be met at the door by the caregiver so the child may be taken into the room
without the parent entering.
CORRECTION OF CHILDREN:
If a child is displaying inappropriate behavior, caregivers will always speak calmly to
children and re-direct them. If the child is having a particularly rough day, they may be
given a reflective sit-time in order to help them gain control before playing again with other
children. Children will never be physically reprimanded at MDPC.

SECURITY
In order to insure the safety of every child in our care, we observe a strict security policy in
our nursery:
1. All staff members must submit to a background check at the time of
employment.
2. 2 nursery workers must be present with children at all times. It is never acceptable
for one (1) nursery staff to be caring for children alone – even if it’s only one (1).
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3. Private babysitting may not take place on church premises. Due to liability issues,
MDPC does not make recommendations of caregivers for private babysitting.
4. Clear visibility from hallway into room must be maintained at all times.
5. When taking a child to the bathroom, please leave the door open for safety of other
children in classroom.
6. Caregivers will make sure that all children in their care are signed in on the
appropriate sign-in sheets, have a nametag on them, and any personal items labeled.
7. Caregivers will adhere to our Pick-up policy by collecting the corresponding
identification label from the family before releasing the child from our care. If they
cannot present the label, the CCP Director must be notified to respond to the
situation.

HEALTH AND WELLNESS
WELLNESS POLICY
In order to insure a healthy environment for all children in our care, please ask parents to
keep their child home if they exhibit any of the following:
Fever
Vomiting
Green or yellow runny nose
Excessive coughing

Diarrhea
Questionable rash
Discharge in or around the nose
Any communicable disease

If a child becomes ill in the nursery, please notify the Nursery Director and the parent
immediately, so that they can take their child home.
If a child is being treated with an antibiotic, they must receive medications for at least 24
hours before returning to the nursery.
For the protection of our children, we ask all caregivers to follow the same guidelines.

EXPECTATIONS OF ALL MDPC CAREGIVERS:
Warm, loving disposition and ability to create similar environment in the room.
Professionalism –
dressed neatly and cleanly, all manner and language is
always courteous and professional
Dependability –
comes to work, ready to work and on time.
Accountability –
regularly checks in with supervisor(s), especially if changes
in scheduling are necessary
Cleanliness

SICK LEAVE
If a caregiver becomes ill, they must notify Mimi Wells or Jennifer Lien by 7 a.m. that she/he
will not be in to work.

EMPLOYEE WORK SCHEDULES
Weekday/Wednesday Night/Special Events Schedules:
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Caregivers will be guaranteed a minimum of three hours of work for each event
and/or given the exact amount of hours they will be needed to provide care. If the ratio of
caregivers to children is too high (i.e. 3 caregivers for 2 children) the supervisor will ask a
caregiver of their choice to either help with a project (cleaning rooms, etc.) for the rest of the
scheduled time period or give the option to have the caregiver clock-out.
Sunday morning scheduling:
Caregivers who are working on Sunday morning and have a caregiver to children
ratio that is too high at 11:15 hour will be given the following choices:
1. Caregiver will assign to work another room or work in the Preschool Sunday
School room.
2. Caregiver may go to worship at 11:15 Service.
3. Caregiver may clock out early and leave.
When using Playground
Check the playground each time for trash, loose nails, breaks in equipment, etc. Report
any playground and outdoor equipment maintenance needs to the director right away. On
you day to set up the playground, please put away toys and equipment in the storage area.
Station yourselves all around the playground and observe the children carefully, stepping
in when necessary or occasionally to redirect and/or enhance play or the help children
expand upon an observation. Playground time is learning time too. Make it meaningful!
Cell Phones
Cell phones must be kept turned off. Personal phone calls may only be made or received
while you are on your break. If you must call someone please use the phones in the
hallways. Do NOT talk on your cell phone outside, in the classrooms or in the hallways.
Please encourage family members to contact you through the church phone number.
Emergencies will be handled on an individual basis.

ANNUAL PERFORMANCE REVIEW
Annual performance reviews will be conducted for each staff member by his/her supervisor
at the end of each calendar year. Performance reviews are intended to facilitate and
document communication between an employee and his/her supervisor regarding an
employee’s effectiveness in attaining the goals of Memorial Drive Presbyterian Church. The
performance review should accomplish the following:








Enable the employee to focus on his/her position as a ministry;
Acknowledge the employee’s strengths and accomplishments;
Clarify expected performance standards;
Identify the extent to which the employee meets or exceeds these standards including
achievement of his/her goals;
Clarify performance areas where improvement is needed;
Develop an action plan to correct or enhance performance;
Identify training needs to enhance job-related skills; and
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Set future performance goals and expectations.

Effective employee development requires frequent discussion between supervisors and
employees. However, periodic formal written documentation is necessary. Performance
review documentation shall be made on the form provided by Memorial Drive Presbyterian
Church. Each supervisor shall review an employee’s performance with the employee and
both shall sign the review form indicating that the review has taken place.

MID-COURSE CORRECTION
When a caregiver needs to have a correction made to their behavior and/or job performance
as a CCP caregiver the following steps will be followed:
1. Caregiver will be given a verbal and/or written reminder about the expectations of
our CCP program.
2. Caregiver will be given a written warning that will be signed by both the
caregiver and supervisor.
3. Caregiver will be dismissed from their service at MDPC.

ISSUES AND CONCERNS
Who to go to?
The MDPC Children’s ministry has a team philosophy that requires us to work together in an
orderly fashion. If an issue, question, and/or concern arise please follow the contact people
outlined below.
1. Mimi Wells; Director of CCP
If needed will contact the Children’s Ministry Director
2. Jennifer Lien, in Mimi Well’s absence

EMERGENCY PROCEDURES
FIRE ALARM EVACUATION POLICY
In the event of a fire alarm, teachers should lead her class quietly and calmly outside to their
designated spot(outside amphitheater) and remain there with the children until notified by the
director(or person designated by the director) to return. One teacher should be at the head of
the line and the other teacher at the end. The last person to leave the room should close the
door.
The CCP director and Preschool Ministry director will check the building to make sure
everyone has left. Take you class list with you. Count the children before leaving the room.
Infants or non-walkers in rooms 118,117 are to be placed in the evacuation cribs, the cribs
are wheeled out of the room according to the route posted on the classroom door. (Exit to the
door next to the washer and dryer room). Stay with your children at all times. Do not return
to the classroom until you hear the ”All clear signal”. Please do not release children to
parents during the fire drill. Once we have re-entered the rooms parents may pick up their
children.
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EMERGENCY PROCEDURES FOR LOST/MISSING CHILD
1. The person who first becomes aware of the missing child will contact CCP Director or
Preschool Ministry Director for that child’s grade level.
2. CCP Director or Preschool Ministry Director will using walkie-talkie to notify the
other grade level of the situation.
3. CCP Director or Preschool Ministry Director will notify Children’s Ministry Director,
then the Front Office will then contact facility staff and local police on site with
whatever information is available.
4. CCP Director or Preschool Ministry Director will assign volunteers(to monitor doors
as follows
CCP Director: 2 volunteers to cover the CDI and West Entrance to
The Narthex Courtyard
Preschool Ministry Director: 3 volunteers to cover the North, Kitchen
and West doors.
Children’s Ministry Director/Facilities Director: will assign staff
members to search buildings and grounds.

5. Unless critically needed to monitor or search, CCP Director or Preschool Ministry
Director will remain at their designated location to serve as contacts for the searchers
and door monitors. CCP Director or Preschool Ministry Director will have one
additional walkie-talkie which will be given to the searchers for communication and
coordination.
6. If the child cannot be found the Front Office will be asked to contact local police.
7. Children’s Ministry Director and Facilities Director or in their absence, a designated
alternate, is responsible for all activities related to the search.

IN THE EVENT OF SEVERE WEATHER
1. Infants and young toddlers should be taken to the hallway outside of the rooms.
Using the evacuation cribs and a blanket for each child should be taken, along with
the parent sign in sheets. Preschool age children should line up in the hallway by their
classrooms.
2. Classroom doors should be closed. All double doors should be closed.
3. After all children are to evacuation spots, teachers should take roll and account for all
their children.
4. Children should be placed sitting facing the wall and given a blanket to cover their
head.
5. All teachers should remain calm but alert. Children should be spoken to in quiet
soothing voices and reassured about their safety.
6. Children may return to their classrooms only when a nursery supervisor gives the
word that the Storm Warning is no longer in effect.
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TOY WASHING POLICY
We will observe the strictest standards to keep all toys clean
1. Due to the variety of ages served in a given classroom over the course of the week,
most toys will be stored in the break room, and organized by age group.
2. Caregivers should retrieve a laundry basket of clean toys each morning.
3. Any and every time a child puts a toy in his/her mouth, it must be placed in the
“dirty” laundry basket to be washed at the caregivers earliest opportunity.
4. If there is time during the service/day, the toys in the “dirty” basket should be washed
in a bleach solution (1 part bleach to 10 parts water) and dried (air drying is best)
5. Once toys are washed, they can be returned to the “clean” laundry basket and used
6. Sunday toys should be returned to the break room to make room for weekday toys.
7. Linens must be placed in all cribs once a child has left for the day or if a different
child will be using the crib.
8. At the end of the day, all equipment, larger toy surfaces and mats should be wiped
down with a disinfectant wipe and placed in the appropriate storage space. Any
remaining toys in “dirty” basket should be washed and put back in the “clean” basket
before returning toys to the break room.
Monthly inspections and inventory of toys should be performed to insure general safety and
cleanliness of all toys. Any toys inspected and found to be broken or damaged should be
removed from use and replaced.
DIAPER CHANGING POLICY
1.
2.
3.
4.
5.

Keep everything needed for change handy
Wash hands and put on gloves
Stay with child at changing table – never leave child unattended.
Place wet or soiled diaper in plastic bag
Use diaper wipe to clean diaper area, wiping from front to back. Place used wipe in
bag with soiled diaper.
6. Put clean diaper on child and remove child from changing table
7. Remove disposable paper cover from changing table. Dispose of paper cover,
knotted bag with diaper & wipe.
8. Spray area thoroughly with Lysol or Lysol wipe
9. Wash hands thoroughly.
10. Record diaper change on child’s daily information sheet.

____________________________
CCP Caregiver Signature

_______________________________
Date

_____________________________
CCP Director Signature

_______________________________
Date
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6.9 – The Little School at MDPC Parent Handbook
THE LITTLE SCHOOL AT MDPC
11612 MEMORIAL DRIVE
HOUSTON, TEXAS 77024
(713) 490-9267
WWW.MDPC.ORG
LICENSED BY TEXAS DEPARTMENT OF PROTECTIVE AND
REGULATORY SERVICES
S T A T E M E N T

O F

P U R P O S E

The Little School at MDPC is an extension of the Christian Education ministry of the church. Fully realizing
that the early years of life are the most important for laying the foundations of faith, social, emotional and
cognitive development, the school:




Provides each child with acceptance, respect and love in a Christian environment by caring adults
Provides a place where children can learn about their uniqueness as children of God, develop new
relationships and learn about their expanding world and
Provides an environment in which each child is free to explore, experiment and make decisions.

From 1996 to 2006 The Little School at MDPC was accredited by the National Academy of
Early Childhood Programs, part of the National Association for the Education of Young Children.
However, recently the Academy has rewritten the criteria and we are uncomfortable with some of
the new guidelines. Therefore, we have dropped this accreditation for now and are waiting to see how
some of the issues will be handled. We are also studying some other options for accreditation. In
the meantime, we continue to adhere to the old NAEYC standards under which we were last
accredited in which a high quality program was defined as “one that meets the needs of and promotes
the physical, social, emotional and cognitive development of the children and adults – parents, staff
and administrators – who are involved in the program. Each day of a child’s life is viewed as leading
toward the growth and development of a healthy, intelligent and contributing member of society.”

PROGRAM

PHILOSOPHY

We believe that every child is unique and each child should be allowed to grow at his or her own rate. We
plan a balance of self-directed and teacher-directed activities that aid each child in growing physically,
socially, emotionally, spiritually and intellectually. Our staff serves as positive role models for the children;
they provide care that is supportive, nurturing, warm and responsive to each child’s individual needs. We
strive to create an environment in which each child develops a good self-image and a sense of self-worth.
We present a planned program geared to what we believe is developmentally sound and educationally
beneficial. No one is more needed in a child's life than the person he/she loves the most. You have the
greatest power over his/her effort, growth, and destiny.
We help each child grow physically by using developmentally appropriate toys in the classroom; by
planning both gross motor and fine motor activities, and by including outside or gym time in each daily plan.
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We promote social skills by planning group activities that involve interaction and sharing, by modeling
appropriate behavior, by praising good behavior and by redirecting inappropriate behavior.
We build each child’s self-esteem by using positive reinforcement to shape behavior and skills, by
showing our acceptance of diversity and creativity in the classroom, and by encouraging each child to
develop his/her God-given gifts.
We encourage each child to grow spiritually by saying grace before snacks and meals, by singing
Christian songs, by reading Christian books and by celebrating Christian holidays during the school year.
We develop each child’s intellectual abilities by singing simple songs, by acting out stories and songs,
by reading aloud and talking about what was read, and by asking open-ended questions, which helps the child
to develop his/her thinking processes.

STATE

LICENSING

The Little School at MDPC is licensed by the State of Texas’ Department of Protective and Regulatory
Services to provide care for 135 children daily who are 3 months through 3 years. As a licensed facility, we
operate using the Minimum Standards for Day Care Centers as a basic guideline for setting policy and
procedures. A copy of the Minimum Standards is available through the school office and online at
www.dfps.state.tx.us. Parents are welcome to review the State Minimum standards, and the center’s most
recent Licensing inspection report at anytime. The report is posted outside of the THE LITTLE SCHOOL AT
MDPC office, and the Standards can be obtained by asking the office staff.
The address of the local Licensing office is PO Box 16017, Houston, Texas, 77222-6017 and the phone
number of our licensing representative is 713-940-5283. The child abuse hotline is 1-800-252-5400. You
may also report suspected abuse or neglect at www.txabusehotline.org.

ELIGIBILITY

AND

ADMISSION

Educational child care is available to any family in the church or community without regard to race, color,
creed, religion, national origin or ancestry.
At The Little School, enrollment is ongoing. This means that new families may submit
registration applications throughout the school year. The Little School at MDPC will only accept
online registrations through the MDPC website. A registration fee is to be paid at the time of online
registration. Families with children currently enrolled will register online beginning in February for
the following school year.
Families who do not currently have a child at the school may begin their online registration in
September for the following school year. Once placement for currently enrolled children and their
siblings has been completed in February, new family applications will be placed, in the order that they
were received, as follows:
Current Families and their Siblings

 Currently enrolled, MDPC members
 Currently enrolled, NON - MDPC members
New Families

 Children of MDPC members
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 Children who have had siblings at the school in the past
 Children who are new to the school
When placement is completed and classes are filled, remaining applications will be placed on a waiting list
in the same priority as above. Families will be notified as soon as a space becomes available. Any applications
received after the placement date will be placed on a first come, first serve basis.
Although each child is admitted by chronological age, every effort will be made to meet the emotional,
social, intellectual and physical needs of the individual child on a developmental basis. We reserve the right to
assess each child's developmental needs before and during enrollment to confirm the proper placement of each
child. Proper placement allows us the opportunity to give maximum consideration for each child’s individual
needs.
When a child is enrolled in the school, the enrollment application will be reviewed for completeness, the
registration fee will be secured, the monthly tuition fee will be identified, and a confirmation for classes will
be offered. The parents and child are encouraged to tour the center and to spend time in the classroom and
meet the prospective teachers. Tours are offered by appointment while the classes are in session.
When a child is placed or enrolled in a class, the staff will make every attempt to arrange for your child
to visit the school before his/her first day. This visit is to allow the child to see his/her new teacher in the
context of his/her own classroom and to get acquainted to his/her new surroundings. The classroom visit is not
used as a basis of selection in any way, but serves the child well in working through an adjustment period in
his/her new school. You may visit the campus to observe your own child and/or program activities at any time.
Mentioning that you are there to the office staff would be appreciated.
A child with special needs will be evaluated by parents, consultants, and staff to see if the school can be
beneficial to him/her. The Director will recommend to the Parent Advisory Committee action to be taken on
each request for the enrollment of a special needs child, if necessary. We will make any necessary
modifications for each child with special needs enrolled in the school.
Conferences in regard to your child's progress can be arranged upon request. You will be referred to
persons who provide special services if we feel that your child needs further evaluation of his/her school
performance.
Funds are available for families needing financial assistance. MDPC asks that scholarships be reserved for
families with an annual income of $50,000 or less, unless special circumstances apply. Please contact The
Little School at MDPC Director for further information. Tax records may be requested during the scholarship
evaluation process.

A G E

G R O U P I N G S

Our classes are usually based on the child's age as of September 1st for the academic school year of
September through May. Placement is determined by the school’s administration and is further based on
parental input, teacher input, and the administration's assessment of the child's developmental level. Parent
requests for placement may be made but final placement will be determined by the school’s administration. The
age groupings in the classrooms are primarily set in six month age ranges as this has been determined to be the
most developmentally appropriate.
Groupings are somewhat flexible, however, and a child may be moved from one group to another to meet
special needs. Children will intermingle on the playground, during special activities and for whole-school events.

S TA F F
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The Little School at MDPC has adopted a policy of hiring which requires all full-time/part-time lead
teachers and teacher assistants to fulfill the requirements of the Texas Department of Protective and
Regulatory Services Minimum Standards for working with young children. The staff has been carefully chosen,
not only on the basis of their educational background and experience, but also for their personalities and for
the warmth, love and concern they exhibit towards children. Background checks, fingerprint examinations and
references are obtained on all staff members.
All staff members are knowledgeable early childhood educators, and participate in a continuous program
of in-service education and studies for professional advancement in order to remain alert to the ever-changing
needs of today's families and to the findings of current research. All staff members are required to obtain at
least 24 clock hours of training within the field of early childhood education (including SIDS, Shaken Baby and
Child Abuse and Neglect training) annually in addition to CPR and First Aid.
The Little School at MDPC is an equal opportunity employer and demonstrates no discrimination with
regards to race, color, creed or national origin.

P R O G R A M S
The Little School at MDPC opens at 9:15 AM and closes at 2:30 PM, Monday through Friday. A child can
enroll for one to five days a week and pick any combination of days according to the space available for each
session. There are two sessions each year, a 9-month Fall/Spring session, which runs from September through
May, and a 7 or 8 week summer session in June and July.
We offer an early bird and extended day session each day for an additional charge. The early bird room
is open from 8:30 - 9:15 AM and extended day is available from 2:30 – 3:30 PM, 2:30 – 4:00 PM or 2:30 – 5:00
PM. Families may sign up by the semester, month or individual day dependent upon availability.

Substitution Days
No make-up days or daily refunds will be made if your child is absent on his/her scheduled day or if The
Little School is cancelled due to weather problems outside of the control of the school or church. A substitute
may be found for your child by using the class list provided early in the semester. (For example, a Friday only
child may substitute for a Monday only child.) The arrangement and payment of daily fees are strictly between
the parents and do not involve the office.

Guest Days
If your child attends The Little School and there is an opening in his/her room on a day he/she
normally does not attend, you may check with the office to make arrangements for him/her to attend
that one day. When your child attends as a guest, you will pay a fee in the school office. Guest days
and substitution days are not the same thing. Substitutions are arrangements made between parents
in the same classroom. Guest days are arrangements made in the school office.

ENROLLMENT

AND

FEE

INFORMATION

In addition to the required enrollment forms listed below, the following fees and tuition must be
submitted prior to the child entering the program;
1. An annual registration fee.
2. The May tuition for the fall/spring semester.
3. If enrolled for the summer, one half of the tuition for the summer session with is due
by May 15th.
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WE ARE UNABLE TO OFFER ANY DISCOUNTS ON THESE FEES AND, ONCE YOUR CHILD
HAS BEEN ACCEPTED INTO THE PROGRAM, THESE FEES ARE NON-REFUNDABLE.
The Little School at MDPC is a non-profit program and tuition is based on the actual costs of operating the
school divided by the number of students enrolled. Fees and tuition are set annually for the entire school year
by The Little School at MDPC Parent Advisory Committee and are approved by the session of Memorial Drive
Presbyterian Church. Detailed registration information and fee schedules are available from the school
Director and/or are available on the website. The annual fees are divided into nine monthly payments, due by
the 10th day of the month. Payments will be considered late after the 12 th day of the month and a $20 late
fee will be assessed. Payments are the same regardless of the number of school days in each month. A 3%
discount will be given if full tuition is paid in the fall. Discounted tuition fees are offered to families that have
2 or more children in the program at a rate of 10% off of the child or children with the lowest rates. If you
have a child enrolled at the Yellow School, you may take a 5% discount off of your tuition rate in both
programs. Discounted fees are for monthly tuition only and do not include registration fees or activity fees.
Only one of these discounts will be allowed per family. It is the family’s responsibility to inform us of these
discounts, we will not reimburse you for discounts not taken.
No credit will be given in any programs for absences, emergency closures, family vacations, or partially
attended months due to illness. Any changes in enrollment procedures will be communicated via the
website and the enrollment packet.

Please keep in mind the following policies regarding financial arrangements:
1.
In the case of withdrawal, two weeks' written notice must be on file and is required before any tuition
will be considered for a refund. Registration fees are never refunded. No credit on tuition is given for
regularly scheduled school holidays and vacation periods. The preschool calendar follows as closely as possible
the Spring Branch School District calendar, the same vacation, and holiday periods; the last day of spring
programming is noted on the calendar.
2.
A tuition fee will not be modified for absences due to short-term illness.
3.
Checks must be made payable to THE LITTLE SCHOOL AT MDPC. You may bring your tuition payment
to the school office or bring it during pick-up and drop-off times. You may choose to mail your payments to:
The Little School at MDPC – 11612 Memorial Drive, Houston, Texas 77024. These need to be sent with enough
time to reach the school by the 10 th day of each month.
4.
Our teachers and teacher assistants do not accept payments. Please do not give your tuition check to
them. Your account may be paid by check, cash or money order.
5.
A parent who does not pick up their child by 2:30 PM will be assessed an administrative late fee of $5.00
and the parents will be charged an additional fee of $5.00 for each additional 5 minutes. Unless the parent
contacts the center and special arrangements are made, these fees will not be avoided. Any children who have
not been picked up by 2:30 PM will be taken to THE LITTLE SCHOOL AT MDPC office to wait for their
parents.

R E Q U I R E D

E N R O L L M E N T

P A P E R W O R K

At the time of enrollment, you must have the following forms on file in our office:
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1.
ENROLLMENT INFORMATION - identifies both parents/guardians of the child, contact phone numbers
of those listed and to whom your child may be released. Please be sure you or your child's guardian is listed
and anyone else who may be authorized to pick up your child. This form must be completed and signed prior to
the child’s admission into the program.
This form also contains permission to participate in water activities, and participation in special events.
All children must have the signed permission on file in the office PRIOR to attending these events. If we do
not have this form on file, your child may not attend even with your verbal consent. You will still be notified of
any water activity day, scheduled to take place at least 48 hours in advance of the activity; these events are
listed on the calendars given out by the teachers.
2.
HEALTH REQUIREMENT FORM - your child's health is a matter of major importance to all of us. We
provided you with a health form that must be signed by your child’s physician. The physician must have
examined your child within the past year. We also require that your child have certain immunizations, which we
keep on file in the office. THE LITTLE SCHOOL AT MDPC must receive updated immunization records on an
annual basis and/or as immunizations are administered to your child.
The medical report must be in our files on the day of your child's enrollment. If medical diagnosis and
treatment and/or immunization and TB testing conflict with your religious beliefs you must sign to that effect.
If immunization would be injurious to your child and/or family, you must obtain a certificate signed by a
physician to that effect and attach it to the medical forms.
You will need to make changes on your child’s release information when car pools change, nannies change,
etc. as this contains information about who can pick up your child. It is imperative that all pertinent
information be updated as necessary to ensure the safety of your child!

D A I L Y P R O C E D U R E S

A N D

A B S E N C E S

Each child must be accompanied by the parent to the child's assigned room. IT IS MANDATORY FOR
THE PARENT TO SIGN IN AND SIGN OUT ON A DAILY BASIS, while the child is greeted and given a
health check by the teacher. You should complete all the information requested each day your child attends
school. It is very beneficial for the child to witness the positive communication between these two caring
adults in his/her life.
Allow yourself a few extra minutes on the first day of school. If your child is experiencing separation
anxiety, you will want to remain in the classroom for a few minutes. You should offer assurance that you will return
that afternoon and encourage your child to play with the other children. The teachers can assist you in the most
effective way to leave the room. In our experience, once the child becomes involved in an activity, the anxiety of
separation is lessened and the child becomes eager and willing to enter the classroom. Consider leaving your child
for shorter lengths of time initially if separation seems very stressful.
The teacher is able to help and support the parent and child if events or problems are communicated. It
is helpful to hand the teacher a note or communicate through a phone call about any issues which are, you feel,
particularly stressful for the child. A follow-up appointment or a phone call can be helpful if you have more
than just a few minutes of information to deliver. The teaching staff has made it a policy to schedule from
9:15-9:30 AM each morning to receive the children, exchange any pertinent information about the child, and
help all of the children transition into the class.

84
Revised 1/2016

It is imperative that we have accurate emergency contact information in the event that a medical
emergency arises, we are able to contact you in a timely manner. Please update all information as needed and
leave emergency numbers on the daily sign-in sheet.
The staff in each classroom will post a schedule of the daily instructional program for the parents to
view. Your child's environment will include age appropriate activities in:

RELIGIOUS BASED EDUCATION
MUSIC EXPERIENCES/MOVEMENTS
LITERATURE AND STORYTELLING
CREATIVE ACTIVITIES
INDIVIDUAL AND GROUP PHYSICAL ACTIVITY - INDOOR AND OUTDOOR
SOCIO-DRAMATIC PLAY
MATH AND SCIENCE ACTIVITIES
LANGUAGE DEVELOPMENT AND VOCABULARY DEVELOPMENT
NUTRITION EDUCATION
Each schedule is designed to enhance the group physically, emotionally, socially, and intellectually.
The parent is responsible for notifying the office at 713-490-9267, if the child is to be absent, late, or
on vacation as this is important for the teacher to know.

WHAT TO BRING WITH YOUR CHILD
Clothing:
A complete change of play clothes (including socks) labeled with a plastic bag for soiled or wet clothes.
Diapers for younger children: at least 4 each day labeled.

Food:
Infants - Bring what your child is eating at home. Glass baby jars are fine. Include bibs, bottles and utensils.
Remember that all bottles must have lids and be labeled. Parents have the right to breastfeed and/or provide
breast milk for their child while in care.
A. All Others - According to the "Minimum Standards for Day Care Centers" issued by the Texas Department of
Protective and Regulatory Services, a growing child needs the following amounts of food to meet just one-half
of his/her daily need:
1) 1 1/4 oz. of milk or 2 ounces of cheese; and
2) 2 slices of bread or 1 cup of cereal; and
3) 3/4 c. of vegetables and fruit (especially Vitamin C-rich fruits); and
4) 3 tablespoons of meat, fish or poultry (cooked), or 1 egg or 3/8 cup cooked dried
beans or peas.
Since your child has a very busy time playing at The Little School at MDPC, please try to include most
if not all of these food groups in his/her lunch. Remember that if you include perishable foods like dairy
products in a lunch, you should also put one or two coolant cubes in the box to keep the foods cold. We do
not have refrigerators large enough to store lunch boxes in the classrooms. We do not microwave food
for the children.
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THE LITTLE SCHOOL AT MDPC IS A PEANUT/TREE NUT-FREE ENVIRONMENT.
DUE TO THE INCREASED OCCURRENCES OF FOOD ALLERGIES WITH THESE FOOD
PRODUCTS, ALL OF OUR CLASSROOMS HAVE BEEN DESIGNATED PEANUT/NUT FREE.
PLEASE DO NOT SEND FOODS OR SNACKS WITH THESE PRODUCTS.

Snacks:
Snack time is scheduled mid-morning for all children. The snack time food should be considered a
small “hold-over” until the noon meal is served. The school will provide snacks for the children in the
younger classes. The 2 and 2-½ year old classes will have sign up sheets for the parents to bring in the
snacks. Water will be provided in the classrooms throughout the day.

Resting Mats:
Resting mats are required for all children no longer sleeping in cribs at The Little School. The
mat may have a quilt or sheet cover on top as long as the cover is regularly washed so that the mat stays
clean. (A child-size sleeping bag may be used instead of a mat.) The mat must be taken home with the
child at the end of each school day. MDPC is not responsible for mats left in the classrooms.

DEPARTURE
Please remember that the school day ends promptly at 2:30 PM, unless your child is signed up for
Extended Day. You are welcome to pick up your child between 2-2:25 PM. You are required to write your
name in full on the daily sign-in sheet indicating that your child has been picked up.
Make every effort to be punctual; it is a frightening experience for your child to feel forgotten.
If there is a problem, please telephone the school Director. Your phone call will go a long way to prepare
our staff and calm your child.
Any child not picked up by the scheduled time is considered late. He/she will be taken to the
office. When you come to pick up your child, you will be charged a Late Fee as follows:
$5 for the 1st 5 MINUTES per child
$5 for each additional 5 MINUTES
A parent may authorize another person to pick up his/her child by either:
1.
Listing the authorized person on the Enrollment Information, or
2.
Bringing in a written, dated, permission slip to the child's teacher authorizing the child's release to
someone else on the day of the release.

NO CHILD WILL BE RELEASED TO AN UNAUTHORIZED PERSON EVEN IF THE PERSON IS KNOWN
TO THE CHILD. WRITTEN PERMISSION IS MANDATORY. WE WILL ASK FOR IDENTIFICATION
SUCH AS A TEXAS DRIVER'S LICENSE. THIS WILL BE PHOTOCOPIED AND KEPT ON FILE. NO
CHILD MAY BE PICKED UP BY ANYONE UNDER THE AGE OF EIGHTEEN (18).
Please notify the school immediately if you are going to be detained; this will not excuse you from being
assessed late charges. Just leave a message on the answering machine indicating the time you will be able to
pick up your child and proper paperwork (a late notice) can be filled out upon your arrival; do not forget that
proper late fees will be assessed. The children's office is very busy at drop off and pick up times and we are
not always able to answer the call directly, but we will be sure to respond to the answering machine at the
earliest opportunity.
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If a parent calls to authorize the emergency release of a child, we will verify that the caller is
actually the parent by asking information which is relevant to your child. If there is still some doubt,
we will ask to call you back and continue to ask you information pertinent to your child.
We are legally unable to refuse visitation or the privilege of picking up a child to a parent UNLESS WE
HAVE A CERTIFICATE OF CUSTODY from the legal parent or guardian with physical custody. It is the
parent's responsibility to furnish a CURRENT CERTIFIED COPY OF THE COURT DIVORCE DECREE FOR
YOUR CHILD'S FILE. The decree must be specific as to who has legal custody, visitation rights, and care for
the child(ren) in the event of holidays, and if any specific arrangements are to be made in payment of the
family monthly tuition.

I L L N E S S
The Little School at MDPC will keep accurate emergency information for each child. These records
include your authorization of who should be called in case of your child's illness if you cannot be reached. It is
the parent's responsibility to keep these records current if addresses, telephone numbers or other relevant
information changes.

If your child is sick or injured, The Little School at MDPC will:
1.
Assess the nature of the illness,
2.
Notify the parent(s),
3.
Contact the authorized alternate on the emergency list (if parents cannot be reached),
4.
Contact the child's physician, if noted or requested, and,
5.
If the child is not picked up within one (1) hour of parent notification, the staff may transport the
child to
Memorial City Medical Center Emergency Room. The parent will be responsible for any
charges incurred.
In such emergency cases, the parent will be notified immediately and will be asked to meet the staff
member accompanying the child at the Emergency Room. If your child has been exposed to a contagious
disease, please notify the center. The staff will be able to observe your child for any symptoms just as you do
at home.
Close communication can also help prevent contagion to other children. We will notify you if your child
has been exposed to a contagious disease or illness which may have an effect on your family. Our staff is
trained to observe symptoms as well as to use illness prevention techniques. We will make every effort to
protect the health of all of our children. State licensing requires that The Little School at MDPC at MDPC use
the Communicable Disease Chart as a guide to determine length of illness, readmission criteria, and treatment
which is necessary in order to reduce the chance of contamination to the children.
It is of vital concern to the State of Texas Department of Protective and Regulatory Services that your
child’s medical records be kept up-to-date. When your infant through preschooler receives booster shots or
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has a change in medical information, this must be communicated to the school through a “shot record” or with
dates supplied by you to be added to the records. Any child who has medical records which are out of date can
be excluded from attending classes by the State of Texas, licensing division--this will be enforced by the
school as well.
A sick child belongs at home where he/she is more comfortable. Please notify the school at (713)4909267 if your child is going to be absent or detained. We DO NOT dispense medicine. Please do not put
medicine in the children’s bags as a matter of safety.
Please review the illness guidelines shown below so that we may provide a healthy environment for all of
our LITTLE SCHOOL AT MDPC children:
The child must be kept at home under the following circumstances:
1. Fever of 100.4 degrees or higher:
Children with fever must be excluded from school until they have been fever free for 24 hours, or we
have clearance signed by a physician indicating it is not a communicable disease.
2. Diarrhea:
Children with two or more diarrhea episodes in a twenty-four hour period will be excluded from school
until the child has been free from diarrhea for a 24-hour period, or we have clearance signed by a
physician indicating it is not a communicable disease.
3. Other symptoms which indicate that a child belongs at home are:
*vomiting within the previous 24-hour period
*a heavy, non-clear nasal discharge
*a constant cough or sore throat
*fussy, cranky and generally not himself/herself
*a skin rash
*symptoms of a possible communicable disease
Following an illness, a child may return when:
 24 hours have elapsed since the last diarrhea stool, vomiting or fever.
 in infants and toddlers, it is determined the symptoms are related to teething and the child is not
running a fever.
 it is determined by your doctor the nasal discharge is due to allergies and no infection is present.
 he/she has been exposed to a communicable disease, but the school has been notified so the
incubation period can be discussed, and it can be determined on what days he/she should stay at home.
 a physician clears the child if the infection was contagious or thought to be contagious when
discharged from school. The pediatrician must furnish written clearance for the child to return to
school.

SCHOOL CLOSINGS
In case of severe weather (i.e. hurricane, tornado, high water, high winds, etc.), please listen to radio
and/or television reports. We will automatically cancel school if SBISD cancels or if the television or radio
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declares roads impassable. If an emergency situation exists at The Little School at MDPC (for example, no
heat, electricity, etc.), each teacher will then contact her parents.
Each family may refer to the school calendar for school closings so you can prepare to schedule time off
from work to be with your child, or to schedule someone in your home should you not be able to make
arrangements to take time off from work.

C O M M U N I C A T I O N

A N D

C A L E N D A R

Your communication with the staff at The Little School at MDPC is vital to the success of your child in
our program. The following forms of communication have been set up as a system to keep you informed of
school events and calendar events:
 DAILY SUNSHINE REPORTS - the staff fills in the information on these sheets and places it in your
child’s diaper bag before they go home.
 MONTHLY CALENDARS will keep you informed of the curriculum in the classroom.
 MONTHLY NEWSLETTERS will keep you informed of the events in the school and parenting tips.
 BULLETIN BOARDS
 PROGRESS REPORTS AND CONFERENCES
 FLYERS AND E-MAILS will be sent to parents with important event information and/or reminders. Any
e-mails to THE LITTLE SCHOOL AT MDPC should be directed to Candice Alexander at
calexander@mdpc.org.
REMEMBER: Your child's emotional well-being is important to us. If there is a problem or special concern, we will
be happy to work with you. Please let us know about unusual stresses or concerns in your child's life.
Occasionally difficulties or differences might occur. The following will briefly outline the procedure for
grievances. First, every effort to listen to the parties (parent and teacher) involved would be made. Second,
discussion of viewpoints to reach a workable solution. Third, unresolved conflicts should then be discussed with
the director. If this is not satisfactory, communication with the Director of Children’s Ministries would be
suggested. Every effort will be made to come to a satisfactory solution within our program philosophy, licensing,
and accreditation standards.
Other forms of communication in the school are phone calls to the school requesting that the teacher
call you on her break, a note to the teacher at drop off or pick up, and by calling the school and requesting a
call at a specific time.
The school calendar is communicated to all parents through the newsletter. The annual calendar which
contains school openings, closings, all-school events, and holidays has been provided for you. The school does
not follow the SBISD calendar directly but does try to observe the holiday closings scheduled by SBISD. The
Little School at MDPC will not have the same in-service days as SBISD as it does not correlate to the seminars
and workshops offered to private schools such as ours.

C H I L D R E N’S

T O T E

B A G S

A N D

C U B B I E S

You should check your child's school tote bag daily when picking up at the school or when your child
arrives at home. Your child's tote is used as the staff's primary communication system for monthly
newsletters, parent evenings, conferences, etc. Your child should also have a change of clothing in his/her tote
in the event of an accident.
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Should you have an article of interest or special community event you would like to share with other
parents, please bring the notice or article by the office for approval. Nothing should be placed in the cubbies
without prior approval of the school's administration.

P A R K I N G

L O T

S A F E T Y

All children must be walked into the building by a parent/guardian. Do not leave your engine running or
leave children in parked cars. Please bring your purse in with you when you enter the building.
No parking is allowed in the fire lanes and we ask that parents please do not park in spaces designated as
handicapped parking areas. We appreciate your cooperation in this matter.

P E R S O N A L

B E L O N G I N G S / C L O T H I N G

All children should wear loose, comfortable clothing appropriate for active, involved experiences.
Examples are shorts, pants and tops, and short dresses that do not create a tripping hazard. Each child will be
indoors/outdoors and in or near potentially messy activities such as paint, and markers that may not wash out.
PLEASE AVOID ANY ARTICLE OF CLOTHING THAT IS NOT WASHABLE. Play is our work and children
must be dressed appropriately. During toilet training, children should wear clothing that is easily removable by
the child. It makes it easier for them if they can remove and put on their own clothes during this period.
Belts, overalls and all-in-one clothes should be avoided.
All clothing must be labeled with the child's name in clear print. A laundry marking pen or labels available
at fabric shops are recommended. The school will not be responsible for items which may be lost or stolen.
Each child should have a change of clothing in his/her tote bag including socks and underwear. Please do
not admonish your child to "stay clean", as this will put too much restriction on his/her choice of activities. We
will try not to use anything that won't come off in the washing machine or bathtub in at least three washings;
however, some of the primary paint colors have been known to stain clothing. Therefore, older clothing is the
best choice. Smocks are worn in the classroom while children are painting or participating in messy activities
but sometimes creativity takes a turn and is messy, resulting in stained clothing.

Tennis shoes are recommended at all times for safety reasons. No boots please, except on Rodeo
Day. Also, please do not send your child in crocs as many children cannot play freely on the playground
in this style of shoe due to the rubberized fall surface.
Occasionally your child may return home in borrowed clothing from our school and with his/her own soiled
items in a plastic bag. Please launder and return the borrowed clothing for another child to use. Lost and
found articles can be claimed in the administration office.

T O Y S / O B J E C T S

F R O M

H O M E

Except for transitional objects that are needed in the very opening days of school to help ease your
child's transition from home to school, we ask that you leave your child's toys at home or in the car. Please
make an effort to help your child leave them at home. Parents may choose to send a favorite “lovey”, blanket,
or pacifier to school as a comfort item. The staff will make every attempt to return these items to your child’s
bag when he/she has lost interest in this transition object and has settled into the daily routine. These items
may or may not be necessary during the course of the year, but whatever the case, our staff will work with you
to ensure the safety of these items at the end of each day. Some teachers have regularly scheduled "show and
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tell" time, and items brought for this purpose should be labeled with the child's name and put into the child's
cubby until the proper time. Please make sure the child understands the items brought for show and tell will be
shared.

C U R R I C U L U M
The Little School at MDPC has written curriculum plans for each classroom that are based on knowledge of
child development and learning, Christian values and education and assessment of individual needs and interests.
The learning environment and activities for the children reflect our program’s philosophy and goals. The
teachers have clearly defined goals and objectives for the individual children that guide the curriculum
planning. Teachers accurately assess the skills and progress of each child in the program through the use of
observations, assessment tools, and activity records. Teachers identify children who experience difficulties in
behavior or development, and develop a plan to help children acquire acceptable behavior or develop skills as
needed.
Developmentally appropriate materials and equipment are available. Materials and equipment that project
diverse racial, gender, and age attributes are selected and used. The teachers provide a variety of
developmentally appropriate activities and experiences that are selected to engage children in active,
meaningful learning and to achieve the following goals:
a. foster positive self-identity and sense of emotional well-being
b. develop social skills and knowledge
c. encourage children to think, reason, question, and experiment (as used in mathematics, science, and
social studies)
d. encourage language (speaking, listening) and literacy development (emerging reading, writing
awareness and skills)
e. enhance physical development and skills
f. encourage and demonstrate sound health, safety, and nutritional practices
g. encourage creative expression, representation, and appreciation for the arts
h. respect cultural diversity
i.
Christian values
The teachers provide materials and time for the children to select their own activities during the day.
Children may choose from among several activities that the teacher has planned or the children initiate within
a “learning center classroom environment”.
Routine tasks are incorporated into the program as a means of furthering children’s learning, self-help,
and social skills. Routines such as diapering, toileting, eating, dressing, and sleeping are handled in a relaxed,
reassuring, and individualized manner based on developmental needs. Our teachers plan with families to make
toileting, feeding, and the development of other self-regulation skills a positive experience for children.

D I S C I P L I N E

P O L I C Y

Our children live in a society that requires self-discipline, consideration of others, respect for property,
as well as respect for themselves. Teachers support children’s emotional development, assisting children to be
comfortable, relaxed, happy, and involved in play and other activities. The staff help children deal with anger,
sadness, and frustration by comforting, identifying, and reflecting feelings, and helping children use various
strategies to express emotions and solve social problems. Children are encouraged to verbalize feelings and
ideas.
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By setting clear, consistent, and reasonable limits on your child's behavior, we give him/her the security
of knowing exactly what is expected--life becomes predictable. Within these limits, the child will be
encouraged to make choices and successful decisions. The staff uses children’s mistakes as learning
opportunities, describing the situation and encouraging children’s evaluation of the problem rather than
imposing the solution. A child's growing self-esteem flourishes as he/she experiences success with a variety of
tasks and is safe to learn from natural mistakes. We do not expect perfection from any adult or child.
As the children grow in an age-appropriate environment, the teachers will set reasonable limits and/or
will stop and re-direct unacceptable behavior without humiliation or physical punishment. More importantly, the
teachers will model, reinforce and nurture the positive actions we all value. Often it is possible for an
experienced teacher to re-direct or anticipate a child's behavior before a negative action occurs thus resulting
in prevention.
Often parents ask us if we use "time out" as a form of discipline. If you mean that a child is told to sit in
a chair or specific area alone to "think about" what he/she has done, the answer is "no, we do not". A young
child does not "think" about wrong actions, and it is our responsibility to teach the child the words he/she
should or could use or the actions he/she could or should take when frustrated. In other words, we intervene
in a situation to allow the child to vent his/her feelings safely and to regain control, while giving the child the
words to use to solve his/her problems. Usually the child stays with the group and solves the problem, letting
other children hear and see the solution. If at all possible, the staff will “re-create” the frustrating play
situation and stay with the child to offer assistance and words in a positive way thus allowing for success and
practice. Just as adults need practice to perfect a new sport or trade, children require this same need.
Occasionally, a child will lose control of his/her physical actions, voice, and language to the extent that
he/she must be removed from the group for the child to regain control and to safeguard the secure feeling of
the other children. Removal is not a punishment. As soon as the child is quiet, the teacher will plan with
him/her what the child will do when he/she returns to the group.
This version of time out is a solution to a problem because it teaches the child what to do. Our
responsibility is to model the words and actions a child can use all of his/her life to solve problems.
Our goal is a secure, happy child, confident of his/her own ability and able to live and communicate with
the people around him. We will frequently arrange conferences with parents to communicate our methods and
to discuss how we can work consistently together for the child's optimal growth.
A telephone call from the center should not be considered a bad report or an emergency. Our role is to
support your family by conferencing with parents for a variety of reasons. Often we need to communicate a
situation and the resulting actions the staff took to work with your child, making it a successful situation.
Sometimes we need to inform the parents about feelings the child has expressed; often we need to ask
questions about a child's behavior at home in order to be realistic about his/her behavior at the center. All
information is confidential and is used to help us nurture and teach your child.

B E H A V I O R A L

C O N C E R N S

During the course of a child's enrollment in the center, he/she may exhibit some behavioral concerns,
which can manifest themselves in the form of spitting, head banging, biting, hitting and temper tantrums.
While most of the behavioral actions do not inflict harm or reduce the safety of the children, some of these
behaviors can cause concern, harm or frighten the other children in the classroom. For example, occasional and
infrequent biting can be displayed by pre-verbal children who will bite instead of communicate when confronted
with a friend who chooses not to share a toy. Other behaviors, such as temper tantrums, can often result when
limitations are enforced in the classroom.
At the point when the behavior problems become frequent, severe, result in injury to the child or his/her
classmates, reflect a change in the child’s self esteem, or form a pattern, the school will then contact the
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parents for a conference. Parents must realize that when a classroom environment becomes unsafe or
unpredictable for all of the children, the school must intervene and take the necessary steps to bring about
safety. The parents and the school will consult to look for possible changes, which may have triggered this
behavior and work as a team to search for possible solutions, if time permits.
Following the conference, the staff and parents will work together as a team to bring about the desired
change in behavior. Should the efforts of both of these parties be unable to change the behavior during the
allotted time, the school's administration will conference again with the child's parents and at that time will
offer the following recommendations:
1. The parents may wish to seek outside intervention with a professional who may offer additional
recommendations to both the center and the family (the school will offer names of those professionals who
work with young children);
2. The parents may wish to reduce the amount of hours/days the child is in our school to receive outside
intervention and target the behavior;
3. The parents may wish to withdraw their child on a temporary basis until the inappropriate behavior is under
control (the child's place in the school would be kept open for a specified time);
4. The parents may wish to permanently withdraw their child from the facility and place their child in another
setting more applicable to his/her needs.
This school reserves the right to and will request that a family withdraw their child if it is determined
the parent cannot abide by our policies, or if we cannot adequately meet the needs of the child/family
due to classroom size, teacher experience, budgetary limitations, or the inability to preserve the safety
of the other children.

CHAPEL

AND

RELIGION

AT

THE

LITTLE

SCHOOL

Chapel is held approximately once a week in the Chapel. Faith development and Chapel are an important
part of our regular preschool curriculum. During chapel we explore ways we know God; we interpret
Thanksgiving, Christmas, Easter and birthdays from a Christian perspective, and sing songs about Jesus and
other Biblical teachings.
Because we believe each person is a child of God and worthy of love, acceptance, and support, we
provide many experiences to build a good self-image in children. Our teachers reflect a firm faith and have
learned to share that faith with our young preschool children in our daily curriculum and teachings.

BIRTHDAY CELEBRATIONS
On your child's birthday, your child’s teacher will highlight this day with a special celebration within
the classroom. Your child will be our VIP (Very Important Person) of the day. In recognition of each child as a
unique and special individual we will celebrate birthdays within the classroom using some of the following
methods:
 Your child will be asked to bring in an item from when they were a baby—a special toys, photo,
outfit, etc.
 Your child will be encouraged to bring their favorite book, record or tape to share at group time.
 The children will gather in a special birthday circle and your child will blow out the special birthday
candle while all their friends sing “Happy Birthday”.
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Your child’s teacher will give you specific guidelines for birthday celebrations. We cannot hold
birthday parties at the school and this type of event should be planned to take place in your home where
the celebration can be planned with your child. Please be sure and call your child’s teacher prior to
making a purchase for your child to bring to school for his birthday.

PARENT

RESOURCES

The administration has information on community happenings for children, parenting workshops, etc.
These parent education sessions will discuss topics of interest to parents and will be communicated
through our monthly newsletter, flyers and e-mails. Your attendance at these educational events is
showing support for the continuance of these workshops. The Minimum Standards of The Texas
Department of Family and Protective Services is located in the school office but is also available online at
dfps.state.tx.us. Should you have any questions, please do not hesitate to stop in the school office.

PROFESSIONAL

SERVICES

Memorial Drive Presbyterian Church has a large support staff that can be called on for assistance as
needed or requested. If a parent is in need of any type of professional service, consult with the Director for a
referral.

VOLUNTEERS
In compliance with licensing and accreditation standards, no volunteers will have access to the
children's programs without school screening and orientation sessions with the administrative staff.
Volunteers will work with the children only under the supervision of another staff member. The orientation
sessions will train the parents in handling small groups of children, the licensing laws by which the school
operates, discipline of children, release of children, and basic safety and first aid procedures.
As a licensed early childhood facility, we recognize that parent participation is vital to the growth and
the development of the children. Children learn to trust in many different ways; many times seeing a parent
active on the campus is one way in which the child can learn trust. This is your school. We need and urge your
voluntary assistance in board planning, programs, sharing, hobbies, fundraising, recruiting future students, and
making educational games. We always need extra parents to assist us in making our school the best.

P A R E N T

B O A R D

M E M B E R S

The Little School at MDPC has an organization of very important parents who are in charge of:
assisting with whole school events,
providing assistance to the school’s administration with parent education events throughout the year,
providing assistance with on-site photography sessions,
remembering the staff in a special way with small treats, special snacks/lunches, and an end-of-theyear breakfast in their honor,
 help set policy
This group of church members meets monthly at MDPC to discuss policies, plan events, listens to
other parents and work to assist The Little School at MDPC in providing quality care for the children
enrolled.





ADDITIONAL

INFORMATION
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 House Bill 2086 states that licensed childcare programs are to notify parents about the new gang-free
zone designation. A gang-free zone is a designated area around a specific location where certain
gang-related activity is prohibited and is subject to increased penalty under Texas law. Specific
locations where certain gang related criminal activity is now prohibited include, but is not limited to,
public schools, playgrounds, video arcade facilities, and day care centers. Certain gang-related
activity or engaging in organized criminal activity within 1000 feet of our program is a violation of this
law and is therefore subject to increased penalty.
 Certification is performed annually that all bulletins and notices issued by the United States
Consumer Product Safety Commission regarding unsafe children’s products have been reviewed. I
also certify that there are no unsafe children’s products in the center of home except for the
following: A product that is an antique or collectible children’s product and is not used by, or
accessible to any child, an unsafe children’s product that is being retrofitted to make it safe and the
product is not used by, or accessible to any child.
 If needed, areas within the church are available for breastfeeding. Ask a staff member for the
location of these areas.
 An Emergency Preparedness Plan is available in the school office with detailed information for proper
procedure in the event of emergency or natural disaster.
 Parents are always welcome to visit The Little School at MDPC during our hours of operation without
prior approval. Due to the security doors, you will need to come to the school office first so that we
may grant access through the doors.

Revised 1/21/15
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6.10 - Children’s Day Inn Teacher Handbook
Welcome to The Little School at Memorial Drive Presbyterian Church!
We hope that this handbook will be of help to you as we work together.
STATEMENT OF PURPOSE
The Little School program at Memorial Drive Presbyterian Church is an extension of
the Christian Education ministry of the church. Fully realizing that the early years of
life are the most important for laying the foundations of faith, social, emotional and
cognitive development, the school;


Provides each child with acceptance, respect and love in a Christian
environment by caring adults,



Provides a place where children can learn about their uniqueness as children
of God, develop new relationships and learn about their expanding world, and



Provides an environment in which each child is free to explore, experiment
and make decisions.
PROGRAM PHILOSOPHY

We believe that every child is unique and each child should be allowed to grow at his
or her own rate. We plan a balance of self-directed and teacher-directed activities
that aid each child in growing physically, socially, emotionally, spiritually and
intellectually. Our staff serves as positive role models for the children; they provide
care that is supportive, nurturing, warm and responsive to each child’s individual
needs. We strive to create an environment in which each child develops a good selfimage and a sense of self-worth.
We help each child grow physically by using developmentally appropriate toys in the
classroom; by planning both gross motor and fine motor activities, and by including
outside or gym time in each daily plan.
We promote social skills by planning group activities that involve interaction and
sharing, by modeling appropriate behavior, by praising good behavior and by
redirecting inappropriate behavior.
We build each child’s self-esteem by using positive reinforcement to shape behavior
and skills, by showing our acceptance of diversity and creativity in the classroom, and
by encouraging each child to develop his/her God-given gifts.
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We encourage each child to grow spiritually by saying grace before snacks and meals,
by singing Christian songs, by reading Christian books and by celebrating Christian
holidays during the school year.
We develop each child’s intellectual abilities by singing simple songs, by acting out
stories and songs, by reading aloud and talking about what was read, and by asking
open-ended questions, which helps the child to develop his/her thinking processes.
(Rev. 9/2014)
EXPECTATIONS OF ALL MDPC EMPLOYEES










A personal and growing commitment to Jesus Christ as Savior and Lord;
A commitment to the authority of Scripture and to a lifestyle of Christian
holiness;
A willingness to work within the framework of the church’s polity and procedures;
A willing heart, teachable spirit and positive attitude;
A team ministry commitment which places the good of the whole over individual
goals;
An ability to work collaboratively with staff and volunteers;
A professional approach and appearance;
Integrity, humility, flexibility, and a sense of humor;
A passion for excellence for the glory of God.

MDPC is committed to the principle of diversity in employment for all qualified persons,
without regard to race, color, national origin, sex, disability, or age. Each employee is
expected to honor and respect all other employees and to demonstrate commitment to
these principles of diversity. Non-compliance with this policy may result in termination.
JOB DESCRIPTION
LEAD TEACHER
EDUCATION AND EXPERIENCE
1. Must have a high school diploma or G.E.D certificate.
2. Must have worked in a childcare setting for at least 3 years.
ADDITIONAL QUALIFICATIONS
1. Must be at least 21 years old.
2. Must not have had any felony or misdemeanor convictions.
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3. Must have had a TB test within 12 months prior to employment at The Little
School and actively seek treatment, if needed.
4. Must maintain certification in First Aid and CPR on an annual basis.
5. Must relate well to young children and adults.
6. Must have a strong personal faith.
7. Must have the physical abilities required to deal with small children (i.e. sitting
on the floor, ability to lift a child, ability to converse with a child at their eye
level, etc.)
8. Must be flexible while working with others regardless of noise and
interruptions.
RESPONSIBILITIES
1. Be on duty from 8:45 AM until 2:45 PM or until the last child in the class is
taken to the Extended Day room. Those teachers working the Early Bird
program need to arrive at 8:15 AM and those teachers working the Extended
Day program will be on duty until 3:30 PM, 4:00 or 5:00.
2. Be present at monthly staff meetings from 8:15 a.m. until 9:00 a.m. on the
assigned Friday of each month.
3. Be present at parent meetings and any other required school activities.
4. Prepare weekly lesson plan forms and turn them into the office the week
before they will be used (Wednesday). These are also to be posted in your
room. Anecdotal Records are to be completed when requested and turned in
to the office. Goals and Objectives forms are to be completed and turned in
at the beginning of each month.
5. Prepare and/or proofread the daily “Sunshine Reports” that are sent home
to the parents at the end of each day. Make corrections as needed and make
each report unique to the children in your care.
6. Complete accident reports about any accident involving one of the children
either in the classroom or outside. Be sure that the accident report is
signed by the parent and the Director and copied before it is sent home. A
copy will be filed in the student’s file and a copy will be sent home with the
parent.
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7. Report to the Director periodically about the growth of the children in the
class and/or highlights of the classroom activities. Discuss any concerns you
may have about a child with the Director. Complete progress reports for
each child based on regular observations recorded during the year. These
are to be completed in October and April of each school year. Confer with
parents about children’s progress as needed.
8. Submit written requests for new books, toys, supplies, etc. to be used in the
classroom. Notify the Assistant Director of supply needs well in advance of
the planned project.
9. Lead some, but not necessarily all, craft and circle activities (involve
assistant teacher in these responsibilities).
10. Model good written and oral speech in the classroom and outside. Be
conscious of using positive discipline practices.
11. Help the assistant teacher become a better teacher by sharing
responsibilities and offering concrete suggestions to help her grow.
12. Be knowledgeable about the minimum standards and all school policies.
13. Meet or exceed the minimum standards for teaching and in-service training
set by the state. Provide documentation for all workshops attended each
year.
14. Share ideas learned at in-service meetings or in other childcare settings
that would help the assistant teacher or other members of staff.
15. Share other tasks as needed in the room, including clean up after meals,
bathroom supervision, clean toys (0-2 year olds toys daily, 2-4 year olds toys
weekly). Share tasks with others in common areas: multipurpose room,
storage areas, teacher workroom, playground, and bathrooms to keep things
clean.

ASSISTANT TEACHER
EDUCATION AND EXPERIENCE
1. Must have a high school diploma or G.E.D certificate.
ADDITIONAL QUALIFICATIONS
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1. Must be at least 21 years old.
2. Must not have had any felony or misdemeanor convictions.
3. Must have had a TB test within 12 months prior to employment at The Little
School and actively seek treatment, if needed.
4. Must maintain certification in First Aid and CPR on an annual basis.
5. Must relate well to young children and adults.
6. Must have a strong personal faith.
7. Must have the physical abilities required to deal with small children (i.e. sitting
on the floor, ability to lift a child, ability to converse with a child at their eye
level, etc.)
8. Must be flexible while working with others regardless of noise and
interruptions.
RESPONSIBILITIES
1. Be on duty from 8:45 a.m. until 2:45 p.m. or until the last child in the class is
taken to the Extended Day room. Those teachers working the Early Bird
program need to arrive at 8:15 AM and those teachers working the Extended
Day program will be on duty until 3:30 PM, 4:00 or 5:00.
2. Be present at monthly staff meetings from 8:15 a.m. until 9:00 a.m. on the
assigned Friday of each month.
3. Assist with classroom and playground supervision as directed by the Lead
Teacher of the team.
4. Assist the Lead Teacher in writing and/or proofreading the daily “Sunshine
Reports” that are sent home to the parents at the end of each day.
5. Check that all children have been signed in on the sign-in sheet before 10:30
a.m. each day.
6. Inform the Lead Teacher of any problems that exist in the class. Suggest
possible solutions to those problems. Follow up using agreed-upon procedures.
7. Suggest new books, toys, supplies, etc. to be used in the classroom.
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8. Lead some craft and circle activities. Make suggestions about age-appropriate
activities for the class.
9. Model good written and oral speech in the classroom and outside. Be conscious
of using positive discipline practices.
10. Do other tasks as needed in the room, including clean-up after meals, bathroom
supervision, etc.
11. Meet or exceed the minimum standards for teaching and in-service training set
by the state. Provide documentation for all workshops attended each year.
12. Be knowledgeable about the minimum standards and all school policies.
ADDITIONAL REQUIREMENTS
1. Cooperate fully with the Director of the school in order to implement the programs
and purpose of the school.
2. Abide by the by-laws of the school and all guidelines established by the Director
and/or The Little School Parent Advisory Committee and by Memorial Drive
Presbyterian Church.
3. Comply with the requirements, as interpreted by the PAC and the "Minimum
Standards” as developed by the Texas State Department of Human Resources and
with the criteria set forth in the "Guide to Accreditation" published by the
Academy of Early Childhood Programs.
TEACHER TRAINING
All teachers are expected to obtain a minimum of 24 clock hours of training each
year (effective 9/1/11). This training must include topics such as child development,
teacher/child interactions, teacher/parent interaction, assessment, and curriculum. In
addition, all teachers are required to take a course in First Aid/CPR, SIDS, Shaken Baby
Syndrome, recognizing and reporting child abuse and school safety issues including the
use of fire extinguishers, emergency procedures, fire and emergency drills. Some of this
training will be provided in-house; some will be obtained from outside sources, which must
be approved by the Director.

EMPLOYMENT AT WILL POLICY
Employment with The Little School program is a matter of mutual consent between
the individual and the program, meaning that either the employee or the Director has the
right to terminate the employment agreement at any time, without cause or advance
notice. This “Employment at Will” relationship will continue throughout each employee’s
service unless it is specifically modified by a written supplemental agreement signed by
both employee and a designated representative of the program.
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COMMUNICATION POLICY
Teachers must NOT e-mail parents from their homes or give parents their
personal e-mail addresses. All e-mails must go through the school computers.
Correspondence with the parents, except for the daily “Sunshine Reports”, are to be
approved by the office prior to being sent home to the parents.
DRESS CODE
The first impression of our school by parents and other visitors is based on what
they observe. You are part of that observation and you are the person to whom parents
have entrusted their children. As professionals, we need to dress and groom
professionally. Slacks, dresses and skirts (at least knee length); walking shorts (just
above the knee), blouses, sweaters and knit shirts (no t-shirts with writing on them) may
be worn. Shirts with “spaghetti straps” may be worn only if another shirt or jacket is
worn over it. Jeans may be worn provided that they are not tight fitting, distracting, or in
disrepair. Shoes must be appropriate for running. There should not be any visible body
piercing (other than ears) or visible tattoos. Questions on policy should be addressed with
the Director.
PROBATION
All new staff hired by The Little School will be on a probationary status for 90
days so that a judgment may be made as to their physical and psychological competency
for working with young children. During that time they will be observed on several
occasions by the Director. The Director may also talk with the other teacher in the
classroom. The Director may make suggestions about how the teacher can improve their
performance. If, at the end of 90 days, her performance is satisfactory she will move off
probationary status to regular staff status. If her performance is unsatisfactory, she
may be terminated.
GRIEVANCE PROCEDURES
Any grievance should be discussed with the Director. If further action is needed,
the problem should be presented, in writing, to the Director of Children’s Ministries for
consideration. Every effort will be made to arrive at a satisfactory solution in accordance
with our school philosophy and licensing standards.
PERSONAL DAYS
Employees are eligible for one personal (or sick) day for each day worked at the
staff person’s regular pay scale. For example, if you work three days a week, you may have
three (3) personal days. Employees who work 4 days a week may have four (4) personal
days per school year.
Personal days may be used after three months of continuous employment and are
only available between September and May.
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The employee’s first days off from work will be considered as their personal days.
Only two requests for time off per day will be approved. The request must be
made in writing to the Director and will be signed by the Director if approved.
Any days that are unused at the end of the school year in May will be paid to the
staff member in their last paycheck for that school period.
If an employee is terminated or leaves before the last day of school in May they
will not be eligible for the end of year unused personal day pay.
PAY PERIODS
th

Employees are paid on the 15 and the last day of the month. If an employee is
absent the check will be mailed, unless the office is notified. MDPC offers and
encourages direct deposit.
WORKMAN’S COMPENSATION
If a staff member is injured will performing her duties, she may be entitled to
Workman’s Compensation. All injuries must be reported immediately and documented at
the time they occur. Contact the Human Resources Department for more information.
ABSENCES AND SUBSTITUTES
It is expected that teachers will report to work at their assigned times promptly
and consistently. Occasional tardiness or absence because of illness, accidents or other
unexpected occurrences is understandable, but the Director or assistant to the director
must be informed. Vacations should be taken during school breaks such as Thanksgiving,
Christmas and Spring Break. Personal Days taken immediately preceding or following a
scheduled break or holiday may result in a loss of pay for the scheduled break or
holiday. The office keeps a detailed account of times missed.
If a substitute is needed, please contact a substitute from your list and then
contact the Director to let her know your plans. Teachers will be provided with a list of
available substitutes.
STAFF HEALTH REGULATIONS
Staff health records must include results of a pre-employment TB test and
emergency information. Effective June 2014, The Little School has adopted a policy
regarding vaccine preventable diseases. This policy requires employees to have a flu
shot annually as well as a booster for Tetanus, diphtheria and pertussis every 10 years,
beginning with the 2015 school year (August 2015). Until that time, it is recommended
but not required. It is also recommended that adults over the age of 60 have a
Shingles and pneumoccal vaccine. This policy has been developed as a response to the
increase of certain diseases world-wide and is intended to keep our teachers healthy.
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It is the employee’s responsibility to have these immunizations (insurance should cover
your costs) performed.
TEACHER EVALUATION
All teachers will be observed in the classroom periodically during the year
and will have at least one annual conference with the Director. Observations will include
any and all of the criteria contained in the accreditation standards. There will be a
written self-evaluation and notes by the Director that will be kept as part of the
teacher's permanent confidential file. An evaluation form generated by the church must
also be completed each year, if requested.
CALENDAR & HOLIDAYS
See current school calendar for specific dates. Children attend school from
9:15 AM – 2:30 PM unless they go to Early Bird, which starts at 8:30 AM, or go to
Extended Day, which closes at 3:30 PM, 4:00 PM or 5:00 PM.
Generally, major holidays and spring break shall be similar to those of the Spring
Branch Public Schools.
CELL PHONES
Cell phones must be kept turned off. Personal phone calls may only be made or
received while you are on your break. If you must call someone please use the phones in
the hallways. Do NOT talk on your cell phone outside, in the classrooms or in the hallways.
This is considered a violation of Licensing standards pertaining to supervision of the
children and may result in termination. Please encourage family members to contact you
through the school phone number. Emergencies will be handled on an individual basis.
GENERAL INFORMATION
Teachers shall be at the school by 8:45 AM unless working the Early Bird program
or attending staff meetings (which begin promptly at 8:15 AM) to prepare materials and
equipment and to be ready for the children who arrive at 9:15 AM. You must clock in on
the time clock using your code number and the CDI code number (902). Teachers who are
consistently late will be subject to review, which may lead to termination.
Both teachers from each classroom must be in the classroom waiting for the
children to arrive. Any and all preparation should be completed by this time to allow both
teachers to be in the room at parent drop-off. One teacher should be designated to
greet the parents and the other teacher will transition the children into the room. Tables
are to be washed with a bleach water solution upon arrival in the room in the morning.
Teachers shall remain until the children have been picked up and the premises are in a
condition satisfactory to the director. This includes cleaned floors and tables. Toys and
other materials must be put away.
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Teachers agree to continue their professional education (a minimum of 24 hours
per year as required by the Department of Human Resources, our licensing agency) by
reading professional materials, attending workshops, staff meetings, parents' meetings
and by participating in other training opportunities. Teachers must also have yearly
training in First Aid, CPR, shaken baby syndrome, sudden infant death syndrome, infant
brain development and child abuse and neglect. The school pays registration fees for most
conferences.
Curriculum used must be in accordance with the stated philosophy and goals of the
school (see Statement of Purpose in the Parent's Handbook); it must be developmentally
appropriate and must be approved by the Director.
The arrangement and decoration of the classroom is the responsibility of the
teachers and must meet the needs of the children in it. Each classroom will be given a
budget with which to purchase any supplies not supplied by The Little School. Rooms will
be cleaned by the janitorial staff. However, after snack and lunch, floors must be swept
by the teachers. Tables must also be cleaned and disinfected before and after eating and
must be cleaned at the end of each day. Teachers should report any maintenance needs,
preferably in writing, to the Director, including such things as areas not cleaned and any
damage to toys and/or equipment.
Class lists, a daily schedule, emergency procedures and weekly lesson plans
MUST be posted in each room. Supplies are to be kept in order. Supplies that are not
needed should be returned to the proper closet or cabinet as soon as possible in order
that others may use them. Paint, play dough, foods, etc. must be cleaned up and put away
daily.
Children should be encouraged to put materials away. Blocks and other toys must
be put back on the shelves. Leave enough time in your day to ensure children’s
participation. This, too, is part of the learning experience. Children are also responsible
for cleaning up on the playground.
Please use newspapers, computer paper and/or plastic drop cloths under paint and
water activities to help prevent damage to floors and furniture. Clean up paint
spills/marks on floors and walls.
Teachers and assistants must familiarize themselves with each child's special
needs (i.e., allergies, medical problems, family problems, etc.) and keep records of each
child's development. Parent-teacher conferences are conducted on an as needed basis
and/or at parent request. Teachers and assistants are expected to work with parents in
learning about and understanding their children and notify the parents (and the Director)
when there are changes in the child's behavior, health, etc. or other concerns.
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Daily, the teachers will send home a “Sunshine Report” form giving an overview of
the child’s day and activities. They should also send a note to the parents of each child in
their class at least once a month (or as situations warrant), giving information about the
child’s activities and development. COMMUNICATION WITH PARENTS IS VERY
IMPORTANT.
All equipment (paint, paper, markers, manipulative, etc.) must be put away neatly.
Materials you have finished using that are not usually kept in the classroom must be
returned to the cabinets where they belong so that they are accessible to others. Make
sure you check floors and under furniture for missing small pieces.
ARRIVING AND DEPARTING
Both teachers should be in the classroom to greet the children and assist them in
putting up their belongings and in getting to the first activity of the day. All children
should be greeted by name in a friendly manner.
Sick children are not to be admitted. If, as you are greeting a child a mention is
made of some illness the day or night before, ask the parent for the details. If the child
has been sick and is not, according to the school policy, ready to return to school, the
child is not to be admitted to the class. If the parent has a concern about this policy, ask
the parent to speak to the Director or the person in charge.
GUIDANCE AND DISCIPLINE
Be familiar with Developmentally Appropriate Practice, published by NAEYC.
Children are to be treated with affection and respect and urged to develop
problem-solving skills. Help them find words to tell others what they feel, want and/or
need.
Plan to prevent problems; redirect and intervene when necessary.
Recognize and respect individual differences among the children.
Model and encourage pro-social behaviors. Acknowledge and encourage good
behavior instead of focusing on unacceptable behavior. Use clear, positive statements
such as, “We walk in the classroom” rather than “Don’t run”. If necessary, a brief
supervised separation from the group may be used. Separations must be limited to no
more than one minute per year of the child’s age. There must be no harsh or cruel
punishment – no corporal punishment, no withholding of food, no humiliation, ridicule or
rejection.
Sit or kneel so that you are at the children's eye level when talking with and
listening to them. Sometimes a perceived disruptive behavior can be turned into a positive
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one. For example, if, during a music and movement activity, a child starts jumping,
acknowledge his/her creativity and suggest that everyone jump to the music. Turn
negatives into positives when at all possible.
Always follow the Guidance Policy that is included in this manual.
EARLY BIRD AND EXTENDED DAY
Early Bird starts at 8:30 AM. All children should be picked up by their classroom
teacher by 9:05 AM from the Early Bird classroom. Regular dismissal time is 2:30 PM and
there is an optional Extended Day program until either 3:30, 4:00 or 5:00 available. Do
not take your extended day children to the extended day room until 2:40 PM. Stay in the
room with the child until both extended day teachers are in the room. You must sign your
child in and leave the sign in sheet with the teachers. Do not leave your child until the
teachers are ready to accept them.
MEDICAL & EMERGENCY INFORMATION
Children's emergency information/medical sheets are kept in the office.
First Aid supplies are in the office in the cabinet, on the left side. All injuries
must be reported to the Director and parents should also be notified if needed. Complete
and send home an “Accident Report” for each injury incurred. Have Director or assistant
to the Director sign any accident reports that go home. The office should get a copy
(signed by the parent). In case of a serious emergency, the parent and the doctor
designated by the parent should be called. Serious injuries must also be reported to the
Senior Business Administrator at the church through the Director of the school. Any
injury requiring medical attention must be reported to Licensing, within 24 hours. This
should be done by the Director or her designated representative.
Evacuation plans for the building are posted in each room. Staff should know how
to use the fire extinguishers and know the evacuation routes to follow. Fire drills are held
monthly and emergency drills are performed three times a year.
When the fire bell rings the teacher should lead her class quietly and calmly
outside to the designated spot and remain there with the children until notified by the
Director (or person designated by the Director) to return. One teacher should be at the
head of the line and the other teacher at the end. The last person to leave the room
should close the door and turn off the lights. A designated person will check the building
to make sure everyone has left. Take your class list with you. During a disaster drill follow
the posted instructions for your room. Children are to sit with their legs folded in a
manner comfortable for them with their arms covering their heads ("like a turtle").
Teachers also assume that position with their class. The Director (or designee) will notify
you of the end of the drill.
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INTERACTION WITH THE CHILDREN
Use words to show you understand the child's feelings and let them know that it's
okay to feel sad, angry, etc. Help them find appropriate ways to express those feelings.
Help children develop friendships. The children are just learning social skills and
may need your help in learning to play with others.
Encourage them to be independent. Help them learn to dress themselves and
fasten buttons, zippers and snaps. Make sure that there is time for these activities in
your daily plan.
Encourage language development. Ask open-ended questions.
Encourage the children to think, reason and experiment.
Respect cultural diversity. Invite families to share their customs, etc. with us.
Inform children of transitions ahead of time.
Staff must wash hands upon entering the building, after assisting with toileting
and nose wiping and before food preparation and eating, after working with animals. Staff
must follow all hand washing procedures and turn off water with a paper towel. Children
must also wash hands after toileting and nose wiping and before playing in the water table
and/or preparing and eating food.
During snack and lunch times, at least one teacher must sit at the table with the
children.
Provide all children with equal opportunities to take part in all activities.
Provide a balance of indoor/outdoor, quiet/active, large group/small
group/individual, large muscle/small muscle, and child-initiated/staff-initiated activities.
BE FLEXIBLE!!
PLAYGROUND
Unless it is raining or a severe ozone day, there will be a period of outdoor play
daily. Outdoor play and gross motor activities are as important as the work done in the
classroom. Make sure you plan for a minimum of 30 minutes of outdoor time each day.
Those children who attend extended day will have outdoor playground time during this
time as well. Equipment is stored in the outside storage areas. All storage areas are to be
locked. Pull on the doors to make sure that they are secure.
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Children are not allowed to be in the storage areas.
Check the playground each day for trash, loose nails, breaks in equipment, etc.
Report any playground and outdoor equipment maintenance needs to the Director right
away. On your day to set up the playground, be sure to complete the playground check list
found in the storage shed and have it signed.
STATION YOURSELVES ALL AROUND THE PLAYGROUND AND OBSERVE THE
CHILDREN CAREFULLY, STEPPING IN WHEN NECESSARY OR OCCASIONALLY TO
REDIRECT AND/OR ENHANCE PLAY OR TO HELP CHILDREN EXPAND UPON AN
OBSERVATION. PLAYGROUND TIME IS LEARNING TIME, TOO. MAKE IT
MEANINGFUL!
OUTDOOR RULES
1.
Children are not allowed to jump from the deck of the play frames.
2.
When children dig in the sand they must keep it in the sandbox area.
3.
Do not let children push trikes or wagons from behind.
4.
No wheel toys (trikes, wagons, etc.) on the green floor area.
5.
Children must climb up the ladder and slide down the slide, feet first on their
bottoms.
6.
Teachers – no soda cans on the playground.
7.
Teachers – do not sit on the bricks by the sandbox and do not sit on the benches.
You need to be moving around the playground watching the children.
8.
Teachers – you must take your sign in list with you to the playground.
At clean-up time, walk around the playground and make sure that ALL equipment is
put away. MAKE SURE THE SHED AND GATES ARE LOCKED.
INDOOR RULES
1.
2.
3.
4.

We walk in the building.
No gun play.
Be kind and considerate of others.
Teachers – No soda cans or uncovered coffee cups in the rooms.
RESOURCES

Books, records, CDs and tapes for children and teachers may be found in the
resource room and office. Please put all borrowed items back neatly on the shelves in the
resource room. If a book is damaged, please mark it for "repair" and put it in the office.
If a recording is damaged, please notify the Director.
Curriculum ideas, resource books and parenting books are located in the library in
The Little School Resource Room.
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The staff must maintain professional attitudes and honor the confidentiality of the
children and their families at all times. Breach of confidentiality is grounds for
dismissal.
CHILD ABUSE
Any sign of child abuse must be reported to the Director and the local authorities.
The Child Abuse Hot Line phone number is posted near the phones. See also the church
CHILD ABUSE POLICY. All teachers will receive training about child abuse, neglect and
exploitation as detailed in the Minimum Standards for Child-Care Centers and the policy
of Memorial Drive Presbyterian Church.
EMERGENCY NUMBERS AND PROCEDURES
Call the office should you need 911 services for fire, ambulance or police
emergencies. We will then call 911 and notify any and all pertinent offices within the
church. Child Abuse Hotline and Poison Control Center numbers are posted by the phones.
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6.11 – Yellow School Parent Handbook

THE YELLOW SCHOOL at MEMORIAL DRIVE PRESBYTERIAN
CHURCH
11612 MEMORIAL DRIVE
HOUSTON, TEXAS
(Phone) 713-784-0820 (Fax) 713-787-5238

PARENT HANDBOOK
STATEMENT OF PURPOSE and PHILOSOPHY
The Yellow School at Memorial Drive Presbyterian Church is an extension of the Christian
Education ministry of the church. Fully realizing that the early years of life are the most
important for laying the foundations of faith and for social, emotional and cognitive
development, the school





provides each child with acceptance, respect and love in a Christian environment by
caring adults
provides a place where children can learn about their uniqueness as children of God,
develop new relationships and learn about their expanding world
provides an environment in which each child is free to explore, experiment, make
decisions and learn to problem solve.

Within this framework, the children develop a positive self-image, a sense of self worth, and
the ability to self-regulate as we provide them with many opportunities for successful
accomplishments. We encourage their curiosity and independence. We believe the love of
God binds us together. In that love we welcome and respect all faiths and provide a
welcoming and loving community in which the children learn to work and play with others, to
respect property and the rights of others and to learn of God’s love for us all.
We believe that each child is unique and must be allowed to grow and develop at his/her own
pace. We plan a balance of child-directed and teacher-directed activities designed to help
the child grow physically, socially, emotionally, cognitively and spiritually. Our staff serves as
positive role models for the children and provides an environment in which each child
develops a good self-image and sense of self-worth.
Founded in 1974, the Yellow School is licensed by the Texas Department of Protective and
Regulatory Services and, as a licensed program, uses the Minimum Standards for Day Care
Centers as a basic guideline for setting policies and procedures. Should you wish to read it,
a copy of this document is available in the school office or you may access it online at
www.dfps.state.tx.us Also available is the most recent licensing inspection report.
From 1984 to 2006 the Yellow School was accredited by the National Academy of Early
Childhood Programs, part of the National Association for the Education of Young Children.
However, recently the Academy has rewritten the criteria and we are uncomfortable with
some of the changes. Therefore, we have dropped this accreditation for now and are waiting
to see how some of the issues will be handled. We are also studying some other options for
accreditation. In the meantime, we continue to adhere to the NAEYC standards under which
we were last accredited in which a high quality program was defined as “one that meets the
needs of and promotes the physical, social, emotional and cognitive development of the
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children and adults – parents, staff and administrators – who are involved in the program.
Each day of a child’s life is viewed as leading toward the growth and development of a
healthy, intelligent and contributing member of society.”

CLASSES OFFERED
ALL CLASSES HAVE ONE BUILT-IN EXTENDED DAY
st

CLASSES FOR 3 YEAR OLDS – children must be 3 by September 1 and toilet trained.
2 Day – Monday (8:45 – 11:45), Tuesday (8:45 to 2:30)
3 Day – Monday, Tuesday, Wednesday (Mon. and Wed. 8:45 to 11:45, Tues. 8:45 to 2:30).
3 Day – Wednesday, Thursday, Friday (Wed. and Fri. 8:45-11:45, Thurs. 8:45 to 2:30).
PRE-K CLASSES – children must be 4 by September 1

st.

3 Day – Wednesday, Thursday, Friday (Wed. and Fri. 8:45 to 11:45, Thurs. 8:45 to 2:30)
5 Day – Monday through Friday (8:45 to 11:45 M, T, W, F, Thurs. 8:45 to 2:30).
PM CLASS – This class may be a pre-k class or a pre-k/bridge (bridge for children not
quite developmentally ready for kindergarten) class, depending on need.
5 Day Pre-k– Monday through Friday (12:30 to 3:30 M, T, W, F, Thurs. 8:45 – 3:30) (Children
may also have a 3 or 4 day option in this class. Ask in the office for more details.)
KINDERGARTEN – Children must be 5 by September 1

st.

5 Day – Monday through Friday (8:45 – 1:00 M, T, W, F, Thurs. 8:45 – 2:30)
LUNCH BUNCH/EXTENDED DAY
For an additional fee, optional extended days are offered daily from 11:45 to 2:30 (a 3:30
pick-up time is also available) to children in the morning classes including Kindergarten (1:00
– 2:30 or 3.30). Optional mornings for children in the afternoon class (8:45 – 12:30) are
offered on Tuesdays and Fridays if there are enough families who want them. Activities for
the optional morning extended days include activities and supervised play, lunch (brought
from home) and a short quiet time.
Children are enrolled in this program at the beginning of each semester for that semester
only. Your child may stay only on days that she/he is attending school. Some “drop in” days
may be available.
With the exception of children in the 5 day morning pre-k class and the PM class, at
least one of your child’s regular classroom teachers will be in his/her lunch bunch
session each day. Three year olds stay in their own classrooms and the 5 day pre-ks
are divided between the two 3 year olds classrooms. The PM class has its own
designated teachers.
AFTER SCHOOL CARE
CDI offers an after school care from 3:30 to 5:00. If you would like to take advantage of this
option, please contact Candice Alexander (calexander@mdpc.org) to make arrangements. If
your child will be going to CDI for after school care, someone from Yellow School or CDI will
walk your child to the appropriate classroom.

STAFF
112
Revised 1/2016

In order to accomplish the stated purpose of the school, the teachers at the Yellow School
have been carefully chosen, not only on the basis of their educational background and
experience, but also for their personalities and for the warmth, love and concern they exhibit
towards children. Staff members are well educated in child development, have an
understanding and appreciation of young children and value, respect and care for them as
unique individuals.
All lead teachers have at least a Bachelor’s degree and all staff members are fully qualified.
All of our staff participates in at least 15 hours of continuing education each year, which
includes attending workshops, lab schools, seminars, staff meetings and reading professional
publications. Some of our teachers teach (or have taught) workshops in Houston and other
cities.
The Yellow School is an equal opportunity employer. There is no discrimination due to race,
creed or national origin.

ADMISSION
The Yellow School is open to children in the church and community without regard to
race, color, creed, religion, national origin or ancestry.
Beginning this year, the Yellow School will only accept online applications. Families with
children currently enrolled will apply online beginning January 28, 2010 for the 2010-2011
school year.
Class placement will be made in the order in which the applications were received. Currently
enrolled children and their siblings will be placed in classes in the following order:




children of MDPC members and staff
children of non-MDPC members

Families who do not currently have a child at the school may apply online beginning
September 16, 2009. Once placement for currently enrolled children and their siblings has
been completed, class placement for new families will be made, in the order in which they
were received, in the following order of priority:






children of MDPC members
children enrolled at CDI
children who have had siblings at the school, but not currently
children who are new to the Yellow School

When placement is completed and classes are filled, remaining applications are placed on a
waiting list in the same priority as listed above. Families will be notified if a space becomes
available. Any applications received after February 2, 2010 will be handled on a first come,
first served basis without regard to priorities.

Admission and class placement are in the sole and absolute discretion
of the Director, applying the policies approved by the Yellow School
Board.
SPECIAL NEEDS CHILDREN
A child with special needs will be evaluated by parents, consultants and staff to see if the
school can be beneficial to him/her. The Director will recommend to the board action to be
taken on each request for the enrollment of a special needs child, if necessary. We will make
any modifications necessary for each child with special needs who is enrolled in the school.
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FEE POLICIES
The Yellow School is a non-profit program and fees and tuition charged are based on actual
operating costs. Amounts are set each year by the Yellow School board and approved by the
session of the church.
A registration form must be completed each year for each child to be enrolled in the
REGULAR SCHOOL PROGRAM. A registration fee must accompany the form. The
registration fee may be refunded, IF REQUESTED IN WRITING, only BEFORE a child has
been accepted into a class. Prior to starting school, the following fees must be paid:
 A RESERVATION FEE equaling one month’s tuition. This non-refundable fee
becomes the tuition payment for May and is due upon the child’s acceptance into the
program.
 A PROGRAM FEE for children in the pre-k, PM and kindergarten classes is also due
upon acceptance. This fee is non-refundable.
A registration form must be completed each year for each child to be enrolled in our
SUMMER SESSION. A non-refundable registration fee for this program is also required
upon receipt of the application. Tuition for the summer session is due on or before the first
day of classes. Summer school fees are non-refundable.
An optional LUNCH BUNCH/EXTENDED DAY program is offered to children in all classes.
Parents wishing to enroll their children in Lunch Bunch must complete an application and
return it with a check for the non-refundable amount due at the beginning of EACH semester
(prior to the beginning of school in August and in December for the second semester).
NOTE: ONCE YOUR CHILD HAS BEEN ACCEPTED FOR THE REGULAR SCHOOL
YEAR, THE FOLLOWING FEES ARE NON-REFUNDABLE AND NON-TRANSFERABLE:






All registration fees
The reservation fee
Lunch Bunch tuition
Program fee

Tuition is payable in 8 equal installments, September – April, without regard to the number of
school days in a particular month or the number of days your child may be absent. May
tuition is pre-paid as a deposit, therefore, no May tuition is due. Tuition payments are due the
th
first of each month. Any tuition payment made after the 10 of the month will be
considered late and a $20.00 late fee will be assessed. Please speak with the director
regarding any special payment needs. A 5% discount is available for prepayment of tuition
each semester. A 10% discount is available for families who have 2 or more children in the
Yellow School. If you have a child in the Yellow School and another in CDI, you may take a
5% discount in each program. Discounts do not apply to extended day, registration,
reservation and/or testing/supply fees. No more than a 10% discount may be taken per
family. You are responsible for letting the school know of your eligibility for a
discount. No refunds can be given for discounts not requested at the beginning of
each semester. See the summer packet for more information.
Credit and/or refunds cannot be given for absences, vacations, illness, acts of God, etc.
In case you must withdraw your child, two weeks written notice must be given before any
tuition refund can be considered.
Checks must be made payable to MDPC and may be dropped off at school, or mailed to:
The Yellow School at MDPC
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11612 Memorial Drive
Houston, TX 77024
Please write what the check is for on the memo line. For example, “tuition” or “lunch bunch”.
LATE FEES
A parent who has not picked up her/his child (or carpool) by the close of that child’s session
will be charged an administrative late fee of $5.00 for each 5 minutes past the scheduled
pickup time. Please call the school if you are going to be late so that we may reassure your
child. Leave a message if we are unable to answer the phone. You will still be responsible
for any fees incurred.
FINANCIAL ASSISTANCE
Some funds are available for families needing financial assistance. MDPC asks that these
funds be reserved for families with an annual income of $50,000 or less, unless special
circumstances apply. Tax records may be requested. Please contact the director of the
Yellow School for more information.

REQUIRED INFORMATION
At the end of June, you will be sent a packet of information and forms. Included are
immunization and health information which must be signed by your physician, a confidential
information form about your child, emergency information, photo permission forms and more.
Please complete them and return them as soon as possible. LUNCH BUNCH/EXTENDED
DAY forms and SCHOOL BAG order forms must be completed and returned IMMEDIATELY.
During the school year, should any of your personal information change, please let us
know immediately.

ORIENTATION
In August, your child’s teacher will call to arrange a home visit. This is an excellent
opportunity for your child to meet and visit with the teacher in her/his own comfortable
surroundings. Following the home visit, there will be two identical parent orientation
meetings, held just prior to the beginning of school. These meetings are very important to
new as well as returning parents. They provide a forum for obtaining information, asking
questions and discussing your expectations of the school and the school’s expectations of
you. The day classes begin, a coffee is held at the school. Hosted by members of the
school board, this is a wonderful opportunity for parents to meet one another while their
children are enjoying the first day of day. (See packet for letter for more specific information.)

SCHOOL YEAR – BEGINNING, ENDING & HOLIDAYS
For the most part, the Yellow School follows the vacation schedule of the Spring Branch
Independent School District. (There may be a few slight differences.) Our opening and
closing dates are different and we do not take SBISD’s inservice days. Check the Yellow
School calendar for more specific information.

SCHOOL CLOSINGS
Teachers or room mothers will call and/or email you to notify you of school closings due to
severe weather (i.e. hurricane, tornado, high winds, flooding, etc.) or a school emergency (i.e.
no electricity, severe plumbing problems, etc.) We will cancel school if Spring Branch ISD
cancels its classes. No refunds are given for school closings.
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CAR POOLS and CAR POOL LINE
To help you arrange car pools, a class list will be included in your summer packet. The
Yellow School does not provide transportation.










Please be on time. Classes begin at 9:00 a.m. (or 12:30 p.m. for the afternoon class). It is
important that the children be in their class to participate in the opening group time. In order
to facilitate this, school will open at 8:45.
Parents should remain in their cars and form a line in front of the covered walkway. The
teachers will go to the cars, greet the children and escort them into the school.
If you cannot wait in the car pool line, please park your car away from the line of traffic and
bring your child in. DO NOT LEAVE YOUR CAR UNATTENDED IN THE CARPOOL LINE.
If you bring your child into the school, please make sure that he/she is greeted by a teacher
before you leave. Be careful walking across the parking lot. We are concerned about the
safety of children and adults.
To keep the car pool line moving, please pull away from the line to fasten seat belts. Also,
remember that the line is not a good place to have lengthy talks with the teachers. If you’d
like to talk with a teacher, please call her or the school to arrange a conference.
If you bring your child in late or pick her/him up early, please come in the main entrance and
sign in or out, as the case may be.
If you walk your child to his/her classroom and class has begun, please be very quiet
so that the class is not interrupted.
Only parents or other authorized persons may pick up a child. In accordance with state law,
if someone other than the child’s parent is picking up a child, that person may be asked to
show proper identification. Also, when another person is to pick up a child, the school must
be notified, in advance, in writing. If you must call to let us know someone else will be
picking up your child, please send a note the next day, so we have the information in
writing. No child may be picked up by anyone under the age of 18.
For your protection, if a parent calls to authorize the emergency release of a child, we will
verify that the caller is actually the parent by asking information that is relevant to your child.
If there is still some doubt, we will ask to call you back and continue to ask you pertinent
information. We are legally unable to refuse visitation, or the privilege of picking up a child, to
a parent UNLESS WE HAVE A CERTIFICATE OF CUSTODY from the legal parent or
guardian who has physical custody. It is the parent or guardian’s responsibility to
furnish any necessary documents. The document(s) must be specific as to who has legal
custody, visitation rights, care for the child(ren) during holidays and any information as to
specific arrangements made for payment of tuition and fees.

CELL PHONES
When in the carpool line or when walking your child in or out of school, please do NOT talk on your
cell phone. Your child needs and deserves your full attention as you are saying “hello” and
“goodbye”. When you are in your car, talking on a cell phone becomes a safety issue. Therefore, for
the physical and emotional health of all, the Yellow School is a CELL PHONE FREE ZONE. Thank
you for your cooperation and understanding.

HEALTH, SAFETY and EMERGENCY INFORMATION
You will receive one form to be completed listing medical information, insurance information,
emergency information and a permission statement. This form must be completed and returned to
school BEFORE school begins. The medical portion MUST be signed by your doctor. The
EMERGENCY INFORMATION/PERMISSION FORM portion must be completed by you and
notarized. The school director can notarize your form. During the school year, please inform the
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school if any changes occur in the information on these forms (telephone numbers,
addresses, immunizations, etc.).
If a child becomes ill or is injured in such a way that he/she needs medical attention, staff at the
Yellow School will
1. assess the nature of the illness or injury and care for the child apart from the other children.
2. attempt to contact the child’s parents (unless otherwise instructed). If neither parent is
available, we will contact an authorized alternate. Therefore, when choosing persons to be
contacted in case of emergency, please be sure they are local people who will probably be
available.
3. contact the child’s physician, if requested and if necessary.
4. administer first-aid and CPR when needed.
If we are unable to contact parents immediately and feel we must take a child to an emergency room
for a minor emergency, someone from the school staff will take him/her to St. Luke’s Episcopal
Hospital Minor Emergency Center on San Felipe. Parents will be notified as soon as possible and
asked to meet us there. The child’s parents will be responsible for any charges incurred.
In an emergency situation needing a 911 call, the child’s parents will be notified immediately and
asked to meet the staff member at the Emergency Room. Again, parents will be responsible for any
charges incurred.
ILLNESS
The health and well being of your child is important to us. Please keep your child home if there is any
evidence of illness such as:









fever
persistent cough and/or sore throat
heavy non-clear nasal discharge
vomiting
diarrhea
skin rash
symptoms of a possible communicable disease including conjunctivitis.

No child may return to school for at least 24 hours after his/her temperature has returned to
normal and/or after vomiting and/or diarrhea has ceased. Please report any communicable
diseases to the school, so that we may inform other families.
Please notify the school if your child will be absent.
ADMINISTERING MEDICINES
We prefer not to administer medication, but should it be necessary for us to do so, the following State
of Texas Department of Protective and Regulatory Services rules must be followed.
 Any and all medications brought to school must be in the original container.
 Medications must be labeled with the child’s name.
 Prescription medicines must be labeled with the date.
 Medications must include directions to administer.
 Prescription medicines must include the name of the doctor prescribing the medication.
The Yellow School will keep a record (for at least three months) of all medications administered,
which will include:
 the name of the child to whom the medicine was given.
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the name of the medicine.
the date, time and amount of medicine given.
the name of the person who administered the medicine.

Any medicines, ointments, etc. brought to school MUST be handed directly to a staff member.
Please do not put any medications in your child’s bag, lunch box, etc. Included in your packet
are some forms entitled “Authorization for Dispensing Medication”. Keep these forms handy at home
and, if your child must take medicine while at school, please complete one of these forms and send it
in with the child’s medicine.
We will keep all medicines out of the reach of children and refrigerated, if necessary.
WE CAN ONLY GIVE YOUR CHILD MEDICINE THAT YOU HAVE GIVEN US IN ACCORDANCE
WITH THE AFOREMENTIONED INSTRUCTIONS. This includes Tylenol, Motrin, Benadryl, EPIPENS, etc.
Help your child by seeing that he/she gets the proper amount of rest (11 to 12 hours is
recommended), especially the night before coming to school. A good breakfast gives the children
energy for their day. Withholding medical and/or behavioral information is NOT acting in your child’s
best interest. Working together, we can provide the best school environment for your child.
ANIMALS AT SCHOOL
Some of our classes may have class pets. The children are required to follow good hygiene and
hand washing procedures after handling the animals and/or items used by those pets (cages, bowls,
etc.). Animals are often available for weekend and vacation visits to your homes.

SCHOOL CLOTHING, EQUIPMENT, ETC. – WHAT TO BRING
CLOTHING
Children should be dressed in washable play clothes. Although we provide aprons for potentially
messy activities, when children are enjoying paint, glue, etc. their clothing may become soiled. Party
or dressy clothes are not appropriate. Closed shoes with rubber soles are required for the
playground. “Jellies”, sandals, “crocs”, cowboy boots and slick leather soles are potentially
dangerous when running and climbing. If your child must wear those “great new boots”, please send
sneakers (the best and safest choice) for the playground.
Drawstrings on jackets are a choking hazard. They can get caught on climbing equipment, etc.
Please remove them.
Unless the weather is very rainy, we will have time outdoors each day. Please send appropriate
clothing, remembering that the playground can be quite chilly early in the morning. Please mark ALL
clothing with your child’s name.
Since all children enrolled should be toilet trained and since we do not have diaper changing
areas as required by licensing (necessary only for those programs which serve infants and
toddlers), please do NOT send your child to school in diapers or “pull-ups”. We are happy to
change clothes in case of accidents.
Many parents are concerned about their children (especially three year olds) having potty accidents.
This is not uncommon and the teachers will help the child when this happens. Again, please DO
NOT send your child to school in pull-ups. This sends the message to the child that it is OK not to
use the potty. We are happy to work with you on potty training issues, but we can only be successful
in this if you are consistent about putting “grown-up” underwear on your child.
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All children should have an extra change of clothing in their school bags. We do keep some extra
clothing on hand in case of accidents. If your child arrives home in school clothing, please wash it
and return it as soon as possible.
School t-shirts, sweatshirts and backpacks are available for purchase. All pre-k, PM and kindergarten
children must wear school shirts on field trips. (The 3 year old classes do not take field trips.)
SCHOOL BAGS
All children must bring a large bag to school each day. The bag should be roomy enough to hold the
children’s belongings (work done at school, items they might have brought from home, lunch boxes,
etc.) The bag also is used as a “traveling bulletin board”. We will attach a smaller bag to the outside
of your child’s bag. This small bag must be kept on the child’s bag at all times and is to be used by
you to send us notes, checks and the like. This enables the teachers to easily see that you have sent
something to us. The small bag will also be used by us to send you notes, newsletters, lesson plans
and other items that are important for you to read. PLEASE DO NOT USE BAGS WITH WHEELS.
They damage the cubbies. The school backpacks or a backpack with a large opening are the best
choices.
SNACKS
A mid-morning (or afternoon, for the p.m. class) snack is served to the children each day. Special
cooking projects are often part of the curriculum and become the snack of the day. Snack foods
include such things as fresh fruit and vegetables, cheese, toast, biscuits, pizza, tortillas, pita bread,
crackers, cowboy stew, applesauce, jello, juice popsicles, trail mix and fruit juice or water. We often
serve organic foods. No juice drinks or meals are served. If you and your child would like to bring a
snack for the class, please notify the teacher in advance so that conflicts with birthday celebrations
and cooking activities do not occur.
LUNCH
If your child is staying for Lunch Bunch/Extended Day, please send a lunch and drink. According to
the Minimum Standards and Guidelines, a growing child, ages 2 to 6, needs the following amounts of
food to meet just one half of his/her daily nutritional needs:
 1 cup of milk, 2 oz. of cheese, 1 cup yogurt or 4 tablespoons of dried milk
 2 ½ to 3 oz. of meat, fish or poultry or 1 egg or 2 tablespoons of peanut butter
 ½ cup of cooked or raw vegetables or 1 cup raw, leafy vegetables
 ½ cup of fresh or canned fruit, ¼ cup of dried fruit, 1 medium piece of fruit
 1 slice of bread or 1 oz. dry cereal or 1 ½ cup rice or noodles
Read labels when purchasing prepared foods. Lunchables are very high in fat, sodium and calories
and children often throw most of it away. Please do not send them. Fruit Rollups are not fruit.
Your child expends a lot of energy while at school; please include healthy foods in her/his lunch box.
Please do not send candy and send only one dessert. Since we are unable to provide
refrigeration for the children’s lunches, please put an ice pack in your child’s lunch box to keep
perishable foods cold.
RESTING MATS
Children staying for Lunch Bunch have a short quiet time before going out to play. A resting mat or
child-size sleeping bag is required for each child. Please make sure that mats have some kind of
cover – a large pillowcase works well. Mats will be sent home each week to be washed.
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DISCIPLINE
Teachers support children’s social and emotional development, assisting them to be comfortable,
happy and involved in play and other activities. The staff helps children deal with anger and
frustration by comforting them, encouraging them to identify and verbalize the problem, helping them
find words when necessary and helping them use various strategies to problem solve.
By setting clear, consistent and reasonable limits, the children gain a sense of security; they know
what is expected. Within these limits, children are encouraged to make choices and decisions.
Mistakes become learning opportunities and the child’s sense of self-esteem grows as he/she
experiences success in a variety of situations.
Teachers plan ahead to avoid conflicts and redirect unacceptable behavior. They model, reinforce
and nurture positive actions.
Occasionally, a child will lose control of his/her actions and emotions and removal from the group
becomes necessary in order for that child to regain control and to safeguard the feelings and security
of the other children. This is not a punishment; rather it is an opportunity for the child for the child to
calm down and to plan, with the teacher, what he/she would like to do upon rejoining the group.
Separation from the group does not exceed one minute per year of child’s age.
BEHAVIORAL CONCERNS
Sometimes a child exhibits behaviors which are of concern to others. Usually these behaviors (such
as biting) are infrequent and result from frustration, especially in children whose language skills are
not sufficient for good communication. Whenever a staff member observes a changing pattern in the
child’s behavior, the parents are contacted and, together, they try to find reasons for the behavior and
solutions to it.
However, should these behavior problems become frequent and/or severe, further steps may have to
be taken, such as outside intervention with a professional who may offer additional recommendations
to the school and the family. The school reserves the right to and will request that a family
withdraw their child if it is determined that the parent cannot abide by the school’s policies, or
if we cannot adequately meet the needs of the child/family due to classroom size, budgetary
limitations or the inability to preserve the safety of the other children.
Our goal is a secure, happy, self-confident child who is able to work and play with others. We want to
work with our families to help with toileting, feeding and other self-regulating skills and with any other
concerns that might arise.

CURRICULUM
Following the guidelines set forth by the Texas State Department of Education for essential
knowledge and skills in preschool and kindergarten, the theories of Piaget, Erickson and Vygotsky
and the findings from the latest brain research, curricula at the Yellow School is written to address the
needs of each individual and the class as a whole. Teachers use many methods of assessing each
child’s needs and progress. These include information from parents, observations, anecdotal
records, developmental scales and screening instruments.
Because young children learn best through play activities, the teachers set up many play
opportunities designed for learning the skills the children will need later on in their academic pursuits.
 When children learn to use one thing to represent another, they are better able to understand
that letters represent sounds and numbers represent quantities.
 When children engage in pretend play and role playing, they develop their language skills
and their ability to understand and tell stories.
 As children play with sand, blocks, water, and clay they learn about cause and effect,
counting, sorting, classifying, ordering, and problem solving.
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Studies show that successful children are those who are curious and motivated. Being able to engage
in activities they have chosen makes learning enjoyable and promotes a love of learning.
Daily plans include learning activities appropriate to the developmental levels and various learning
styles of the children. These activities are designed to facilitate the development of skills in:
 reading and language arts
 mathematics
 science
 social studies
 art
 music
 fine and gross motor endeavors
READING AND LANGUAGE ARTS
In order to be able to read, children must be able to express themselves and listen effectively. These
skills are developed by activities such as listening to stories, dramatizing stories, following oral
directions, rhyming words in poems, stories and songs, listening to and identifying sounds in the
environment, writing class books, relating personal experiences for the “Daily News”, participating in
“Show and Tell” and learning to use picture clues. Using games, puzzles, charts, and labeling,
children learn to identify letters and frequently used words. Through games, poetry and songs,
children learn the sounds of letters and language. Doing puzzles, playing with play dough and clay,
painting and drawing using many kinds of instruments, building, woodworking, etc. all help develop
the fine motor skills necessary for writing.
MATHEMATICS
Activities to develop understanding of mathematical concepts include such things as sorting and
classifying, arranging objects according to size and shape, counting objects and classmates,
measuring, block building, playing with balancing scales and working with puzzles, games, toys and
other activities that are designed to facilitate leaning of numerals, one-to-one correspondence and the
meaning of numbers.
SCIENCE
Outdoor activities such as walks, gardening, observing and collecting bugs, pulling flowers and weeds
and discovering the parts of plants, classroom pets, working with magnets, magnifying glasses,
experiments with water and air; these are just a few of the kinds of things your child will encounter
which are designed to build an understanding of scientific principles. In music, we experiment with
sound; in the block corner, the children learn about balance and inclined planes. Items are put in
plastic bags; the bags are twisted and spun. The children learn about stored energy. While doing an
art project using an eyedropper to drop colored water on a coffee filter, the children learn about air
pressure and absorption. When preparing applesauce for snack, the children learn how heat
changes the properties of an apple.
SOCIAL STUDIES
Being part of a group in a school environment is the beginning of an understanding of social studies.
The children learn decision-making and problem solving skills. They learn of the need to have rules.
As they work in groups, they develop respect and understanding for others. Firefighters and police
officers visit and the children learn about community helpers. Field trips, books and discussions
broaden and enhance the children’s understanding of community and their role in it.
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ART AND MUSIC
As previously noted, both art and music activities play an important role in helping to develop skills
necessary for school success…..and they are fun! They encourage creative expression, independent
thinking and help build self-esteem. Art activities develop visual discrimination, coordination and a
heightened awareness of the world. In music, the children learn to find their “singing voices” as
opposed to their “speaking”, “whispering” and “shouting” voices. They learn about pitch and rhythm,
steady beat, opposites such as loud/soft, fast/slow and high/low. They experience a variety of music
- classical, folk and jazz – and learn about instruments of the orchestra and instruments from other
lands.
FINE AND GROSS MOTOR ACTIVITIES
In the classroom, on the playground, in music and art activities, the children are developing and
refining the skills necessary for reading, writing and understanding the various social and scientific
principles that make up the world. Puzzles, legos and other building equipment, pencils, chalk,
paintbrushes and the like develop fine motor muscles. Climbing, twirling, balancing, ball playing and
other gross motor activities help develop eye/hand coordination and the ability to cross the midline
(necessary for reading). Social development, teamwork, physical strength, coordination, dexterity
and alertness are among the skills developed by these activities.
SPANISH
A Spanish teacher will provide instruction for the children at least once a week.
FIELD TRIPS
During the year there will be several field trips for pre-k, PM and kindergarten children. These trips
provide an opportunity for the children to explore their world and deepen their understanding of it.
Field trips help broaden their base of experience, upon which all learning is based. Children must
wear school t-shirts on field trips. We generally use the church buses to transport children on field
trips.
CHAPEL
Faith development is an important part of the curriculum of the Yellow School. Chapel is held twice a
month. During chapel and incorporated in our daily activities, we explore ways we know God,
interpret Thanksgiving, Christmas and Easter from a Christian perspective and model unconditional
love so that the children might develop an understanding of God’s love for us.

Developmentally appropriate materials are available and reflect diverse racial, gender and age
attributes. A variety of materials are provided to engage children in active and meaningful learning.
Some activities are chosen by the children; some are teacher directed. Routine tasks are
incorporated into the program as a means of furthering the children’s learning, self-help and social
skills.

CELEBRATIONS
BIRTHDAYS
Each child’s birthday is celebrated at snack time by singing “Happy Birthday” and with the wearing of
a special birthday crown. If you would like to send a special birthday snack to school, please let your
child’s teacher know ahead of time. Special cookies (perhaps a numeral cookie representing the age
of the birthday child) or a giant cookie, decorated or not, make excellent birthday treats. Please do
NOT bring cupcakes or cake. Although they are sometimes requested by the children, they are
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seldom eaten. Also, please do NOT bring party favors, balloons or the like. We encourage you
to have a “pretend birthday” celebration at school if your child’s birthday falls during the summer. We
are unable to hold birthday parties at the school. Please do not send birthday party
invitations to school to be distributed.
HOLIDAY CELEBRATIONS
At the beginning of the year, room moms should distribute sign up sheets to class parents.
These signups are for bringing items for a holiday celebration: Halloween, Thanksgiving (for
the 3 year olds), Christmas, Valentine’s Day, and Easter. Parents volunteer to bring either a
special snack (see birthday suggestions), holiday plates, napkins or juice. All parents should
have the opportunity to volunteer at one of these celebrations, if they wish. We do try to keep
all holiday celebrations fairly low key so that the children do not get too overwhelmed. Therefore, as
with birthdays, we ask that there be no party favors, balloons, etc. We often have children
with food allergies. Therefore, before bringing any snack to school, please check with your
child’s teacher for any pertinent allergy information.

PARENT COMMUNICATION
Communication between school and home is very important. Your child’s educational and emotional
well-being is our highest priority. We encourage you to visit the school and to be as involved in the
activities as you wish. Each year we will send home a parent questionnaire for you to complete.
Your answers and suggestions enable us to determine how well we are meeting the needs of the
children and their families and to act upon any suggestions that you might make. Should you ever
have a concern, please speak to your child’s teacher and/or the director. Every effort will be made to
address the issue. If any conflicts or concerns remain unresolved, we suggest that you speak to the
Director of Children’s Ministries. Please be assured that we will do all we can, within the program’s
philosophy and licensing and accreditation standards, to come to a satisfactory solution.
The Confidential Information Form that you complete helps us know your child and we welcome any
ideas and suggestions for working with your child throughout the year. If the teachers have any
concerns about your child’s behavior and/or development, they will contact you so that you and they
can work together in determining what is best for your child.
If it were ever necessary to make a change that would affect a child, the parents would be
notified/consulted first. The teachers and director also make suggestions to help you in determining
the best placement for your child as she/he moves on from year to year.
SCHOOL CALENDAR
The school calendar, sent in your summer packet, should be kept handy. In it you will find the
schedule of the school year including dates of school photos, screenings, etc. Notes will be sent
home as reminders and/or informing you of any changes which may occur. Also, check the board on
the outside walkway for information.
PARENT-TEACHER CONFERENCES
Parent-teacher conferences are scheduled twice a year, once in the fall and again in January and/or
February. Additional conferences can be and are held throughout the year at the request of either the
parents or the teacher. The teachers’ primary responsibilities during school hours and car pool times
are for the children. If you wish to speak with your child’s teacher, please call her or call the school to
arrange a convenient time.
LESSON PLANS
The teachers plan developmentally appropriate activities designed to teach the skills the children
need to further their education and based on the needs of the children in each class. An overview of
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the activities planned in your child’s classroom will be sent home each week in a document called
“What’s Happening”.
NEWSLETTERS
Approximately once a month, you will receive a newsletter with reminders and updates about
activities at the school and parenting tips. You will also periodically receive a Kindergarten newsletter
detailing many of the activities happening in that class. Much of this information, plus some photos of
the children, can also be found on the church website – www.mdpg.org.
NOTES
Check your child’s backpack each day for notes about your child’s day, contagious diseases,
reminders of events, “ouch” reports (sent home if your child has gotten hurt), etc. Many of our notes
to parents regarding class or all school activities or other information will be sent in email form as well
as on paper.
E-MAIL
It is the policy of Yellow School that all email messages between parents and Yellow School staff be
sent through the school. The school address is naomib@theyellowschool.org . No emails
concerning Yellow School may be sent to personal email addresses. Simply note to whom you
wish the message to go and we will make sure that teacher receives it in a timely manner.

PARENT OPPORTUNITIES

Each year we offer parent orientation meetings, first day coffees, parent meetings, our annual
Book Fair and Art Show, end-of-year picnics and social gatherings planned by individual classes.

If you have a special talent or interest you would like to share with us – helping in the
classroom, helping with computer entries, substitute teaching, reading to the children, doing a project
with the children, helping in the school library, playing (or just showing the children) a musical
instrument, etc., please let the teachers and/or the director know.

When taking field trips, we use the church van and bus to transport the children. Sometimes
we also need some parents to drive. We also ask parents to accompany the children on field trips. If
you would like to participate in a field trip, please make arrangements, if necessary, for the care of
siblings. We are unable to take extra children on field trips.

We want and need your input. Each year we will send you a Parent Survey. This is an
opportunity for you to answer specific questions about the school and to make suggestions. Please
take a few minutes to complete it and return it to the school.

You are welcome in the school and we encourage your observations, comments and
suggestions. If you ever have a problem or concern about anything at the school, please let us know
immediately by talking with a teacher, the director or the assistant to the director.

Each classroom has one or two Room Mothers who help recruit parents to go on field trips,
make arrangements for snacks for holiday celebrations, plan teacher appreciation activities, etc. If
you would like to be a Room Mother, please sign up on the volunteer form, at a Parent Orientation
meeting or at your First Day Coffee.

The Yellow School Board is an organization composed of nine members of Memorial Drive
Presbyterian Church who assist with school events and help set policy, fees and discuss and plan
other matters necessary for providing the best education for your children. The board meets once a
month in the evening. Board members serve a three year term. If you are interested in serving on the
board, or know someone who might be, please contact a board member or the director.
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Should you have an article of interest or a special community event that you would like to
share, please bring it to the office for approval. Nothing should be sent home without prior approval
of the administration.

If you are interested in going on field trips, volunteering at school and/or substitute teaching,
please complete the criminal history check form found in your summer packet. A class will be held
early in the school year to train all parents who may be involved with the children on a somewhat
regular basis in the areas of child abuse and neglect, basic safety and first aid information, licensing
laws by which the school operates, discipline and classroom management.

RESOURCES and SPECIAL SERVICES
SCREENINGS
A developmental readiness test and vision, speech, hearing and language screenings are scheduled
each year for children in the pre-k, PM and kindergarten classes. If there are concerns about a
younger child, he or she may also participate in the screening process. There is a minimal charge
included in the program fee for these state mandated screenings and the readiness test.
LIBRARY
The Yellow School has a wonderful selection of books for children, which you are welcome to borrow.
Write the name of the book(s) you are borrowing, your name and the date on the forms in the file box
on the library shelves. Leave one copy in the box and take the other with you as a reminder of which
books you have taken. Please return books within two weeks. There are also some books available
for adults on child development, parenting and illness and death. Please follow the same procedure
to check them out.
PROFESSIONAL REFERRALS
We keep a list of speech therapists, psychologists, psychiatrists, occupational therapists, etc. should
you have need of them.
PARENT MEETINGS
There will be at least two parent meetings concerning child development and school readiness. The
church also periodically provides parent education classes on a variety of subjects. We will keep you
informed of these opportunities to learn and discuss concerns with others. We urge you to attend all
parent meetings.
TEXAS DEPARTMENT OF PROTECTIVE AND REGULATORY SERVICES
Address: 2221 West Loop, South
Houston, TX
Phone #: 713-940-5200
Child Abuse Hotline: 713-626-5701
Website address: www.tdprs.state.tx.us
STAFF - ADMINISTRATIVE
Naomi H. Black, Director
Lee Macpherson, Administrative Assistant
TO LEARN MORE ABOUT PLAY AND LEARNING
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Alliance for Childhood
www.allianceforchildhood.net/projects/lay/pdf.files/play_fact_sheet.pdf
American Academy of Pediatrics
http://pediatrics.aapublications.org/cgi/reprint/119/1/182
Childhood: A Time for Play, National Kindergarten Association
www.nkateach.org/NKA/Research_files/PlayPaper.pdf
The National Association for the Education of Young Children publishes many articles for parents and
teachers, including many on play and learning.
www.naeyc.org/ece/eyly
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6.12 – Yellow School Teacher Handbook
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(Rev. 6/2009)

TEACHER HANDBOOK
Welcome to the YELLOW SCHOOL at Memorial Drive Presbyterian Church! We
hope that this booklet will be helpful to you as we work together in the “Little
Yellow School”.
**** JOB DESCRIPTION ****
LEAD TEACHERS:
Education and experience
1. Bachelor’s degree in Early Childhood Education or a related field preferred
2. Experience in the field of Early Childhood preferred.
Additional Qualifications
1.
2.
3.
4.
5.
6.

Must be at least 21 years old
Must not have had any felony or misdemeanor conviction
Must submit to a criminal history search including fingerprinting.
Must maintain certification in First Aid and CPR, renewing it annually.
Must relate well to young children and adults.
Must be willing to abide by and implement the Christian philosophy of the
school.
7. Must have the physical abilities required to deal with young children (i.e. sitting
on the floor, squatting, ability to lift at least 36 pounds, ability to converse with
children at their eye level)
8. Must be flexible while working with others.
9. Must be a team player.
Responsibilities
1. Be on duty from 8:20 AM until at least 2:45 PM or until the daily
responsibilities are finished. This includes tidying up the classroom, cleaning off
the tables and putting materials in their proper places. This also includes tidying
and putting away materials in shared spaces such as the Multi-purpose Room
and the Teacher Workroom.
2. Attend monthly staff meetings
3. Attend parent meetings and any other required school activities such as, but not
limited to, Family Night.
4. Weekly, prepare “What’s Happenings” and give them to the office.
5. Prepare weekly lesson plans and give to the Director by Friday of each week.
Lesson plans must be available in your classroom at all times.
6. Conduct home visits for each child prior to the beginning of school.
7. Complete accident reports as necessary. Make sure any accident notes sent
to parents also are signed by the Director or Assistant to the Director. A
copy will be kept in the student’s file.
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8. Periodically, report to the Yellow School Director about the growth and
development of the children in your class. Always discuss any concerns you
have about a child with the Director.
9. Always report to the Director any conversations with parents regarding
accidents, behavioral issues, concerns about the school, etc.
10. Supervise and direct the classroom and playground
11. Keep anecdotal notes about the children on a regular basis.
12. Keep individual records of the children.
13. Have conferences (at least two per year) with the parents of the children in the
class.
14. Write monthly (or more) notes to parents about their child.
15. Meet or exceed the minimum standards for continuing education and in-service
set by the state. Provide documentation for all training attended.
16. Submit written requests for supplies and equipment at least one week in
advance.
17. Help assistant teacher grow by sharing responsibilities and making concrete
suggestions.
18. Be knowledgeable about state minimum standards, accreditation standards and
all school policies.
19. Share tasks with others in common areas: multipurpose room, storage areas,
teacher workroom, and bathrooms to keep things clean and neat. Check toilets
frequently to make sure they are flushed.
20. Must have yearly training in the signs and symptoms of child abuse and neglect
and the school/church policies regarding same.
ASSISTANT TEACHERS
Education and experience
1. Must have a high school diploma or a G.E.D. certificate.
Additional Qualifications
1.
2.
3.
4.
5.
6.

Must be at least 21 years old
Must not have had any felony or misdemeanor conviction
Must submit to a criminal history search including fingerprinting.
Must maintain certification in First Aid and CPR, renewing it annually.
Must relate well to young children and adults.
Must be willing to abide by and implement the Christian philosophy of the
school.
7. Must have the physical abilities required to deal with young children (i.e. sitting
on the floor, squatting, ability to lift at least 36 pounds, ability to converse with
children at their eye level)
8. Must be flexible while working with others.
9. Must be a team player.
Responsibilities
129
Revised 1/2016

1. Be on duty from 8:20 AM until at least 2:45 PM or until the daily responsibilities
are finished. This includes cleaning tables, tidying the room, and putting all
materials in their proper places. This also includes tidying and putting away
materials in shared spaces such as the Multi-purpose Room and the Teacher
Workroom.
2. Attend monthly staff meetings
3. Attend parent meetings and any other required school activities such as, but not
limited to, Family Night.
4. Make every effort to accompany the lead teacher on home visits to the
children in your class.
5. Complete accident reports as necessary. Make sure any accident notes sent
to parents also are signed by the Director or Assistant to the Director. A
copy will be kept in the student’s file.
6. Always discuss any concerns you have about a child with the Lead Teacher
and the Director.
7. Always report to the Director and the Lead Teacher any conversations with
parents regarding accidents, behavioral issues, concerns about the school, etc.
8. Supervise and direct the classroom and playground
9. Keep anecdotal notes about the children on a regular basis.
10. Help Lead Teacher keep individual records of the children.
11. Record daily attendance before 10:30 a.m. each day. Check back packs daily
for notes, checks, etc.
12. Be present, if possible, at conferences (at least two per year) with the parents of
the children in the class.
13. Help write monthly (or more) notes to parents about their child.
14. Meet or exceed the minimum standards for continuing education and inservice set by the state. Provide documentation for all training attended.
15. Submit written requests for supplies and equipment at least one week in
advance.
16. Be knowledgeable about state minimum standards and accreditation
standards and all school policies.
17. Share tasks with others in common areas: multipurpose room, storage areas,
teacher workroom, and bathrooms to keep things clean and neat. Check toilets
frequently to make sure they are flushed.
18. Carry out the duties and responsibilities assigned by the teachers and/or the
Director.
19. Must have yearly training in the signs and symptoms of child abuse and
neglect and the school/church policies regarding same.
20. Though the Assistant is not responsible for lesson planning, her/his input in the
planning process is encouraged.
ALL EMPLOYEES AGREE TO
1.Cooperate fully with the Director of the school in order to implement the programs
and purpose of the school
2.Abide by the by-laws of the school and all guidelines established by the Director
and/or the Nursery School Board and by Memorial Drive Presbyterian Church.
3.Comply with the requirements, as interpreted by the Board of Directors of MDPNS, of
the “Minimum Standards for Kindergarten and Nursery Schools” (also those for Day
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Care) as developed by the Texas State Department of Human Resources and with
the criteria set forth in the “Guide to Accreditation” published by the Academy of
Early Childhood Programs (NAEYC).
****TEACHER TRAINING****
All teachers MUST obtain a minimum of 15 clock hours of training each year.
This required includes classes in child development, teacher/child interactions,
teacher/parent interaction, assessment, health and safety, and curriculum. In addition,
all teachers are required to take a course in First Aid/CPR, recognizing and reporting
child abuse and school safety issues including the use of fire extinguishers, emergency
procedures, fire and emergency drills. Additionally, there is a required two-hour inhouse training, yearly, on Transporting Children. Some of the aforementioned training
will be provided in-house; some will be obtained from outside sources, which must be
approved by the Director.

*** E-MAIL POLICY ***
Teachers must NOT e-mail parents from their homes or give parents their
personal e-mail addresses. All e-mails must go through the school computers. If
a parent has your email address (because you have a child enrolled in a class)
and emails you regarding a parent-teacher issue, do NOT respond to that email
until you get to school. You may then respond via school email or a written
note.
**** DRESS CODE ****
Parents’ and other visitors’ first impression of our school is based on what
they observe. You are part of that observation and you are the person to whom
parents have entrusted their children. As professionals, we need to dress
professionally. School shirts should be worn on field trips. On other days, slacks,
dresses and skirts (at least knee length), walking shorts (just above the knee),
blouses, sweaters and knit shirts (no t-shirts with writing on them) may be worn.
Jeans may NOT be worn except on “Dress Western” days. Shoes must be
appropriate for running. There should not be any visible body piercing (other than
ears) or visible tattoos.
**** PROBATION ****
All new staff hired by MDPNS will be on a probationary status for 90 days so
that a judgment may be made as to their physical and psychological competency for
working with young children.
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**** GRIEVANCE PROCEDURES ****
Any grievance should be discussed with the Director. If further action is needed,
the problem should be presented, in writing, to the Children’s Ministries Director for
consideration. Every effort will be made to arrive at a satisfactory solution in
accordance with our school philosophy, licensing, and accreditation standards.
**** SICK LEAVE ****
ALL employees, full or part time, are eligible for one personal or sick day for the
number of days you are scheduled to work per week. For example, if you work three
days a week, you may have three (3) sick or personal days. Employees who work 5
days a week may have five (5) sick or personal days per school year. Any unused
days will be paid to the staff member in the last paycheck that covers the month of
May.
**** PAY PERIODS ****
Employees will be paid on the 15th and the last day of the month. If an
employee is absent, the check will be mailed. MDPC offers and encourages direct
deposit.
**** WORKMAN’S COMPENSATION ****
If a staff member is injured while performing her duties, she may be entitled to
Workman’s Compensation. All injuries must be reported immediately and documented
at the time they occur. Contact the Human Resources Department for more
information.
**** ABSENCES AND SUBSTITUTE TEACHERS ****
It is expected that teachers will report to work at their assigned times promptly
and consistently. Occasional tardiness or absence because of illness, accidents or
other unexpected occurrences is understandable, but the Director or Assistant to the
Director must be informed. Vacations should be taken during school breaks such as
Christmas, Thanksgiving, and Spring Break. Requests for Personal Days
immediately preceding or following a scheduled break or holiday time will be
granted only to the first two (2) people who request it.
If a substitute is needed, please contact the Director or, if the Director is
unavailable, the Assistant to the Director, between 6:45 and 7:00 AM (no later) or
in advance of the day needed, if possible.
**** STAFF EMERGENCY INFORMATION****
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All staff members must complete an emergency information form yearly and
must update it as necessary.
**** TEACHER EVALUATION ****
All teachers will be observed in the classroom periodically during the year and
will have at least one annual conference with the Director. Observations will include
any and all of the criteria contained in the accreditation standards. There will be a
written self-evaluation and notes by the Director that will be kept as part of the
teacher’s permanent confidential file. An evaluation form generated by the church must
be completed each year, if requested.
**** CALENDAR & HOLIDAYS ****
See current school calendar for specific dates. Pre-k (3 and 4 year old)
classes are in session from 8:45 to 11:45 a.m. (Tuesday and Thursday from 8:45 to
2:30), afternoon class from 12:30 to 3:30 p.m. (Thursdays from 8:45 to 3:30) and
kindergarten from 8:45 to 1:00 (Thursdays from 8:45 to 2:30).
Generally, major holidays and Spring Break shall be the same or similar to
those of the Spring Branch Public Schools.
****CELL PHONES****
Since we discourage parents from using cell phones when at school with their
children, we must set a good example. Cell phones must be kept turned off.
Personal phone calls may be made or received ONLY while on break. If it is necessary
to make a call using your cell phone, it must be made in the conference room or the
Director’s office. Do NOT talk on your cell phone outside, in the classrooms or in
the hallways. Emergencies will be handled on an individual basis.
**** GENERAL INFORMATION ****
Teachers shall be at the school by 8:20 a.m. to prepare materials and
equipment and to be ready for the children who arrive at 8:45 a.m. One teacher from
each classroom must be at the front door for carpool at 8:45. Teachers shall remain
until the children have been picked up and the premises are in a condition satisfactory
to the Director. This includes cleaned floors and tables. Wash tables with Lysol, 409,
etc. Toys and other materials must be put away in classrooms and shared spaces,
such as the Multipurpose Room and Teacher Workroom.
Teachers agree to continue their professional education (a minimum of 15
hours per year as required by the Department of Human Resources, our licensing
agency) by reading professional materials, attending workshops, staff meetings,
parents’ meetings, and by participating in other training opportunities. Teachers also
must have yearly training in First Aid, CPOR and child abuse and neglect. The school
pays registration fees for all conferences.
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Curriculum used must be in accordance with the stated philosophy and goals of
the School (see Statement of Purpose in the Parent’s Handbook); it must be
developmentally appropriate and must be approved by the Director.
The arrangement and decoration of the classroom is the responsibility of the
teachers and must meet the needs of the children in it. Items in the room must be
labeled, in accordance with good teaching practices, to contribute to a print-rich
environment. Rooms will be cleaned by the janitorial staff. However, after snack and
lunch, floors must be swept by the children and/or the teachers. Tables must be
cleaned and disinfected before and after eating and must be cleaned at the end of
each day. Teachers should report any maintenance needs, preferably in writing, to the
Director, including such things as areas not cleaned and any damage to toys and/or
equipment.
Class lists, a daily schedule, emergency procedures, and weekly lesson
plans MUST be posted in each room. Supplies are to be kept in order. Supplies
that are not needed should be returned to the proper closet, container, and/or cabinet
as soon as possible in order that others may use them. Paint, play dough, foods, etc.
must be cleaned up and put away daily.
DO NOT soak paintbrushes. Children should be encouraged not only to put
materials away but also to take part in washing paintbrushes, tables, etc. Blocks must
be put back on the shelves according to size. Leave enough time in the day to ensure
children’s participation. This, too, is part of the learning experience. Children also are
responsible for cleaning up on the playground.
Please use newspapers or plastic drop cloths under paint, glue and water
activities to help prevent damage to furniture. Clean up paint spills/marks on floors,
cabinets, and walls.
Teachers and assistants must familiarize themselves with each child’s special
needs (i.e., allergies, medical problems, family problems, etc.) and keep records of
each child’s development. There will be at least two parent-teacher conferences each
year, more if the teacher and/or the parent request it. Teachers and assistants are
expected to work with parents in learning about and understanding their children and
notify the parents (and the Director) when there are changes in the child’s behavior,
health, etc. or other concerns.
Weekly, the teachers will send home a “What’s Happening” form giving an
overview of the upcoming week’s activities. They also should send a note to the
parents of each child in their class at least once a month (or as situations warrant),
giving information about the child’s activities and development. COMMUNICATION
WITH PARENTS IS VERY IMPORTANT.
THE STAFF MUST MAINTAIN PROFESSIONAL ATTITUDES AND HONOR
THE CONFIDENTIALITY OF THE CHILDREN AND THEIR FAMILIES AT ALL
TIMES. BREACH OF CONFIDENTIALITY IS GROUNDS FOR DISMISSAL.
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**** CLOSING PROCEDURES ****
Make sure all animals have food and water, if applicable.
All equipment (paint, paper, markers, manipulative, etc.) must be put away
neatly. Materials not in use that are not usually kept in the classroom must be returned
to the proper storage areas so they are accessible to others. Make sure to check
floors and under furniture for missing small pieces.
The last person to leave must make sure all doors are locked.
**** HOME VISITS ****
Before school begins, the Lead Teachers must contact the families of each of
the children in their classes and arrange a home visit. It is recommended, but not
required, that Assistant Teachers accompany Lead Teachers on these visits.
**** ARRIVING AND DEPARTING ****
Car pool information should be posted by the front door. Children must have a
note to go home with someone other than the regular pickup person. (A phone call
from a parent will suffice, though we must have a written note confirming the
phone call.) Post “going home notes” in the room from which the child will be leaving.
Check identification of the driver if he/she is unknown. Encourage parents to pull up
past the covered walkway to the playground gate when dropping off or picking up
children and to pull out of line to fasten seat belts. One teacher from each room should
walk the children to and from their cars, holding their hands or otherwise guiding them
in a safe manner. The other teacher should be in the classroom to greet the children
and assist them in hanging up their belongings and in getting to the first activity of the
day. All children should be greeted by name in a friendly manner. Remind parents not
to use their cell phones in the carpool line or when walking with their children. Do
everything possible to keep the carpool line moving. Taking the child’s backpack and
handing it to him/her on the sidewalk is an example of a way to save time. Try not to
enter into a conversation in the line. If a parent must talk with a staff member, ask the
parent to pull away from the line and then have the conversation.
Sick children are not to be admitted. If, when taking a child from his/her car,
a mention is made of some illness the day or night before, ask the parent for the
details. If the child has been sick and is not, according to the school policy, ready to
return to school, DO NOT bring the child into the school. If the parent has a concern
about this policy, ask the parent to speak to the Director or the person in charge.
Try not to have extended conversations with parents in the car pool line.
Encourage phone calls to arrange a time to talk.
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**** WORKING WITH CHILDREN ****
GUIDANCE AND DISCIPLINE
Be familiar with Developmentally Appropriate Practice, published by NAEYC.
Children are to be treated with affection and respect and urged to develop
problem solving skills. Help them find words to tell others what they feel, want and/or
need.
Plan to prevent problems; redirect and intervene when necessary.
Recognize and respect individual differences among the children.
Model and encourage pro-social behaviors. Acknowledge and encourage good
behavior instead of focusing on unacceptable behavior. Use clear, positive statements
such as, “We walk in the classroom” rather than “Don’t run”. If necessary, a brief
supervised separation from the group may be used. Separations must be limited to
no more than one minute per year of the child’s age. Generally, this separation
should be used ONLY when a child is out of control and needs some time to calm
down. Frequent use of “time out” is neither appropriate or effective. There must be no
harsh or cruel punishment – no corporal punishment, no withholding of food, no
humiliation, ridicule, or rejection.
Sit or kneel so that you are at the children’s eye level when talking with and
listening to them. Sometimes a perceived disruptive behavior can be turned into a
positive one. For example, if, during a music and movement activity, a child starts
jumping, acknowledge his/her creativity and suggest that everyone jump to the music.
Turn negatives into positives when at all possible.
**** KITCHEN PROCEDURES****
If you help clean up the kitchen the following must be done:
o Make sure ALL food is put away in airtight containers and/or covered in the
refrigerator.
o Clean ALL countertops. Do NOT unplug the coffee pot.
o All dishes, cups, mugs, and silverware must be scrubbed free of debris, stains,
and lipstick prior to being placed in a Clorox solution to soak for at least 10
minutes. Then place them in the dishwasher. The “dishwasher” is a
misnomer. It does not wash – it only disinfects.
If you have done a cooking activity with your class, have the children “clean”
the dishes with soap and water in your classroom sink before returning them to
the kitchen for a proper washing. Cleaning up is part of cooking.
Please be thoughtful of others. Rinse dishes, do not leave garbage in the
sink, throw away empty wrappers, used tea bags, etc. If something is spilled,
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please clean it up. Cover food before putting it in the microwave. ALL liquids
placed in the refrigerator must be in tightly sealed containers so they cannot
spill.
**** EXTENDED DAY ****
An extended day is available every day. Children wash their hands and say
grace before eating lunch. Encourage them to eat, but do not force them. Children are
to rest until 1:00. (PM class extended day children rest until 12:25). Create a restful
environment by playing soft music. Children may look at books and/or teachers may
read to the class. Children who fall asleep are to be awakened by 2:00, unless
otherwise instructed. Children should be encouraged to clean up their lunch things and
to put away their rest mats, etc. Children should assist in sweeping debris from under
the tables and washing the tables after meals. Dismissal time is 2:30. There is an
optional extra hour (until 3:30) available. If parents are late picking up their children,
the children are taken to the “late room” and the parents must come into the school to
sign them out and to pay a late fee.
**** MEDICAL & EMERGENCY INFORMATION ****
Children’s emergency information/medical permission cards are kept in the
office. Copies are to be kept in the classroom and taken on field trips, fire drills, or any
emergency situations that involve the children leaving the classroom.
Check with the Director before administering any medicine. Administering
medicine must follow licensing guidelines. (See Parents’ Handbook.) Fill out pink
medication form located with the First Aid supplies in the kitchen. The form must be
filled out completely and signed with your whole name – not just initialed.
First Aid supplies are in the kitchen in the cabinet on the right just inside the
doorway. All injuries (other than slight scrapes and skinned knees) must be reported to
the Director and recorded in the notebook located in the First Aid cabinet. Parents
should be notified. Complete and send home an “Ouch Report” for each injury
incurred. Have Director or Assistant to the Director sign any accident reports that
go home. In case of a serious emergency, the parent and the doctor designated by the
parent should be called. Serious injuries must be reported to the Human Resources
Director at the church through the Director of the school. Any injury requiring medical
attention must be reported to Licensing, within 24 hours. This should be done by the
Director or her designated representative jointly with the teacher or teachers who
witnessed the occurrence.
Evacuation plans for the building are posted in each room. Staff should know
how to use the fire extinguishers and know the evacuation routes to follow. Fire drills
are held monthly and an emergency drill twice a year. Vary the route taken when
leaving the building for a fire drill. Children must be trained to follow the teacher
wherever she goes during a drill.
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When the fire bell rings the teacher should lead her class quietly and calmly
outside to the designated spot and remain there with the children until notified by the
Director (or person designated by the Director) to return. One teacher should be at the
head of the line and the other teacher at the end. The last person to leave the room
should close the door. A designated person will check the building to make sure
everyone has left. Take your class list with you on the drill.
A handheld bell signals a disaster drill. The children are to sit against inside
walls, away from windows, with their legs folded the “school way” and their arms
covering their heads (“like a turtle”). Teachers also assume that position with their
class. The Director (or designee) will notify you of the end of the drill. In case of a real
fire or disaster, take the children to the church (Fellowship Hall).
**** MORE GENERAL INFORMATION ****
Use words to show you understand the child’s feelings and let them know that
it’s okay to feel sad, angry, etc. Help them find appropriate ways to express those
feelings.
Help children develop friendships. The children are just learning social skills and
may need your help in learning to play with others.
Encourage them to be independent. Help them learn to dress themselves and
fasten buttons, zippers and snaps. Make sure that there is time for these activities in
your daily plan.
Encourage language development. Ask open-ended questions.
Encourage the children to think, reason and experiment.
Respect cultural diversity. Invite families to share their customs, etc. with us.
Inform children of transitions ahead of time.
Staff must wash hands upon entering the building, after assisting with toileting
and nose-wiping, and before food preparation and eating. Staff must turn off water
faucet with a paper towel. Children must wash hands after toileting and nose wiping
and before playing in the water table and/or preparing and eating food. Hands must be
washed after handling any animals or other critters, alive or dead.
During snack and lunch times, at least one teacher must sit at the table
with the children.
Provide all children with equal opportunities to take part in all activities.
Provide a balance of indoor/outdoor, quiet/active, large group/small
group/individual, large muscle/small muscle, and child initiated/staff initiated activities.
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BE FLEXIBLE!!

**** PLAYGROUND ****
Unless it is raining, there will be a period of outdoor play daily. Outdoor play
and gross motor activities are as important as the work done in the classroom. Make
sure you plan for a minimum of 35 minutes of outdoor time each morning. Equipment
is stored in the outside storage areas. Children must help pick up playground toys and
carry them to the storage areas. When putting things away, remember that at least 18
inches of space must exist between the ceiling and what is on any top shelf. All
storage areas are to be locked at the end of each day. Pull on the doors to make sure
that they are secure.
Children are not allowed to be in the storage areas.
Check the playground each day for trash, loose nails, breaks in equipment, etc.
Report any playground and outdoor equipment maintenance needs to the Director right
away. The day you are responsible for setting up and checking the playground, be
sure to complete the playground check list found in the storage shed and have it
signed.
Station yourselves all around the playground and observe the children
carefully, stepping in when necessary or occasionally to redirect and/or enhance
play or to help children expand upon an observation. Playground time is
learning time, too. Make it meaningful! If talking with another teacher, walk and
watch while talking. When pools are being used, a teacher must be stationed by
it at all times. Children in a wading pool must never be left unattended.
**** OUTDOOR RULES ****
1.
2.
3.
4.
5.
tower.
6.
7.
8.

Children are not allowed to jump from the deck.
Keep both feet on the deck.
Digging holes is an activity for the sandboxes or the clay pit – no where else.
Do not push trikes or wagons from behind.
No wheel toys (trikes, wagons, etc.) on the deck, or near or under the climbing
Children must climb up the ladder and slide down the slide.
Throw sticks over the fence.
No guns.
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9.

TEACHERS – no soda cans on playground. Take cups and glasses to the
kitchen at the end of the outdoor period. Any hot beverages must be in
covered containers.

At clean-up time, walk around the playground and make sure that ALL
equipment is put away. MAKE SURE THE SHEDS AND GATES ARE LOCKED.
**** INDOOR RULES ****
1.
We walk in the building.
2.
No guns
3.
No gum chewing.
4.
Be kind and considerate of others.
5.
TEACHERS – no soda cans in classrooms. Any hot beverages must be
in covered containers.
**** FIELD TRIPS ****
Field trips may be scheduled with the approval of the Director and with written
permission from each child’s parents. Children and teachers must wear their school
shirts and each child must wear a nametag with the school’s name and address on it.
Teachers must carry each child’s emergency information with them. Most children will
be transported in one of the church vehicles. If additional drivers are necessary,
private cars should follow the church vehicles. The Lead Teacher should have her cell
phone on and each driver should have that cell phone number in case of emergency.
All drivers should have the phone number of the school. Each car should have a list of
the children riding in it, a First Aid kit and a fire extinguisher. Parents must be notified
of all field trips at least 48 hours prior to the trip.
**** LIBRARY ****
Books, records, CD’s and tapes for children and teachers may be found in the
library, Director’s office and conference room. Please put all borrowed items back in
their proper spaces. Storybooks are shelved in alphabetical order according to title.
Other books are shelved in categories (check dots on bindings). If uncertain about
where a book belongs, refer to the lists posted on the bookcases. If a book is
damaged, please mark it “repair” and put it in a crate found next to the bookcase. If a
recording is damaged, please notify the director.
Curriculum ideas, resource books, and all records are located in the library on
the bookshelves closest to Room 104.
**** CHILD ABUSE ****
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Any sign of child abuse must be reported to the Director and the local
authorities. The Child Abuse Hot Line phone number is posted near the phones. See
also the church CHILD ABUSE POLICY. All teachers will receive training about child
abuse, neglect and exploitation as detailed in the Minimum Standards for Child-Care
Centers and the policy of Memorial Dr. Presbyterian Church.
**** EMERGENCY NUMBERS AND PROCEDURES ****
Call 911 for fire, ambulance or police emergencies. Child Abuse Hotline and
Poison Control Center numbers are posted by the phones, as are the numbers for St.
Luke’s Emergency Care (where we would take children in case of emergency) and the
church. Remember, if it is necessary to call 911, give the physical address of the
school building found posted by the phone. Make sure to tell them the school is
located in Bunker Hill Village.
The Yellow School
245 Blalock Rd.
Bunker Hill Village
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THE YELLOW SCHOOL
at MEMORIAL DRIVE PRESBYTERIAN CHURCH

I HEREBY CERTIFY THAT I HAVE READ AND UNDERSTOOD ALL
THE INFORMATION CONTAINED IN THIS DOCUMENT, THE
TEACHER’S HANDBOOK, AND WILL ABIDE BY ALL THE POLICIES
AND INFORMATION CONTAINED HEREIN. I FURTHER CERTIFY
THAT I AM PHYSICALLY ABLE TO PERFORM THE DUTIES
REQUIRED BY THIS JOB.

ADDITIONALLY, I HAVE READ AND UNDERSTOOD THE PARENT
HANDBOOK.

SIGNATURE ________________________________

PRINTED NAME _____________________________

DATE _________________________
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6.13 - TECHNOLOGY POLICIES AND PROCEDURES
This section is located in the master hard copy of this Policies and Procedures Manual,
located in the MDPC Administration Offices.

6.14 - WORSHIP ANNOUNCEMENTS & FEATURES POSITION PAPER
Worship Announcements & Features
Position Paper as approved March 10, 2008
“The conclusions of Luther's sermons were often abrupt because the sermon was followed by
the announcements, themselves as frequently long as the sermon because all the events of the
coming week were explained with appropriate or inappropriate exhortations and
castigations..."
From Roland Bainton's, Here I Stand
1. Introduction
What is the appropriate role, length and focus of announcements in a Christian worship
service? When a congregation assembles for worship, there is perhaps no better time to cast
vision, inspire participation, share information, and celebrate God’s work in the world. Yet
spending considerable time and energy either promoting ministries, recruiting volunteers, or
sharing information can distract people from the ideal purpose for which they have
assembled: to glorify God in authentic Christian worship.
For several months, the staff and session leadership for MDPC’s worship & music ministries
has discussed this tension, and has considered different models for including announcements
and ministry information in worship services. These models have ranged from highlighting
several key announcements, to highlighting the “one thing” needed to be conveyed, to not
doing announcements at all. Likewise, we have utilized different models for conveying
information such as visiting missionaries and important ministry opportunities. These models
have included verbal endorsements by the pastors, videos, testimonials, and other creative
elements.
There seems to be an unfortunate reality in today’s worship culture. When a pastor endorses
a particular ministry or event, it is then seen as being more important, credible and worthy of
personal investment. As a result, the pastors leading worship are often “lobbied” by other
staff and/or church members to announce something during worship to achieve the goal of
maximum participation and awareness.
Additionally, MDPC has occasionally found itself out-of-sync between a vision emerging
from a particular department, and that vision’s effective inclusion and execution in worship
services. Awkwardness can result when the department’s vision isn’t in harmony with the
larger scope and theme of worship, or when there are already other worship elements planned
for that day.
How then should we respond? To arbitrarily include some items, while excluding others,
seems too subjective and may breed favoritism, competition, and team dysfunction. To
verbally announce every item will place too much emphasis on promotion and not enough
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emphasis on worship. To eliminate announcements altogether will miss the opportunity for
the largest audience to hear important items in the life of MDPC.
2. A Principled Approach
It is suggested that we adopt a principled approach. By this, we mean that we adopt certain
foundational principles which are in harmony with MDPC’s vision, ethos, and strategic
focus, and allow these principles to guide our decisions and behaviors regarding what shall
be included and highlighted during worship services.
Having said that, one could easily argue that everything MDPC does, from Partners in Prayer
to First Sunday Lunch, is somehow related to MDPC’s vision. While this may be true, there
must be a discernment process to evaluate what things are most strategic and what is the most
appropriate and effective method to involve the congregation.
What are some principles by which we might be guided? Here is a starting point:












The Maintenance of Divine Worship. This is one of The Great Ends of the Church, as
contained in the PCUSA Book of Order, and must be considered one of the top
priorities for MDPC. Thus, our goal should be to construct and execute the most Godhonoring and spiritually inspiring worship possible. This means we must be
disciplined to only include elements that are inherently worshipful, or aid in the
worship of God.
Constitutional Requirements. We are required by the PCUSA Constitution to make
public announcement of congregational meetings for two Sundays prior to the actual
meeting.
Print and Electronic Media Focused. It is essential that all informational items be
planned for in advance, and appropriately placed in the Sunday bulletin, on mdpc.org,
and displayed on bulletin boards around the church campus. This will be the primary
source for congregational information.
Special Worship Schedules. It is appropriate to announce variations to MDPC’s
worship schedule for times such as Christmas, Easter, etc.
Strategic Congregational Updates. These might include significant staff transitions,
financial updates, major congregational or community initiatives, etc.
Strategic to MDPC’s Vision. Other announcements may be included on a limited
basis related to the church’s vision. The purpose here is to cast and interpret vision in
order to make progress toward the MDPC’s strategic plan and purpose. These items
will be limited to things that pertain to the entire congregation, and are clearly linked
to MDPC’s vision.
Video. Effective use and placement of video is encouraged to communicate to the
congregation.
Creativity. There are many ways to convey important information, and different
methods may be employed, including: mentioning an item during a sermon, linking
an item to the gifts of gratitude, linking an item to another worship element (new
member reception, etc.).

3. Approval Procedures


All requests for announcements, highlights, program emphases, missionaries, etc. will
be submitted to the Executive Pastor for consideration. The Executive Pastor will
evaluate requests based on the above-mentioned principles, consult with other staff as
necessary, and provide appropriate direction. The Executive Pastor may take requests
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to either the Worship & Music committee and/or the Creative Worship Team when
needed.
 The Worship & Music committee has final authority regarding all elements of
MDPC’s worship services, with the exception of the sermon.
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APPENDIX A – A RESOLUTION BY THE SESSION OF MDPC
Policy on Financial Statements Accounting for Dollar-for-Dollar Benevolence Goal,
Recommended by the Finance Committee, November, 1998
Background
The church's auditors have always prepared its financial statements by accruing the annual
benevolence expense equal to the operating expenses, whether or not income received in the
fiscal year had covered the total annual requirements. The auditors have told us, however,
that a different recording of the benevolence obligation would be followed if the Session so
directed. If the Session wishes to reserve the option not to accrue this liability when it
considers a fiscal-year shortfall to be unmanageable, then a policy should be adopted and
made a part of our records.
Guiding Principles
MDPC wishes to balance the goals of a strong program for its members, dollar-for-dollar
benevolences, and long-term financial soundness. At the same time, MDPC believes that
through the faithful stewardship of our informed members, God will provide for the needs of
His church. It is the responsibility of the Session to declare that our past practice of accruing
matching benevolences equal to operating expenses is not our policy in any and all
circumstances and may not be prudent in certain circumstances. Finally, the Finance
Committee and Operations Director have the responsibility to analyze these matters and
advise the Session
Statement of Policy
If the church's unrestricted income in a given fiscal year does not equal an amount sufficient
to cover the total of (a) church operating expenses, (b) an equal amount for benevolences,
and (c) other non-matched expenses, including property insurance and capital expenditures,
but excluding depreciation, then the Session shall consider whether or not to commit the
church to giving away benevolences that will match the past year's operating expense. Part of
benevolence gifts in the event of a deficit for a particular year would necessarily be funded
by use of reserves from the past and/or future giving by the congregation. Any related action
by the Session shall be immediately communicated to the congregation, and shall guide the
auditors in preparing financial statements for the affected year. This resolution shall be
communicated to the congregation and be incorporated in the church's policy and procedures
manuals.
[The following is provided as background to the Session. It outlines the process through
which the Finance Committee, the Operations Director, and the Session would implement
this policy. )
A Procedure for Implementing the Policy on Financial Statements Accounting for
Dollar-for-Dollar Benevolence Goal

146
Revised 1/2016

The following outline provides a procedure for handling this issue on a
consistent basis each year:
The Finance Committee and Session shall communicate to the congregation
throughout the year and particularly at year-end what the church needs in contributions to
meet our goals
For the November meetings of the Finance Committee and Session, the
Operations Director shall make a forecast, based on the first nine months, of
financial results for the current year to end December 31
If a deficit for purposes of attaining the goal of Dollar-for-Dollar appears likely,
the Session and the congregation shall be informed, and appeals for additional
contributions before year-end shall be made throughout December in Worship,
and in church publications, by the Pastoral Staff and Session
After year-end, if the internal financial statements show that a deficit existed in the
prior year, then the Finance Committee and the Business Administrator shall make a
judgment whether or not the deficit was manageable. They would analyze the overall needs
and resources of the church, including unrestricted financial investments, line of credit,
budgeted expenses, capital requirements and pledges for the coming year, receipts toward
prior-year pledges, designated contributions, and near-term working capital needs of the
church. This analysis must include consideration of the outlook for the local and national
economy, and the economy's potential impact on our members
No later than the following March, the Finance Committee shall make a
recommendation to the Session whether or not to accrue matching benevolences in the
financial statements for the prior year
If the Finance Committee judged that the past year's deficit was small enough and
manageable, then the committee shall report to the Session by March and
recommend a resolution that the Session approve accrual of matching
benevolences equal to the operating expenses
If the Finance Committee judged that the deficit was too large to be safely
absorbed into the future, it shall present its analysis to the Session by March along
with a recommendation to the Session of a resolution not to accrue benevolences
equal to operating expenses
The Session's action shall be announced to the congregation as soon as possible
The Session's resolution, as approved, shall be presented to the outside auditors
with instructions to present the church's financial statements consistent with the
resolution adopted by the Session
This policy should be made public ahead of time to the congregation
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Calculation of Balance, Surplus, or Deficit:
Unrestricted Revenues
Unrestricted Contributions
Other income
Income from unrestricted assets
Net income or deficit from day schools
Total unrestricted Revenues

1,000
100
10
1
1,111

Expenditures
Operating Expense, excluding of benevolence management costs
Benevolence Expense, paid and accrued to equal operating expense
Capital expenditures, excluding projects funded by restricted gifts or memorials
Non-matching expenses (interest and property insurance, excluding depreciating)
Total expenditures

-500
-500
-100
-11
-1,111

Balance (Positive number is surplus; negative number is deficit.)
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APPENDIX B
SESSION COMMITTEE ASSIGNMENTS FOR LEADERSHIP CHAINS
The Senior Leadership participates in several committees and, as circumstances dictate,
participation in said committees varies.
Position
Personnel Elder

Nominating

X

Chain
Budget
Gang
X

Personnel Elder-E
Personnel Elder –E-E

Past CLERK

X
X

Finance

Personnel Outreach

MOD

X

X

X

X

Audit

X

X
X

CLERK-E

MOD

X

CLERK-EE

Ex-Officio

X

X

X

X
X

TREASURER

X

X

MOD

TREASURER-E

X

MOD

X

TREASURER-EE

X

X

X

X

X

X

X

X

X
X
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Generosity

X

X

CLERK

SIC

X

APPENDIX C
BUILDING THE CHURCH
On July 14, 1954, an organizational meeting of thirteen people was held in a Memorial
neighborhood home. From that day, Memorial Drive Presbyterian Church (though not yet
named) was a reality. Six acres of land at the corner of Blalock and Memorial Drive - a
perfect place for a new church - became available for purchase, and the Church Extension
Committee of Presbytery was so notified.
Beginning in the fall of 1954, Women of the Church was the first group to hold regular
meetings. The first Worship was held in Memorial Drive Elementary School on January 9,
1955. The church was formally organized on February 13, 1955, and by April 1955, there
were 111 members on the rolls.
Early on Sunday morning in those first years, men of the church rolled large wooden bins
down the school hall - equipment for the morning service and church school. Afterwards it
was repacked and stored at the school until the following Sunday. The altar and the lectern,
handmade by a friend of the church, were brought from behind the backdrop on the stage,
and flowers at the pulpit came from members' gardens. Everyone sat in folding chairs.
In February 1956, we had outgrown Memorial Drive Elementary School and services were
moved to Spring Branch Junior High School. The first Worship service at 11612 Memorial
Drive was held February 22, 1959 with 1,044 Worshiping in the Fellowship Hall (now the
gym). An all-church dinner was served to 600 people that same night. MDPC now consisted
of a fellowship hall, first kitchen and several classrooms.
Phase II of construction was completed in July 1963, and included the Missions Parlor,
Chapel, Upper Room, and all education facilities north of the fellowship hall. By this time
membership had reached 1,700. Property expansion followed. Six acres north of the original
site were purchased in 1967 when members numbered 2,400. This area was soon converted
into additional parking space and the athletic field. The Rowe House on the property became
the MDPC Nursery School in September 1974.
Ground was broken on November 29, 1970 for a Sanctuary to seat 1,200, which was
completed for our first service on April 16, 1972. By Dedication Sunday, Easter, April 23,
1972, the membership had grown to 3,852.
In 1973, the remainder of the McNitt property, including the McNitt House, was purchased.
Approximately one acre had been purchased earlier to provide a west entrance to the church.
The house was soon put to use for meeting space for special groups within the church or
those sponsored by the church. Membership had now reached 4,300. The property provided
additional parking and space for the most recent structure, the Scout House, in February
1984.
In late 1989, the Session appointed a Facilities Study Committee to determine the physical
needs of the church. As a Master Plan was being developed, four lots on Bylane and a
contiguous property facing Memorial Drive on the west were acquired. In 1990, the Master
Plan, calling for phased construction, was approved by Session and the congregation (and by
the City of Bunker Hill Village). The church now owns approximately 18 contiguous acres of
land, enough property to complete the Master Plan.
In early 1991, construction was commenced on Phase I of the Master Plan and in January
1993, the new facility was dedicated. Phase I of construction included the addition of
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approximately 54,000 square feet of space to our existing facility and the remodeling of
approximately 21,000 square feet of space that had been built in 1963. New facilities include
16 net new classrooms, a 210 seat Chapel (with organ), a 5,700 square foot Fellowship Hall,
a 3,400 square foot kitchen, and a parlor and bride's room. Additional parking was also
added. Total square footage of our building is now approximately 131,000.
The church's Master Plan called for the following construction:
Phase II - Addition of a new educational and recreational center, with new classrooms (many
devoted to youth) and a gymnasium facility, to be built directly west of Fellowship Hall.
Phase III - Renovation of the Sanctuary and present education building that will result in
increased Sanctuary seating, removal of all church offices to the present education building
and remodeling of the present gym to accommodate the music department; also, a new organ
will be required for the Sanctuary.
In 1996, the Master Plan Review Committee was reconvened to assess the current space
needs for the church as reflected by programs and staff. The Committee spent many hours in
discussion with Program leaders in the church and visited churches in and out of Houston.
The goal of our building program was to enable us “to build a strong community where more
and more people can experience a transforming encounter with Jesus.”
In 1999, the capital campaign, “A Future with Hope” raised $21.3 million to continue with
the approved and adjusted Master Plan.
August 2000 saw groundbreaking for the facilities.
New construction included:
Church Life Center: This 40,000 square foot facility houses a gymnasium,
amphitheater, youth facilities, multipurpose class rooms, Pastoral Care and Youth offices.
Completed September, 2001
Ministry Center: Most administrative functions and pastors’ offices are located in this
20,000 square foot building. In addition, there is an improved reception area, bride’s room
for Chapel, classrooms, prayer Chapel and conference room. Completed in August 2001.
Sanctuary renovations: This provided improved sound, light and technical
capabilities, an expanded chancel, a new Shantz organ, new pews and side aisles (completed
in September, 2002).
Other remodeling relocated the music program to the ground floor, expand the
library, provided new classrooms and updated older ones, added a new bride’s room for the
Sanctuary and provided adequate storage and air conditioning (completed in 2002).
New Yellow (Nursery) School (completed in 2002).
In 2004 the church library was renovated and MDPC Books was established.
In 2007 MDPC received a gift from the Gretchen Rayzor Estate that was designated to be
used for capital expenditures only. The Master Plan Committee convened to determine the
initial uses of this gift which have resulted in the following construction projects:
Expansion and renovation of the Chapel to allow for greater seating capacity and
enhanced worship experience. Completed in 2008.
Creation of a new and relocated large Children’s worship and gathering space
and breakout room above Fellowship Hall as well as the renovation of the
associated elementary classrooms (completed November 2009).
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Renovation of the Middle School and High School large worship and gathering
spaces and the creation of additional office space and classrooms in the Church
Life Center (CLC) building (completed November 2009).
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APPENDIX D

MEMORIAL DRIVE PRESBYTERIAN CHURCH
SEXUAL MISCONDUCT POLICY AND PROCEDURES
I. Policy Statement
It is the policy of Memorial Drive Presbyterian Church (“MDPC”) that all church
members, church officers, non-member employees, and volunteers of the church are to
maintain the integrity of the ministerial, employment, and professional relationship at all
times. Persons who engage in sexual misconduct are in violation of the principles set
forth in Scripture, and also of the ministerial, pastoral, employment, and professional
relationship. It is never permissible or acceptable for a church member, officer,
employee, or volunteer to engage in sexual misconduct.
Distribution
Copies of this policy and its procedures shall be made available to all church officers,
members, non-member employees, and volunteers for their guidance. This policy aligns
with the policy of the General Assembly of the PC(USA), which governs and protects
employees of the General Assembly Mission Council and the Office of the General
Assembly. This policy and its procedures should be made available to persons who
accuse others of misconduct, including those who are or claim to be victims of sexual
misconduct and their families.

II. Standards of Conduct
… As [God] who called you is holy,
be holy yourselves in all your conduct;
… Tend the flock of God that is in your charge,
…not under compulsion but willingly,
… not for sordid gain but eagerly.
… not lord it over those in your charge,
but be examples to the flock.
… You know that we who teach will be judged with greater strictness.
1 Pet. 1:15; 5:2–3; Jas. 3:1, NRSV
The ethical conduct of all who minister in the name of Jesus Christ is of vital importance
to MDPC because through these representatives an understanding of God and the
gospel’s good news is conveyed. “Their manner of life should be a demonstration of the
Christian gospel in the church and in the world” (Book of Order, G-6.0106a).
The basic principles of conduct guiding this policy are as follows:
1.

Sexual misconduct is a violation of the role of pastors, employees, volunteers,
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counselors, supervisors, teachers, and advisors of any kind who are called upon to
exercise integrity, sensitivity, and caring in a trust relationship. It breaks the covenant
not to act in the best interests of parishioners, clients, co-workers, and children.
2. Sexual misconduct is a misuse of authority and power that breaches Christian ethical
principles by misusing a trust relation to gain advantage over another for personal
pleasure in an abusive, exploitative, and unjust manner. If the parishioner, child,
client, or employee initiates or invites sexual content in the relationship, it is the
pastor’s, counselor’s, officer’s, or supervisor’s responsibility to maintain the
appropriate role and prohibit a sexual relationship.
3. Sexual misconduct takes advantage of the vulnerability of persons who are less
powerful to act for their own welfare, including children. It is antithetical to the
gospel call to work as God’s servant in the struggle to bring wholeness to a broken
world. It violates the mandate to protect the vulnerable from harm.
Definitions
Sexual Misconduct is the comprehensive term used in this policy to include:
Child Sexual Abuse; including, but is not limited to, any contact or interaction between a
child and an adult when the child is being used for the sexual stimulation of the adult
person or of a third person. The behavior may or may not involve touching. Sexual
behavior between a child and an adult is always considered forced whether or not
consented to by the child. In the Presbyterian Church (U.S.A.), the sexual abuse
definition of a child is anyone under age eighteen.
Sexual Abuse as defined in the Book of Order: “Sexual abuse of another person is any
offense involving sexual conduct in relation to (1) any person under the age of eighteen
years or anyone over the age of eighteen years without the mental capacity to consent; or
(2) any person when the conduct includes force, threat, coercion, intimidation, or misuse
of office or position” (Book of Order, D-10.0401c).
Sexual Harassment; defined for this policy is as follows: unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct of a sexual nature
constitute sexual harassment when:
a. submission to such conduct is made either explicitly or implicitly a term or condition
of an individual’s employment, or their continued status in an institution;
b. submission to or rejection of such conduct is used as the basis for employment
decisions affecting such an individual;
c. such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance by creating an intimidating, hostile, or offensive
working environment; or
d. an individual is subjected to unwelcome sexual jokes, unwelcome or inappropriate
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touching, or display of sexual visuals that insult, degrade, and/or sexually exploit
men, women, or children.
Rape or sexual contact by force, threat, or intimidation.
Sexual Conduct (such as offensive, obsessive, or suggestive language or behavior,
unacceptable visual contact, unwelcome touching or fondling) that is injurious to the
physical or emotional health of another.
Sexual Malfeasance; as defined by the broken trust resulting from sexual activities within
a professional ministerial relationship that results in misuse of office or position arising
from the professional ministerial relationship.
Misuse of Technology; use of technology that results in sexually harassing or abusing
another person, including texting or emailing suggestive messages and images to persons
with whom one has a ministerial relationship. It is never appropriate to view pornography
on church property. When this includes a person under the age of eighteen, it is
considered child abuse. There is never an expectation of personal privacy when using
technological equipment owned by a church or church entity or within the context of
ministry.

III. MDPC’s Response to Allegations of Sexual Misconduct
A. Principles
In responding to allegations of sexual misconduct, members, officers, and employees of
MDPC should seek healing and assure the protection of all persons. Where possible, the
privacy of persons should be respected and confidentiality of communications should be
maintained.
In responding to allegations of sexual misconduct, members, officers, and employees of
MDPC should seek to uphold the dignity of all persons involved, including persons who
are alleging harm, persons who are accused of sexual misconduct, and the families and
communities of each.
MDPC has jurisdiction over its members, officers, and employees such that if a member,
officer, or employee is alleged to have committed an offense against Scripture or the
MDPC Employee Handbook, MDPC has the duty to inquire into the allegations and, if
the allegations are proven, to correct the behavior of the member, officer, or employee
and ensure the safety of others in the community. Allegations of sexual misconduct
always are considered allegations of offense against Scripture or the Employee Handbook
that trigger the disciplinary processes of the PC(USA) set forth in the Book of Order. In
the case of an active non-member who is employed or volunteers with the church, the
individual will be covered by the procedures of the written personnel policies contained
in the MDPC Employee Handbook.
If the person accused of sexual misconduct is no longer a member, officer, or employee
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of MDPC, but the conduct occurred while the person was acting on behalf of MDPC,
MDPC does not have jurisdiction to correct the behavior, but it does have a duty to hear
the allegations of offense and to take measures to prevent future occurrences of harm.
The session may appoint an administrative committee or commission to hear the
allegations of sexual misconduct. The session also may take measures through education
and policy to prevent future occurrences of harm.
B. Reporting Requirements
1. Reporting Sexual Misconduct
A person needing to report that a member, officer, employee, or volunteer of MDPC
has committed sexual misconduct is encouraged to seek guidance from an MDPC
minister or the Personnel elder regarding filing the report.
Congregation Members and Ruling Elders: If the person who is accused of
committing sexual misconduct is a member, elder, deacon, volunteer, or employee of
the congregation, the report of allegations should be made to the Executive Pastor, the
Clerk of Session, or the Personnel Elder. If the accused is a member or Ruling Elder
of MDPC, MDPC will respond by using the procedures set forth in the Rules of
Discipline of the Book of Order. If the accused is a nonmember employee or
volunteer, MDPC will respond by using procedures set forth by the session of the
congregation.
Teaching Elders: If the person who is accused of committing sexual misconduct is a
minister member, the report of allegations should be made to the Stated Clerk of the
presbytery. If the report of allegations is placed in writing, the presbytery will
respond by using the procedures set forth in the Rules of Discipline of the Book of
Order. If the person who is accused of committing sexual misconduct is a volunteer
or nonmember employee of the presbytery, the report of allegations may be made to
any of the staff or volunteers of the presbytery. The presbytery will respond by using
procedures set forth by policy or bylaws of the presbytery.
2. Receiving Reports of Sexual Misconduct
Because MDPC cannot control to whom the victim of sexual misconduct will speak
first, it is important that officers, employees, and persons highly visible to church
members and visitors understand how reports of incidents are channeled to the proper
person. The allegations may come from persons who have or who do not have a
formal relationship with MDPC and may be made to a variety of officers or leaders
within MDPC. It is the duty of anyone receiving such a report to see that any
allegation of sexual misconduct is reported appropriately keeping in mind the
mandatory reporting requirements for allegations of child abuse.
Reports of allegations of sexual misconduct should never be taken lightly or
disregarded and allowed to circulate without concern for the integrity and reputation
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of the victim, the accused, and MDPC. Reports of allegations should be dealt with as
matters of highest confidentiality, both before and after they have been submitted to
appropriate authorities as outlined below.
The first person to learn of an incident of sexual misconduct should not undertake an
inquiry alone or question either the victim or the accused unless the incident is
divulged in the process of pastoral care, counseling, or a therapy session. If the victim
is hesitant to talk to “higher authorities,” the person who has received the initial
report has a special pastoral responsibility to build trust and willingness to speak with
the accuser, lest MDPC be unable to respond because no one is able to give firsthand
information.
The person receiving the initial report of allegations of sexual misconduct shall
analyze the relationship of the person accused of sexual misconduct with MDPC and
shall make sure that the allegations of offense are reported to the Executive Pastor or
the Human Resources Director. This may be done by the person alleging harm or by
any member of MDPC.
If the report is made orally, the person receiving the report of allegations should
request that the person making the report of allegations place it in writing. A report of
allegations of sexual misconduct in writing from a member of MDPC alleging
another member or officer of MDPC committed an offense must be acted on
according to the Rules of Discipline of the Book of Order. If the Clerk of Session
receives a report of allegations in writing from a nonmember of MDPC alleging
another member or officer of MDPC committed sexual misconduct, the report also
should be acted on according to the Rules of Discipline of the Book of Order. If the
person who makes the report is unwilling or unable to place it in writing, any member
of MDPC may make the written statement that automatically will trigger the Rules of
Discipline of the Book of Order.
3. Mandatory Reporting of Child Abuse
a. Ruling Elders
All ruling elders are required to report knowledge of child abuse to the civil and
ecclesiastical authorities according to the Book of Order. The Book of Order
requires that
“An elder shall report to ecclesiastical and civil legal authorities knowledge,
gained in the course of service to the church, of harm, or the risk of harm, related
to the physical abuse, neglect, and/or sexual molestation or abuse of a minor or an
adult who lacks mental capacity when (1) such information is gained outside of
privileged communication; or (2) she or he reasonably believes that there is risk
of future physical harm or abuse” (G-6.0304b).
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b. Teaching Elders
All teaching elders of Word and Sacrament are required to report knowledge of
child abuse to the civil and ecclesiastical authorities according to the Book of
Order. The Book of Order requires that:
“A teaching elder of the Word and Sacrament shall report to ecclesiastical and
civil legal authorities knowledge of harm, or the risk of harm, related to the
physical abuse, neglect, and/or sexual molestation or abuse of a minor or an adult
who lacks mental capacity when (1) such information is gained outside of a
confidential communication as defined in G-6.0204a; or (2) she or he reasonably
believes that there is risk of future physical harm or abuse” (G-6.0204b).
All persons covered by this policy have an additional duty to report knowledge of
child sexual abuse to MDPC, the person’s supervisor, or a representative of
MDPC such as the Executive Pastor, Personnel Elder, or Human Resources
Director. All persons should be informed of and must comply with state and local
laws regarding incidents of actual or suspected child sexual abuse. These reports
should be made within forty-eight (48) hours of receiving the information.
These provisions of the Book of Order attempt to balance conflicting moral duties
for officers of MDPC.
For teaching elders of the Word and Sacrament, the provision strives to balance
the duty to protect children from future harm with the duty of a teaching elder to
hold in confidence any information revealed to him or her during the exercise of
pastoral care in any ministry setting as defined in G-6.0204a in the Book of Order.
For ruling elders and certified Christian educators, the provisions strive to balance
the duty of an officer of MDPC to protect children from harm and any secular
duty the officer may have to hold in confidence any information revealed as a
result of a secular relationship such as attorney/client, counselor/client, or
physician/patient. The secular duties will be a function of secular law, subject to
the law as stated in the State of Texas.
C. Responding
The appropriate response within MDPC will vary according to the relationship of MDPC
with the person who is accused of sexual misconduct. MDPC members and officers are
subject to inquiry and discipline (censure and correction) under the Book of Order. NonMDPC member employees and volunteers are subject to oversight and correction by the
policies of MDPC as stated in the Employee Handbook.
1. Accused Covered by Book of Order
When an allegation of offense of sexual misconduct has been received by the clerk of
session of MDPC, the clerk of MDPC will report to the General Presbyter of The
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Presbytery of New Covenant that an offense has been alleged and that MDPC will
proceed according to the procedures set forth in the Rules of Discipline of the Book of
Order. MDPC should appoint an investigating committee to inquire into the
allegations. The investigating committee must begin promptly its inquiry into the
allegations. Delay may cause further harm to the victim and/or the accused.
MDPC will cooperate with civil authorities in an investigation of child sexual abuse
or other criminal sexual misconduct. MDPC’s disciplinary proceedings cannot
interfere with a criminal investigation by civil authorities and may have to be
suspended until these are completed.
The session has original jurisdiction in disciplinary cases involving members and
elders of MDPC, said congregation having jurisdiction only over its own members.
A presbytery has original jurisdiction in disciplinary cases involving teaching elders
of Word and Sacrament. A presbytery may dissolve a pastoral relationship when the
“Word imperatively demands it” (G-11.0103o). However, a presbytery may place a
teaching elder on administrative leave only when allegations of child abuse have been
received and the presbytery has followed the Book of Order procedures to conduct its
risk evaluation to determine whether or not a teaching elder member accused of child
abuse should be placed on administrative leave (D-10.0106). It is recommended that
the permanent judicial commission (PJC) members who will conduct this risk
evaluation based upon the allegations and a hearing also should take into account
secular legal advice.
When an MDPC officer renounces jurisdiction, the Clerk of Session shall report the
renunciation at the next meeting of the session and shall record the renunciation in the
minutes of the session. The status of any pending charges may be shared with the
session at that time.
2. Accused Not Covered by Book of Order
When the Executive Pastor, Clerk of Session, or Human Resources Director receives
an accusation of offense of sexual misconduct against a nonmember employee or
volunteer, the procedural response will be guided by the written personnel policies of
MDPC. Inasmuch as MDPC has a Personnel Committee, that group will be
responsible for the inquiry.
The Personnel Committee will respond to the allegation of offense of sexual
misconduct by:
a. Determining whether or not the allegation gives rise to a reasonable suspicion of
sexual misconduct by the accused.
b. If so, gather additional information necessary to make a decision about correcting
the behavior.
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c. Determine any remedies, including limiting ministry, suspension, or termination
necessary and advisable under the circumstances.
d. Inform the victim and the accused of the remedy.
e. In all cases, the Personnel Committee shall prepare a written report, which shall
be included in the accused’s permanent personnel file. The accused shall be
allowed to attach any written statements to said documents, also for permanent
inclusion in the permanent file.
All procedures shall follow the guidelines set forth by this policy and MDPC’s
Employee Handbook.
3. Record Keeping
The Personnel Committee of MDPC should keep detailed records of its actions and
minutes of its deliberations and its conversations with the accuser, the accused, and
other parties involved, correspondence, and copies of the reports received from
committees or commissions. Such records will be kept confidential as far as possible.
The Human Resources Director will maintain the records while the inquiry is in
process.

IV.Educating and Training- Awareness
MDPC will offer training and resources as appropriate to teaching elders, ruling elders,
volunteers, staff members, and members of the congregation covering professional and
ministerial boundaries and this policy.
Any professional (therapists, attorneys, advocates, mediators, arbitrators) used by MDPC in the
course of dealing with a sexual misconduct case should have access to experts qualified in the field
of sexual misconduct if they themselves are not.
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APPENDIX E

MEMORIAL DRIVE PRESBYTERIAN CHURCH
PERSONAL INFORMATION PRIVACY POLICY

Background
MDPC occasionally receive requests from members involved with other ministries or from
third party agency partners to provide information from our database for their non-MDPC
organizations. The purpose of our database is to enable MDPC ministries to better care for
our members and guests; not to provide contact lists for non-MDPC based programs. We are
bound to uphold the confidential nature of the information provided to us by our congregants,
whether it is an email address, a mailing address, a phone number, age, etc.

Statement of Policy
Therefore, requests of this nature are to be denied, no matter how narrow or broad the criteria
for the list might be. Should a staff member feel that the request has extraordinary merit, they
should submit their request through the Executive Pastor’s office for approval. Because our
new database is web-based and accessible to both staff and trained volunteers, this standard
must be upheld in all circumstances and ministries must take extra care in making sure their
volunteers uphold the same high level of confidentiality. This policy will also be applied to
the distribution of printed directories generated from the database.
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APPENDIX F

MEMORIAL DRIVE PRESBYTERIAN CHURCH
THE COLUMBARIUM AND PRAYER GARDEN
POLICIES AND PROCEDURES
PROLOGUE
The ministries of the church touch its members in all areas of life as well as in death. As
cremation is now increasingly used as an alternative to burial, the historic position of the church in
burial and disposition of remains was reviewed. We have discovered Christians prefer burial space
on the premises of the church itself. Almost all of the great cathedrals of Europe act as tombs of
saints of the church, kings and queens, and other persons of prominence. Westminster Abbey has
long been used as a place of burial. Cremation has been preferred to burial at Westminster since the
beginning of the 20th century. The church burial grounds served early America and continue to do so
today in many localities. In both ancient and Christian times, the dual tradition of burial and
cremation was preserved. A columbarium on the premises of the church will allow our members to
retain a connection with the church in death as well as in life and provide a place of meditation and
consolation for the families of the deceased.
I.

DEFINITIONS

“Business Office” means the business and administrative office of the Church.
“Church” means Memorial Drive Presbyterian Church, U.S., of Houston, Texas
(hereinafter referred to as the “Church”).
C. “Columbarium” means Columbarium and Prayer Garden of the Church, a
structure containing niches for the inurnment of cremated human remains and a
Memorial Wall with Memorial Spaces to memorialize those with remains
located in other final resting places.
D. “Committee” means the Columbarium Committee of the Church.
E. “Cremains” means the remains following the cremation process.
F. “Grantee” means the individual(s) purchasing and owning rights in and to a
Memorial Space in the Columbarium.
G. “Immediate Family” means the spouse, children or grandchildren (be they
natural or adopted), parents, step-children, step-parents, grandparents and stepgrandparents.
H. “Inurnment” means the placement of cremated remains in their final resting
place in a niche.
I. “Inurnment Rights” means the rights of the Grantee to have placed in the
Grantee’s niche cremated remains of the Grantee or any member of Grantee’s
immediate family as defined in sections I.F. and III.B.
J. “Niche” will contain space for two (2) urns in a specially constructed
framework. Each Niche shall be of similar size with a uniform cover plate upon
which identifying and authorized inscriptions shall be incised.
K. “Ordained Staff” means Minister(s) of Word and Sacrament ordained under the
constitution of the Presbyterian Church (U.S.A.) serving the Church.
L. “Pastor” means the Senior Pastor or any Minister of Word and Sacrament
ordained under the constitution of the Presbyterian Church (U.S.A.) currently
serving the Church.
M. “Policies and Procedures” means these Policies and Procedures of the
Columbarium and Prayer Garden of the Church.
A.
B.
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N.

“Remains” shall mean human remains or cremated remains.

II.
A.

GENERAL SUPERVISION OF THE COLUMBARIUM

General Planning

The Columbarium is part of the property of the Church and is operated and maintained under
the direction of the Session. The Session has delegated certain authority to the Committee with
respect to the operation of the Columbarium. The Committee may institute any operational or
administrative changes which the Committee deems to be reasonably required from time to time. The
original policies and subsequent changes recommended by the Committee shall become effective
immediately upon their approval. All Policies and Procedures are to be included in the Church’s
Policies and Procedures Manual, and are subject to interpretation and approval by the Church’s
Session.
All questions regarding the day-to-day operations of the Columbarium not covered in the
Policies and Procedures document shall be referred to the Committee, if deemed necessary by Church
staff and administrative personnel.
B.

Columbarium Committee

The Committee shall consist of three classes of two members each, with no term limits, but
members of a class shall be considered for approval and continued service by the Session every three
years.
(a)

Class A Committee Members. The initial term of the Class A Committee
Members shall be one (1) year or until their respective successors shall have been
approved by the Session. Thereafter, Class A Committee Members shall serve for
a three-year term.

(b)

Class B Committee Members. The initial term of the Class B Committee
Members shall be two (2) years or until their respective successors shall have
been approved by the Session. Thereafter, Class B Committee Members shall
serve for a three-year term.

(c)

Class C Committee Members. The initial term of the Class C Committee
Members shall be three (3) years or until their respective successors shall have
been approved by the Session. Thereafter, Class C Committee Members shall
serve for a three-year term.

A member of the Ordained Staff currently serving as Associate Pastor-Caring Ministries, the
Director of Caring Ministries, the Church Business Administrator, and a representative of the Church
Foundation will serve as ex-officio, non-voting members of the Committee.
Notwithstanding the foregoing, and subject to Session instruction to the contrary, and to
assure proper startup of the Columbarium and to provide continuity, the Committee existing as of the
date of adoption of these Policies and Procedures (the “Initial Committee”) shall continue to serve as
the Committee until July 31, 2014. Effective August 1, 2014, the Initial Committee shall cease to
operate and the members subsequently appointed to the Committee by the Session, pursuant to the
terms and Classes of Committee Members set forth above, shall assume all Committee rights, duties
and obligations set forth in these Policies and Procedures.
C.

Admissions to the Columbarium

The right to the use of the Columbarium facilities and admission to the Columbarium shall be
subject to the Policies and Procedures, and other policies of the Church where applicable.
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III.
A.

INURNMENTS AND DISINURNMENTS

Subject to Laws

In addition to the Policies and Procedures in effect at the time, and other documents relative
to the Columbarium and Inurnment Rights, inurnments, disinurnments, and removals are subject to all
applicable federal, state, and local laws and/or regulations. Any permits for inurnment required by
local or state laws must be secured and furnished by the Inurnment Rights owner or the duly
authorized representative of the Inurnment Rights owner such as family members or a duly authorized
funeral director.
B.

Eligibility

Any past or present member of the Church or any member of a past or present member’s
Immediate Family shall be eligible for inurnment. Also eligible for inurnment shall be any past or
present member of the Ordained Staff of the Church and his or her Immediate Family.
Subject to the approval of the Committee, other individuals may be eligible for inurnment.
C.

Arrangement for Inurnment

All religious services of committal shall be in accordance with the constitution of the
Presbyterian Church (U.S.A.), and in accordance with the policies and procedures of the Church.
D.

Application for Inurnment

All applications for inurnment shall be on forms approved by the Committee and provided by
the Business Office who will administer the application process. The application shall be submitted
to the Business Office for approval, and shall be subject to these Policies and Procedures and other
applicable rules of the Church. Any party whose application for inurnment is denied shall be entitled
to a hearing before the Committee pursuant to procedures chosen by the Committee. The Committee
reserves the right to refuse any application for inurnment that does not comply with the abovementioned Policies and Procedures. The decision of the Committee shall be final and binding on all
parties.
E.

Not Responsible for Identity

Neither the Church, its employees, nor the Committee shall have any responsibility or
liability for the identity of the cremated remains sought to be inurned.
F.

Remains per Niche
The cremated remains of no more than two (2) persons shall be inurned in each niche.

G.

Inurnment Rights

THE CHURCH, THE COMMITTEE AND/OR ANY OF THEIR AGENTS OR
MEMBERS SHALL NOT BE LIABLE FOR CARRYING OUT THE WRITTEN
DIRECTIONS OF A DECEDENT OR THE DIRECTIONS OF ANY PERSON WHO
REPRESENTS THAT THE PERSON IS ENTITLED TO CONTROL THE DISPOSITION OF
THE DECEDENT’S REMAINS.
Before an inurnment is permitted, a niche user or legal representative must have executed an
Agreement Concerning Inurnment Rights and paid all fees imposed by the Church.
Upon payment of the required fees, a Certificate of Ownership shall be issued to the
purchaser of the Inurnment Rights evidencing such ownership, but such certificate shall not constitute
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evidence of legal ownership. In the event of a question regarding the ownership of Inurnment Rights
to a particular niche, the records kept by the Church shall be the official records of ownership.
H.

Inurnment Containers and Incising

Inurnments in the niches may be made only in containers provided and approved by the
Committee. Inscriptions on the niche shall be of uniform style, text, and size. The Committee shall
adopt, prescribe, and provide a standard form for the content of the niche marker and the incising to
be placed upon the niche.
I.

Records to be maintained by the Church
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

A complete record of the person holding Inurnment Rights.
A record of the persons inurned.
The date on which cremated remains were received by the Church.
The date on which the cremated remains were inurned.
The name and age of the person inurned, if those facts may be conveniently
obtained.
The location of the niche and space.
The name and address of the person or personal representative depositing
cremated remains.
The name of the pastor officiating at the inurnment.
A copy of the State of Texas Report of Death or the Burial Transit Permit (if
available).
Such other information as may be deemed proper and/or necessary and
required by the Church or the Committee.
IV.

A.

DISINURNMENTS AND REMOVALS

Removal of Cremated Remains

The cremated remains of a decedent may be removed from the Columbarium only with the
written consent of the Committee and the written consent of the person then holding the Inurnment
Rights, or the decedent’s next of kin, or the executor or administrator of the decedent’s estate
accompanied by such evidence (as the Committee may require) authorizing the removal, or if such
rights are disputed, but not subject to the orders of a court of jurisdiction, to one of the following
persons in the following order of priority:
1.
2.
3.
4.
5.

The decedent’s surviving spouse.
A majority of the decedent’s surviving adult children.
The decedent’s surviving parents.
A majority of the decedent’s surviving adult siblings.
The adult person in the next degree of kinship in the order named by law to
inherit the estate of the decedent.

A person listed above may consent to the removal only if there is no person in a priority
listed before that person. In other words, no disinurnment shall be permitted without the consent of
the person having priority under the foregoing paragraph having consented to the disurnment; e.g., if
the decedent’s surviving spouse is alive and competent, a disinurnment shall be permitted only with
the consent of the surviving spouse, notwithstanding that others, having a lower priority, may desire
to have the cremated remains disinurned. In the event of disinurnment, none of the purchase price for
the space or niche will be refunded.
Disputes regarding disinurnment as well as all other disputes relating to these Policies and
Procedures shall be resolved pursuant to the procedures contained in section XV.
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B.

Removal for Profit Prohibited

Removal by the heirs or successors in interest of the cremated remains so that the Inurnment
Rights for a niche may be transferred in whole or in part for profit to themselves, as determined by
the Committee, or removal contrary to the express or implied wish of the original holder of the
Inurnment Rights, is prohibited.
C.

Exchange of Niche Location

With the prior written consent of the Committee, cremated remains and the niche incising
may be removed from their original location to a different niche in the Columbarium upon the
following conditions:
1.
2.

3.

D.

The person desiring to relocate the cremated remains has first obtained
Inurnment Rights for the new space.
Any and all charges to exchange niche location are to be paid by the owner of
the Inurnment Rights. These charges will include the cost of replacement of
the niche marker and any costs associated with any incising.
The Inurnment Rights pertaining to the vacated space shall be cancelled and
shall revert to the Church.

Opening of Niche

A niche may be opened after inurnment only with prior approval of the Committee. Such
approval may be granted only after written application to open the niche is submitted to the
Committee and then only for good cause, as determined by the Committee.
E.

No Removal to Extract DNA

The Grantee, each for himself or herself and his or her lawful successors and personal
representatives, hereby relinquishes the right to request the removal of the ashes of the decedent for
the purpose of extracting the DNA at any time in the future. Subject only to the final order of a court
of jurisdiction, the retention of the DNA of the deceased person will be the responsibility of the
family members prior to the delivery of the ashes to the Columbarium.
V.
A.

TRANSFER OR ASSIGNMENT

Consent of the Committee

No transfer or assignment of Inurnment Rights shall be valid without the prior consent in
writing of the Church and the surrender to the Church of any evidence of the original Inurnment
Rights.
B.

Right of First Refusal

The Church retains the right of first refusal to purchase the Inurnment Rights for a niche or
space from the holder of such rights at the current standard price or the original price paid by the
original holder of such rights, whichever is the lesser of the two. No Inurnment Rights shall be
transferred without first offering said rights to the Church and any attempt to transfer said rights
without first offering said rights to the Church, or without prior written consent from the Church,
shall be null and void and of no force and effect.

C.

Right to Repurchase

The Church shall have the right to repurchase the Inurnment Rights for any space not used
within five (5) years of the death of the person whose remains are to be inurned in such space. The
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Church shall take the necessary steps to notify the Grantee, or his or her appropriate family members
and personal representatives and shall refund seventy-five percent (75%) of the amount paid by the
Grantee or by the personal representative of Grantee’s estate and the Church shall thereupon
reacquire full ownership rights in such niche. This five (5) year provision does not apply to those
whose death preceded the operation of the Columbarium.
D.

Transfer Charges

All transfers of the Inurnment Rights shall be subject to a charge to be fixed by the Church,
which charge shall be paid to the Church when the transfer is recorded on the books of the
Columbarium and the new Inurnment Rights are issued.
VI.
A.

FLOWERS, ORNAMENTS, AND DECORATIONS

Décor

No flowers or plants or any other decoration may be placed in the Columbarium and Prayer
Garden at any time after the inurnment service.
B.

Prohibited Ornaments

The use of felt, crushed silk, satin, or any other cloth in or about a columbarium niche is
prohibited. The placing of boxes, cans, shells, toys, wreaths, metal designs, ornaments, signs, cards,
furniture, vases, pictures, artificial flowers, flags, or any other such article or emblems shall not be
permitted in or about a niche or the Columbarium; and, if so placed, the Church reserves the right to
have such items removed and disposed of without notice and without liability to the owner of such
property.
VII.
A.

INSCRIPTIONS

Uniformity of Incising

The incising upon each niche shall be of uniform size, style, and format as determined by the
Committee. The consideration paid for the Inurnment Rights shall include the cost of incising.
B.

Conformity of Text
The maximum inscription shall consist of the following:
1. Name of Deceased
2. Birth Date [Month, dd, yyyy]
3. Date of Death [Month, dd, yyyy]

C.

Correctness of Inscription

The Church, through its personnel in the Business Office, will provide an order to be
completed and signed by the person specifying the inscription in type or legible ink printing. The
Church shall make arrangements for the incising in accordance with the information furnished. The
Church, its employees, and the Committee shall be responsible only for such errors in the inscription
as might be made by the engraver in deviating from the data submitted on the signed incising
agreement.

VIII.
A.

PERSONAL CONDUCT NEAR THE COLUMBARIUM

Part of the Church
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The Columbarium is part of the Church and all persons in the area of such are expected to
conduct themselves in accordance with customary good decorum as normally observed in
Presbyterian churches.
B.

Enforcement of Policies

The Church, by and through its authorized staff or the Committee, shall enforce all policies
and regulations applicable to the Columbarium. The Church may exclude from Church property and
the Columbarium area any person or persons violating such policies and regulations.
IX.

PROTECTION AGAINST LOSS

The Church may carry such insurance for its own benefit upon the Columbarium and its
contents as it deems prudent. There is no obligation on the part of the Church to provide insurance
coverage on the Columbarium and Prayer Garden or on any cremains inurned therein.
X.

CHANGE OF ADDRESS OF LICENSE HOLDERS
Notification of Change of Address

A.
THE HOLDER OF INURNMENT RIGHTS, HIS OR HER HEIRS, LEGAL
REPRESENTATIVES, OR ASSIGNS SHALL DULY NOTIFY THE COMMITTEE OF ANY
CHANGE OF ADDRESS. ANY NOTICE SENT BY THE CHURCH TO THE HOLDER OF
INURNMENT RIGHTS AT THE LAST ADDRESS AS SHOWN ON THE COLUMBARIUM
RECORDS SHALL BE DEEMED GOOD AND SUFFICIENT LEGAL NOTIFICATION FOR
ALL PURPOSES.
B.
Written notices by the Church to the Inurnment Rights Grantee shall be delivered in person or
by regular or certified U.S. mail addressed to the Inurnment Rights Grantee as reflected on the
Church’s records, at such owner’s last address on file in the Church’s Business Office. The Church
shall have the right to change the address of its administrative office or Business Office by
amendment of the Policies and Procedures or otherwise as determined by the Session.
XI.

CONTINUANCE

A.
It is understood and agreed that the Columbarium is neither a perpetual care columbarium, a
perpetual care cemetery, a permanent maintenance cemetery, nor a free care cemetery. The Church
shall not be legally obligated to maintain the Columbarium as a perpetual care cemetery, a perpetual
care columbarium, a permanent maintenance cemetery, or a free care cemetery; nor shall the Church
require any grantee to contribute toward the expenses of maintaining the Columbarium. The Church
intends to maintain the Columbarium in a tasteful, clean, and dignified state befitting the sanctity of
the purpose of the Columbarium.
B.
The Church reserves the right to convert the Columbarium to another use if that is deemed
necessary. In that event or in the event of the move of the Church from its present location, or if the
Columbarium should be destroyed by fire, tornado, earthquake, or other natural disaster and not be
rebuilt, or in the event the Church should cease to be used as a place of worship by a congregation of
the Church, the Church will notify the Inurnment Rights Grantee (or his or her legal representative or
successors) that they must remove the cremains from the niche. If no one of such persons removes the
cremains within a reasonable time, or if no such persons can be contacted with reasonable diligence
by the Church, the Church has the right to relocate the cremains as the Church deems proper. No
refund of any amount paid for the Inurnment Rights will be made by the Church.
C.
It is specifically agreed that the Church may, but is not required, to reconfigure the
Columbarium within the Church’s property or at another location if the Church should move to a new
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location. Further, in the event repairs or improvements to the Columbarium are undertaken, the
Church may temporarily remove any inurned cremains until those repairs are completed.
XII.

EXCULPATION AND RELIEF FROM LIABILITY

NEITHER THE CHURCH, ITS PASTORAL STAFF, ANY OTHER MEMBER OF THE
CLERGY OF THE CHURCH, ANY MEMBER OF THE COMMITTEE OR ANY OTHER
COMMITTEE OF THE CHURCH, ANY MEMBER OF THE CHURCH’S ADMINISTRATIVE
STAFF, ANY EMPLOYEE OR VOLUNTEER OF THE CHURCH, OR ANY ELDER OF THE
CHURCH, OR THE CHURCH’S SESSION (ALL OF THE FOREGOING HEREINAFTER
REFERRED TO AS THE “PROTECTED PERSONS”) SHALL BE LIABLE OR RESPONSIBLE
FOR ANY LOSS OR DAMAGE TO THE COLUMBARIUM, ANY NICHE OR THE CONTENTS
THEREOF.
NOR SHALL ANY PROTECTED PERSON BE LIABLE OR RESPONSIBLE FOR ANY
DEATH OF OR INJURY TO, OR OTHER LOSS OR DAMAGE SUFFERED BY, THE
INURNMENT RIGHTS GRANTEE, OR ANY MEMBER OF THE FAMILY, INVITEE, GUEST
OF THE INURNMENT RIGHTS GRANTEE OR ANY OTHER PERSON ARISING OUT OF OR
RESULTING FROM ANY USE OF OR ACCESS TO THE COLUMBARIUM OR ANY OTHER
PROPERTY OF THE CHURCH OR RELATING IN ANY MANNER TO THE GRANT OF
INURNMENT RIGHTS.
EACH INURNMENT RIGHTS OWNER AND EACH PERSON MAKING APPLICATION
FOR OR AUTHORIZING AN INURNMENT RELEASES AND AGREES TO HOLD HARMLESS
EACH PROTECTED PERSON FROM ANY LIABILITY OR RESPONSIBILITY DESCRIBED IN
THIS ARTICLE XII AND ANY LOSS, DAMAGES, COSTS, EXPENSES, CLAIM OR CAUSE OF
ACTION RELATING THERETO TO THE FULLEST EXTENT PERMITTED BY LAW,
INCLUDING WITHOUT LIMITATION TO THE FULLEST EXTENT PERMITTED BY (BUT
NOT TO EXCEED) TEXAS LAW, LIABILITIES AND RESPONSIBILITIES ARISING OUT OF
OR RESULTING FROM, IN WHOLE OR IN PART, NEGLIGENCE OR GROSS NEGLIGENCE
BY ANY PROTECTED PERSON, WHETHER THROUGH ACT OR OMISSION. THIS ARTICLE
XII DOES NOT LIMIT OR IMPAIR ANY STATUTORY OR OTHER IMMUNITY OR
LIMITATION OF LIABIITY AVAILABLE TO THE CHURCH OR ANY OTHER PROTECTED
PERSON.
IN NO EVENT SHALL THE CHURCH OR ANY PROTECTED PERSON BE LIABLE
FOR INDIRECT, SPECIAL, OR CONSEQUENTIAL DAMAGES ARISING FROM OR
RELATING TO THE COLUMBARIUM OR INURNMENT RIGHTS OF A GRANTEE OR
OWNER OR ANY PERSON CLAIMING BY OR THROUGH THEM.
XIII.

ANNUAL REPORT TO THE SESSION

The Committee shall provide a written report to the Session annually on Columbarium
activities and financial information for the previous year, and the outlook for the coming year. The
report shall include an accounting of the investment and earnings of the Columbarium Endowment
Fund.

XIV.
A.

MODIFICATIONS AND AMENDMENTS

Exceptions and Modifications

Recognizing that situations may arise in which literal enforcement of a policy may be
impractical, the Church, by and through the Committee, retains the right to make reasonable
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exceptions, suspensions, or modification of any policy with approval of the Session, subject to any
change in federal, state, or local law. Any exception shall apply only to the situation in which the
policy may be altered and shall in no manner be construed as affecting the application of these
policies and regulations in another situation, past, present or future. Each provision of these Policies
and Procedures shall be independent of and separable from any other provision and the invalidity of a
provision of these Policies and Procedures shall not affect the enforceability of any of the other terms,
conditions or provisions contained therein.
B.

Amendments

The Committee may at any time adopt new Policies and Procedures or alter, amend, or repeal
any provision contained herein, subject to the approval of the Session.
XV.

DISPUTE RESOLUTION

If one or more disputes arise in relation to these Policies and Procedures or the rights or
entitlements of inurnment, or the owners of any inurned human remains, including, without
limitation, conflicting claims of entitlement to inurnment, disinurnment, transfer, assignment or
opening of a niche, the Church, acting through the Committee, shall have the right to resolve such
conflict or dispute in the exercise of the Committee’s sole discretion, including, without limitation,
the right to deny inurnment, opening of a niche, disinurnment, transfer or assignment, pending an
agreement in writing satisfactory to the Committee, among any or all the parties in interest or a final
non-appealable judgment of a court of competent jurisdiction that resolves the issue, all as the
Committee shall determine. In any case in which inurnment rights constitute or may involve
community property, the Church may require joinder of the inurnment rights grantee’s spouse on any
instrument or document provided for herein or otherwise relating to such inurnment rights. The
disputes or conflicts covered by these procedures may be ecclesiastical in nature, and therefore,
nothing herein shall confer jurisdiction in a secular court, and the Church expressly reserves the right
to challenge the jurisdiction of a secular court to resolve such disputes.

Adopted by Session: February 25, 2013
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APPENDIX G

MEMORIAL DRIVE PRESBYTERIAN CHURCH
RESTRICTED GIFT POLICY
Receipt of Restricted Gifts
Financial gifts to the Church include unrestricted and restricted gifts. Unrestricted gifts, are used to
fund the budgeted operating expenses of the church including support for Outreach partners and
activities.
Restricted gifts are given for a purpose specified by the donor and must be consistent with the vision,
mission and objectives of the Church and are subject to approval by both the Finance Committee and
the Session of the Church when necessary
Honors and Memorials Gifts
Generally these are small gifts, usually given in honor or memory of a special person or life event.
Gifts in this category are a type of temporarily restricted gift managed by the Memorial Committee
per Section 3.2 of the Policy and Procedures.
Outreach Gifts
Designated benevolence collections are for established Outreach partners and include Palm Sunday,
Super Bowl Sunday, Mission Market and Christmas Eve Collections. Designated benevolence
accounts shall be restricted upon receipt regardless of amount and promptly given to the designated
recipient. These collections are part of the Outreach annual allocation and included within the
Outreach annual budget.
On occasion it is appropriate to take special collections for agencies for unanticipated needs,
generally for catastrophic disasters (i.e. hurricanes, tornadoes, tsunami). These amounts will
restricted upon receipt regardless of amount and promptly given to the designated recipient. These
collections will be paid in addition to the Outreach annual budgeted amounts.
All other Outreach gifts shall be subject to the same requirements as all other temporarily restricted
gifts described in the next sections. MDPC’s ongoing commitment to radical generosity helps ensure
that restrictions for smaller checks designated for Outreach are met through the annual Outreach
budget. These checks will be added to the general operating fund and not be restricted upon receipt.
Gifts to Mission Partners or other outside group should be made directly to that specific organization.
Temporarily Restricted Gifts
Temporarily restricted gifts are given for a specific, short-term need in the life and ministry of the
Church. The minimum amount of a temporarily restricted gift (other than Honors and Memorials and
Outreach designated benevolence collections) is $10,000. The gift will generally be spent within the
same fiscal year in which received. These gifts should be made known to the Finance Committee
prior to their receipt for review. Gift recommendations may be forwarded to the Session for approval,
based on this review.
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Memorial Drive Presbyterian Church
Restricted Asset Policy – P. 2

Other temporarily restricted gifts received below the threshold and consistent with MDPC’s ongoing
needs will be added to the general operating fund and not be restricted upon receipt. They will be
used for the purpose given through the normal budget process.
Permanently Restricted Gifts:
Permanently Restricted Gifts are those which the principal amount is permanently retained and annual
income generated is used to fund a specified purpose. These gifts are large endowment-type gifts,
with a minimum gift amount of $250,000. These gifts require significant time for the Church to
maintain and report on. Gifts of this nature must be submitted to the Finance Committee and the
Session for review and approval prior to being accepted.
Authorization of Restricted Gifts for Use
Planned expenditures from restricted assets require the endorsement of the Business Administrator
prior to execution of the check to ensure cash is available.
Each account has a designated account owner. Account owners will recommend how restricted funds
are used and ensure gifts are used timely.
Capital expenditures should be authorized in accordance with Section 6.3 Capital Investment Program
of the Policy and Procedures. This includes capital expenditures approved by the Memorials
Committee as noted in Section 3.2. The Executive Pastor has been designated owner of the Capital
Account since all ministry areas are impacted. All capital purchases budgeted or contingency must be
endorsed by the Executive Pastor, to insure expenditures are in keeping with Church priorities.
Authorization for expenditures from the Senior Pastors Discretionary Fund is as noted in Section 4.19
of the Policy and Procedures.
For all other accounts, “Account Owner” Department Heads can authorize up to $1,000 in keeping
with the terms of the restriction. All other expenditures from restricted assets in excess of $1,000
require approval of the Session, generally through the Consent Agenda.
Oversight of Restricted Gifts
Quarterly the Finance Staff shall provide a report of the current status of restricted assets to the
Finance Committee and Session, such that availability of funds is known to the account owners.
Annually, the Finance Staff shall conduct a review of restricted assets to ensure all Journal Entries are
current and balances are accurately stated.
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Account Owners
Acct #
310050

Administration Special Gift

Administrative expenditures

Account Owner
(Administrator)
Finance Committee

310160

Food Service Special Gift

Food expenditures

Food Committee

310170

In Honor of Special Fund

Capital items

Memorials Committee

310190

Memorials Fund

Capital items

Memorials Committee

310200

Music Special Gift

Choral events

310240

Caring Ministries Special Gift

Caring Ministries Expenditures

310330

Time Restricted Income

Pre-paid pledges

310350
311000

Senior Pastor Discretionary
Fund
Adamson Scholarship Fund

311010

Biddison Trust

311020

Ruffin Trust

312040

Minister’s Retirement

Discretionary Use by Senior and
Executive Pastor
Scholarship for Seminary
Students
Scholarship for Seminary
Students
Scholarship for Seminary
Students
Supplement ministers retirement

Worship and Music
Committee
Caring Ministries
Committee
Business
Administrator
Senior and Executive
Pastor
Outreach

312060

Youth Trust

Youth ministry expenditures

Youth Ministries

312080

Designated Benevolence

Outreach

312100

Capital

Special collections – Super Bowl
of Caring, Palm Sunday, Mission
Market, Christmas Eve, Disaster
Relief
Capital purchases

312110

Columbarium Income

Columbarium
Committee

312200

Good Housekeeping Capital
Campaign

320###

All permanently restricted
accounts
Music (Board Designated –
Pyle)

Maintenance of Columbarium.
Portion of income annually used
to offset Church upkeep
expenses
Funds used for 2012 – 2013
Capital Campaign. Account to
be closed in 2014 at conclusion
of project.
Used to maintain corpus of
permanently restricted funds
General music expenditures

330200

Account Name

Description of Restriction

Approved by Session: February 25, 2014
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Equipping Ministries
Outreach
Finance Committee

Executive Pastor

Building Committee

Finance Committee /
MDPC Foundation
Worship and Music
Committee

APPENDIX H

MEMORIAL DRIVE PRESBYTERIAN CHURCH
MEMORIALS COMMITTEE CHARTER
Memorials Committee - Overview:
1. Act under the oversight of the Finance Committee to determine the acceptability of all memorial
gifts.
2. Identify appropriate projects or purchases to be funded by memorial gifts for implementation as
governed by the Capital Investment Procedures Manual.
3. Work with other committees as necessary.
Membership: Committee Moderator (reporting to the Finance Committee), 5 lay members.
Staff: Business Administrator and Financial Accountant.

Contributions:
The Memorials Committee was established in the early years of the church in order to guide
memorial and honor gifts through the giving process. Although MDPC encourages memorial and
honor gifts there are a few things that you should keep in mind before you give a memorial or honor
gift.






All memorial or “in honor of” gifts without donor restrictions will be accumulated and usage
will be determined by the Memorials Committee.
MDPC will not accept memorial gifts of less than $10,000 when such gifts include donor
restrictions for usage.
For memorial gifts of greater than $10,000 with donor restrictions, the Memorials Committee
will determine the acceptability of the gift to ensure consistency with MDPC’s ministry. The
gift will be utilized consistent with donor restrictions according to the guidelines outlined in
the MDPC Restricted Gifts Policy.
Plaques or other identification of gifts will not be permitted except with approval of the
Session.

Use of Funds






Funds are available for distribution by the Memorials committee in response to capital
requests made by committees of the MDPC Session.
Distributions should not exceed $10,000 annually per committee except with the approval of
the Session
Requests are to be submitted by committees to the Business Administrator and the Memorials
Committee Moderator.
Requests should be consistent with the MDPC mission statement and strategic plan.
The committee will meet as needed to review funding requests. Meetings may be in person
or via email.

Approved by Session April 28, 2014
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APPENDIX I

MEMORIAL DRIVE PRESBYTERIAN CHURCH
BYLAWS for THE LITTLE SCHOOL of MDPC
(Revised September 2014)

Article I:

Name

The name of the school shall officially be “The Little School of Memorial Drive Presbyterian
Church”, hereinafter referred to as “TLS”.

Article II:

Statement of Purpose

The Little School program of Memorial Drive Presbyterian Church (hereinafter “MDPC”) exists as an
important part of the life, ministry, and outreach of MDPC by offering a weekday Christian program
for infants and young children where they are loved, accepted, and respected.
Fully realizing that the early years of life are the most important for helping children know that they
matter, The Little School provides:



A place where each child may learn about self, expanding world and relationships with the
many others with whom he or she comes in contact, and
A safe environment with age appropriate activities where each child is free to explore,
experiment, and make decisions.

Article III:

Organizational Relationship

The educational philosophy of TLS is an integral part of the Children’s Ministries Department of
MDPC, under the overall guidance of the Executive Pastor and Head of Staff. The TLS Director, with
the assistance of the TLS Parent Advisory Committee, is responsible for the policy, planning, and
oversight of the daily operation of TLS and reports to the Children’s Ministries Director.
1) All policies and procedures of TLS must conform to the policies and procedures of MDPC, if
appropriate, as outlined in the MDPC Policy and Procedure Manual and to the policies and
procedures set forth in the TLS Teacher’s Handbook. Any new or suggested changes in
policy shall be submitted by the Parent Advisory Committee (hereafter referred to as PAC) to
the Children’s Ministries Lead Team for Session approval, if necessary.
2) The finances, buildings and grounds of TLS are part of the finances, buildings and grounds of
MDPC.
3) All amendments to these Bylaws must be approved by a quorum of the PAC members of TLS
and submitted to the Children’s Ministries Lead Team for approval by session, if necessary.
4) Names of prospective PAC members are nominated and voted upon by the current PAC, and
submitted to the Children’s Ministries Lead Team for approval by session, if necessary.

Article IV: Regulatory Compliance
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All decisions regarding the governance of TLS must conform to the Texas Department of Family and
Protective Services - Minimum Standard Rules for Licensed Child-Care Centers.
In the event that the State of Texas regulatory agency for Licensed Child-Care Centers elects to in any
way modify the “Minimum Standards”, it is understood that these Bylaws will automatically be
deemed to adjust to those changes or modifications.
Article V: Admissions
1) All children in the community are eligible for admission to The Little School based on the
availability of space in the class for which an application is made, in accordance with the
priorities listed below. The Director reserves the right to request withdrawal of any child
who fails to demonstrate the appropriate adjustments to the program at the school.
2) Applications are accepted from families new to the school beginning in September for the
following school year. The school does not discriminate on the basis of race, color, national
and/or ethnic origin.
3) In order of priority, acceptance for enrollment shall be as follows:
 MDPC member’s children continuing their attendance at the school and their siblings as well
as MDPC staff member children
 Non-MDPC members’ children continuing their attendance at the school and their siblings
 MDPC members’ children not presently enrolled, including members with children in Yellow
School
 Siblings of children who have previously been enrolled at TLS but are no longer attending
and children who have one or more parent who attended TLS
 All others
4) Application for enrollment at TLS shall be made by completing an online registration form.
This form and other information about the school may be found at www.tls.mdpc.org.
Families are also encouraged to visit the school prior to making application. Upon
acceptance, all families will receive a Parent Handbook describing the programs at the school
as well as its policies and procedures. This Handbook will also be available at any time
online.
5) The Director shall notify the parents of their child’s class placement. All placement is made
at the sole discretion of the Director. Any subsequent changes in placement that are deemed
necessary by the Director, may be made at the sole discretion of the Director.
6) The registration fee, which will be set by the TLS PAC for the school year, must accompany
any enrollment application for the application to be valid.
7) If requested, this fee may be refunded by the school in the event that the child is not accepted
for enrollment. Should a child be accepted and then withdrawn from the program, the
registration fee shall not be refunded.
8) Once a child has been placed in a class, the last month’s (May) tuition payment must be
made. This fee is non-refundable and non-transferrable.
9)

If any child withdraws from the school for any reason, the Director shall fill the class from
the waiting list for the current year. To remain on the waiting list, the registration fee must
remain with the application.
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10) Enrollment information, which conforms with the Minimum Standards, shall be obtained by
the Director for each child, prior to the first day the child is actually present in school.
11) Immunization records shall conform to the Minimum Standards and shall be filed at the
school for two years subsequent to the child’s termination of attendance.
12) As a general guideline, there will be a ratio of 1:3 for the infant rooms (less than one year of
age), while the ratio for younger toddlers will be 1:4. The ratio for children who are two to
three years old will be 1:5. All staff/child ratios will be well within the Minimum Standards
guidelines.

Article VI:

Parent Advisory Committee

1) Terms and Election Process
a. The PAC shall consist of nine voting members.
b. No fewer than six PAC members (2/3 of the PAC) must be members of MDPC. These
PAC members shall serve two-year terms with an option to extend to three years.
c. Up to three PAC members may be non-MDPC members, provided that each non-MDPC
member has a child enrolled in the TLS program. Each non-MDPC member shall serve a
two year term.
d. PAC member terms shall be staggered so that a maximum of three PAC members “roll
off” each year.
e. At least five of the nine voting PAC members must have or have had a child in the TLS
program.
f. Ex-officio members of the PAC shall include the Director of TLS and the Children’s
Ministries Director.
g. New PAC members shall be nominated and voted upon by the current PAC, and
submitted to the Children’s Ministries Lead Team for approval by Session, if necessary.
h. In the event of a vacancy on the PAC, a new PAC member will fill the unexpired term of
the vacancy.
2) Resignation
A PAC member may resign at any time by making his or her request known to the Moderator of
the PAC.
3) Meetings and Definition of a Quorum
The PAC shall hold regular designated meetings. The date, time, and place of the meeting shall
be determined by the PAC members. Five members of the PAC present at any meeting shall
constitute a quorum. All discussions put to a vote must be approved by an affirmative vote of
those present. Special meetings may be called at the discretion of the Moderator of the PAC or
the Director of TLS.
4) Duties and Responsibilities
The primary duties of the PAC shall be to
a. Recommend any changes in policy to the Children’s Ministries Lead Team for approval,
if necessary.
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b. Give advice and recommendations to the Director of TLS pertaining to the planning and
operation of the program.
c. Establish written goals for TLS with the Director at the beginning of each school year.
Review and discuss the goals annually.
d. Meet monthly to discuss TLS operations, accomplishments, and needs.
e. Establish the school calendar including the Summer Session.
f. Perform specific duties as outlined under individual PAC job descriptions.
g. Participate in the hiring process of the TLS Director and approve the teaching staff hired
by the Director.

5) Officers
a. The Moderator will preside over the meetings and see that the conduct of the meeting
and the decisions made by the PAC are consistent with the Bylaws.
b. The Vice-Moderator shall assume the duties of the Moderator in the event of his/her
absence at any official meeting. The Vice-Moderator shall become the Moderator for the
following year.
c. The Secretary will keep the minutes of the PAC meeting and distribute them in writing,
or by e-mail, to the PAC members and the Children’s Ministries Director subsequent to
each meeting.
The term of each officer shall be for one year beginning June first. In the event of a vacancy
in any office, another PAC member shall be selected at the next meeting to fill the unexpired
term. No officer may serve in the same capacity for more than two consecutive terms.
Article VII: Personnel
New staff will be selected by the Director, with the approval of the Committee. The MDPC Business
Administrator’s office will finalize salary, benefits, forms and personnel policies with input and
recommendations from the Director. All TLS lead teachers, assistant teachers, and other staff shall
abide by the rules and regulations set forth in the Policies and Procedures Handbook of MDPC and as
applicable to their position, and the Teacher Handbook.
1) The TLS Director shall meet or exceed all the qualifications and perform all the duties as
defined by the Minimum Standards. See job description for additional responsibilities.
2) The teachers and assistant teachers shall meet the qualifications as set forth in the Minimum
Standards. The duties of teachers will include:
 Planning the program with the Director
 Complying with all record keeping, directives and discipline guidelines of the Minimum
Standards
 Having conferences with parents
 Attending staff meetings
 Attending any in-service training

3) Staff shall be defined to include: Teachers, Teacher Assistants, Floaters, and Substitutes. All
staff members shall meet the requirements of the Minimum Standards.
4) Training and orientation in understanding children and improving job performance shall be
required of all staff members. Before beginning work, the Director, Teachers, and Teacher
Assistants shall be advised about the sections of the Minimum Standards that pertain to their
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positions. A copy of the Minimum Standards will be available in the TLS office for staff
members to review. The Minimum Standards under the licensing laws will be maintained at
all times.
5) The qualifications for the Assistant Director shall include: a college diploma; early childhood
experience and computer skills. Duties of the Assistant Director will include:
 Support the Director in all aspects of the program and be accessible to teachers and parents
and assist them as needed
 Maintain personnel and student records
 Assist with payroll
 Perform all shopping as needed for TLS
 Assist with input for all applicable computer programs (the church database, scheduling
program, and TLS programs)
 In the Director’s absence, perform the duties of the Director

Article VIII: Financial Policies
1) The Director of TLS shall draft a proposed budget each calendar year to submit to the MDPC
Finance Committee for their approval or modification. The budget shall be prepared
principally by the Director, and reviewed by the PAC, giving input as needed. Revenues
(tuition and fees) generated by TLS should be competitive with other private schools in the
area that offer similar programs, and sufficient to cover the budgeted expenses.
2) The PAC will review annually and recommend tuition changes as deemed necessary to the
Children’s Ministries Lead Team, for approval by the session, as necessary.
3) Financial aid requests for families shall be brought to the Moderator of the PAC by the
Director of TLS. The decision for assistance shall be made by the Moderator with input from
the Director.
4) The Director of TLS shall make periodic reports to the PAC with respect to projected cash
flow as compared to the budget approved by the MDPC Finance Committee.

Article IX: Amendments to the Bylaws
1) Any PAC member can initiate a proposed amendment to the Bylaws by submitting such
proposal, in writing, to the Moderator of the PAC, the Director of TLS, and the members of
the PAC at least one week prior to the next PAC meeting.
2) Provided a quorum is present at the PAC meeting, a proposed amendment may be discussed
and voted on during that meeting.
3) All amendments must be approved by an affirmative vote of a quorum of the members of the
PAC, and reviewed by the Children’s Ministries Lead Team for approval by session, if
necessary.
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APPENDIX J

MEMORIAL DRIVE PRESBYTERIAN CHURCH
BYLAWS for THE YELLOW SCHOOL at MDPC
(Revised 10-13 )
Article I:
Name
The name of the school shall officially be “The Yellow School at Memorial Drive Presbyterian
Church”, hereinafter referred to as the “Yellow School”.
Article II:
Statement of Purpose
Fully realizing that the early years of life are the most important for helping children know that they
matter, the Yellow School exists as an important part of the life, ministry, and outreach of Memorial
Drive Presbyterian Church (hereinafter “MDPC”):




To provide each child with acceptance respect and love in a Christian atmosphere by adults
who care,
To provide a place where each child may learn about self, expanding world and relationships
with the many others with whom he or she comes in contact,
To provide an environment where each child is free to explore, experiment, and make
decisions.

Article III:
Organizational Relationship
The educational philosophy of the Yellow School is an integral part of the Children’s Ministry of
MDPC. The Director of Children’s Ministries, the Yellow School Parent Advisory Committee
(YSPAC), and the Yellow School Director are responsible for the policy, planning and oversight of
the daily operation of the Yellow School.
5) YSPAC member candidates nominated by the current YSPAC shall be reviewed by the
Children’s Ministry Lead Team and be approved by the Session, if required.

6) Major policy decisions not set forth in the Yellow School Bylaws shall be submitted by the
YSPAC to the Children’s Ministry Lead Team for approval
7) The finances, buildings and grounds of the Yellow School are part of the finances, buildings
and grounds of MDPC. An annual budget will be prepared by the YSPAC and submitted to
the Finance Committee, and to Session for approval. Revenues generated by the Yellow
School should be set to be competitive with other private schools in the area that offer
curriculum for the same student ages. In the event that the revenue in a given MDPC budget
year is insufficient to cover the Yellow School cost, the deficit will be made up from the
Church’s operating fund. If the Yellow School generates a surplus, the extra funds shall
revert to the MDPC operating budget.
8) All amendments to these Bylaws must be approved by an quorum of the YSPAC and then the
Children’s Ministry Lead Team and Session, if necessary.
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Article IV: Regulatory Compliance
All decisions regarding the governance of the Yellow School must conform with the Texas
Department of Family and Protective Services “Minimum Standards for Licensed Child-Care
Centers”.
In the event that the State of Texas regulatory agency for Licensed Child-Care Centers elects to
rename, renumber, or in any way modify the “Minimum Standards”, it is understood that these
Bylaws will automatically be deemed to adjust to those changes or modifications.

Article V: Admissions
A.
Eligibility
All Children in the community are eligible for admission to the Yellow School based on the
availability of space in the class for which an application is made, in accordance with: (i) the
priorities listed below; (ii) the composition of the class; and (iii) the total readiness of the individual
child to profit from this particular group experience. The Director reserves the right to request
withdrawal of any child who fails to demonstrate the appropriate adjustments to the program at the
school.

B.
Registration
1) Applications are accepted from families new to the school beginning in September for the
following school year. The school does not discriminate on the basis of race, color, national
and/or ethnic origin
2) In order of priority, acceptance for enrollment shall be as follows:
 MDPC member’s children continuing their attendance at the school and their siblings as well
as MDPC staff member children
 Non-MDPC members’ children continuing their attendance at the school and their siblings
 MDPC members’ children not presently enrolled, including members with children in CDI
 Siblings of children who have previously been enrolled at the Yellow School but are no
longer attending and children who have one or more parent who attended the Yellow School
 Non-Members’ children graduating from CDI
 All others
3) Application for enrollment in the school shall be made by completing an online registration form.
This form and other information about the school may be found at www.ys.mdpc.org Families
are also encouraged to visit the school prior to making application. Upon acceptance, all families
will receive a Parent Handbook describing the programs at the school as well as its policies and
procedures. This Handbook will also be available at any time online.
4) All candidates for Kindergarten, not currently enrolled at Yellow School, must spend a morning
in the Yellow School kindergarten prior to placement.
5) The Director shall notify the parents of their child’s class placement. All placement is made at the
sole discretion of the Director. Any subsequent changes in placement that are deemed necessary
by the Director may be made at the sole discretion of the Director.
6) The registration fee, which will be set by the YSPAC for the school year, must accompany any
enrollment application for the application to be valid.
7) If requested, this fee may be refunded by the school in the event that the child is not accepted for
enrollment. Should a child be accepted and then withdrawn from the program, the registration
fee shall not be refunded.
8) Once a child has been placed in a class, a Reservation Fee equal to one month’s tuition and a
Program Fee must be paid. The Reservation Fee becomes the last month’s tuition payment. Both
these fees are non- refundable and non-transferrable.
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9)

If any child withdraws from the school for any reason, the Director shall fill the class from the
waiting list for the current year. To remain on the waiting list, the registration fee must remain
with the application.

C.

Age
Children must be at least 3 years by September 1st to apply for the 3 year old class; 4 years
old by September 1st to apply for the 4 year old class;
and 5 by September 1st to apply for
Kindergarten. The Yellow School,
at the YSPAC’s discretion, may offer an afternoon class.
D.




Attendance
Enrollment information, which conforms with the Minimum Standards, shall be obtained by
the Director for each child, prior to the first day the child is actually present in school.
Immunization records shall conform to the Minimum Standards and shall be filed at the
school for two year’s subsequent to the child’s termination of attendance.

E.

Staff-child Ratio
As a general guideline, there should be no more than eight children
assigned to one
teacher, and no more that sixteen children assigned to one teacher with an assistant. However, the
superseding numbers shall
be those established by the licensing authority in conjunction with
the
Minimum Standards as apply to the Yellow School’s facility and staffing.

Article VI:
The Yellow School Parent Advisory Committee (YSPAC)
The YSPAC shall oversee the running of the Yellow School and set policies consistent with the
Minimum Standards. The Committee shall consist of nine voting members. No fewer than six
YSPAC members (2/3 of the PAC) must be members of MDPC. Ex-officio members of the
Committee shall include: the Director of Children’s Ministries and the school director.
A.
Terms and Election Process
Up to three YSPAC Members may be non-MDPC members, provided that each non-MDPC member
has a child enrolled in the school. At least five of the nine voting members must have or have had a
child in the Yellow School. Each non-MDPC member shall serve a two year term. MDPC members
serve a three year term. The terms shall be staggered so that ideally, no more than three Board
Members will have their terms expire in any given year. New Committee members shall be
recommended by the current Committee to the Children’s Ministry Lead Team and approved by the
Session, if necessary.
B.
Resignation
A YSPAC member may resign at any time by making his or her request known to the Chair of the
Committee.
C.
Meetings and Definition of a Quorum
The YSPAC shall hold regular designated meetings. The time, date and place of the meeting shall be
determined by the Committee. Five members of the Committee present at any meeting shall
constitute a quorum. All discussions put to a vote must be approved by an affirmative vote of five
members. Special meetings may be called at the discretion of the Chair of the Committee or the
school’s Director.
D.
Duties and Responsibilities
The primary duties of the YSPAC shall be to (i) Recommend matters of policy to the Children’s
Ministry Lead Team; (ii) with the School Director, prepare an annual budget (iii) advise and make
recommendations to the Yellow School Director pertaining to the planning and operation of the
program; (iv)participate in the hiring process of the Yellow School Director (v); and establish the
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school calendar including the Summer Session perform specific duties as outlined under individual
YSPAC job descriptions. Additionally, the Committee shall be responsible for ensuring that the
school’s facilities and programs are at all times in compliance with the State’s Minimum Standards.
E.








Officers
The Chairman will preside over the meetings and see that the conduct of the meeting and the
decisions made by the Committee are consistent with the Bylaws. In the event of Chairman’s
absence at any official meeting, the Yellow School’s Director shall assume those
responsibilities.
The Board’s Secretary will keep the minutes of the Committee meeting and distribute them
by e-mail, to the Committee members subsequent to each meeting.
The Treasurer will help prepare an annual budget by working with the Committee and the
school’s Director, and coordinate any available financial reports with the MDPC accounting
staff in order to keep the Committee reasonably apprised of the school’s ongoing financial
position.
A Treasurer-elect shall work with the current Treasurer for one year, before assuming the
responsibilities as Treasurer for the following year.

The term of each officer shall be for one year beginning June first. In the event of a vacancy in any
office, a Committee member shall be selected at the next Committee meeting to fill the unexpired
term. No officer may serve in the same capacity for more than two consecutive terms unless
approved by the committee.
Article VII: Personnel
New staff will be selected by the Director, with the approval of the Committee. Salaries will be
competitive with other area schools that offer programs to similar age groups, and will reflect raises
based on performance evaluations and experience. The MDPC Business Administrator’s office and
will finalize salary, benefits, forms and personnel policies with input and recommendations from the
Director. All Yellow School lead teachers, assistant teachers, and other staff shall abide by the rules
and regulations set forth Policies and Procedures Handbook of MDPC and as applicable to their
position, and the Teacher Handbook (Addendum 1, as included herein).
A.
Director
The Yellow School Director shall meet or exceed all the qualifications and perform all the duties as
defined by the Minimum Standards. See job description for additional responsibilities.
B.
Teachers
The teachers and assistant teachers shall meet the qualifications as set forth in the Minimum
Standards and hiring preference will be given to those teachers or assistants with:
 A College degree (BS or a BA)
 College courses in child development, church related lab schools in child development or
their equivalent.
 Previous experience in either a preschool or church school program for three to five year old
students.
The duties of teachers will include:
 Planning the program with the Director
 Complying with all record keeping, directives and discipline guidelines of the Minimum
Standards and with the Texas Education Association guidelines for Pre-K and Kindergarten.
 Having conferences with parents
 Attending parents’ meetings
 Attending staff meetings
 Attending any in-service training
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C.
Teacher Assistants
Teacher assistants should have a high school diploma or the equivalent, and have prior experience
working with young children. Their primary responsibility will be to carry out duties assigned by the
Director and/or the Teachers.
D.
Staff
Staff shall be defined to include: Teachers, Teacher Assistants, Floaters, and Substitutes. All staff
members shall meet the requirements of the Minimum Standards.
E.
Training
Training and orientation in understanding children and improving job performance shall be required
of all staff members. Before beginning work, the Director, Teachers, and Teacher Assistants shall be
advised about the sections of the Minimum Standards that pertain to their positions. A copy of the
Minimum Standards will be available at the Yellow School for staff members to review. The
Minimum Standards under the licensing laws will be maintained at all times.
F.
Assistant to the Director
The qualifications for the Assistant to the Director shall include: a high school diploma or the
equivalent; basic secretarial skills and experience in that position; and experience working with young
children. Duties of the Assistant will include:
 Carry out assignments from the Director
 Keep an alphabetical listing of the student’s names and monthly payment received for their
enrollment
 Maintain copies of the payroll information
 Maintain school records (administrative and children’s records)
 In the Director’s absence, perform the duties of the Director

Article VIII: Financial Policies
A.

B.

C.



Budgets
The YSPAC Treasurer and School Director shall draft a proposed budget each calendar year
to submit to the MDPC Business Administrator.



Reports
The Treasurer shall make monthly reports to the Board with respect to projected cash flow as
compared to the operating budget.





Miscellaneous Financial Items
Tuition shall be set by the YSPAC for each year. A fee equal to one month’s tuition is due
upon acceptance of enrollment in order to reserve space in the school for that child. This fee
shall be called the “Reservation Fee” and is non-refundable. The tuition shall be due on the
first of each month beginning in September. There will be not tuition payment due in May,
since the reservation fee will be applied to the May payment due. The reservation fee cannot
be converted or applied to any other month’s payment and is non-refundable as per Article V,
section 8.
Tuition may be paid monthly or for the whole year (due by September 10). Monthly tuition
payments must be received by the tenth of the month preceding each month of attendance. If
payment is not received by the tenth of the month, reminder notices shall be sent by the
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Director to the parents. If payment is not received within sixty days, the child shall be
withdrawn by the YSPAC if satisfactory arrangement cannot be made.
Requests for financial aid shall be given to the School Director who will discuss the request
with the Chair of the YSPAC. The decision for assistance shall be made by the Director with
input from the Chair.
Checks should be made payable to MDPC.
Tuition shall be paid on the basis of an entire month, regardless of how many school days are
scheduled during the month.
No refunds are made for illness, absences, school closures, vacations, weather, or anything
outside the School’s control.
Financial records shall be available for inspection.

Article IX: Amendments to the Bylaws
 Any YSPAC member can initiate a proposed amendment to the Bylaws by submitting such
proposal, in writing, to the Chairman or the School Director, at least one week prior to the
next Committee meeting.
 Provided a quorum is present at the Committee meeting, a proposed amendment may be
discussed and voted on during that meeting.
 All amendments must be approved by a YSPAC quorum, and reviewed and approved by the
Children’s Ministry Lead Team.
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APPENDIX K

MEMORIAL DRIVE PRESBYTERIAN CHURCH
MEMBERSHIP POLICY
Baptized Member
A baptized member is a person who has received the sacrament of Baptism and who has been
enrolled as a baptized member by the session but who has not made a profession of faith in Jesus
Christ as Lord and Savior. Such baptized members are entitled to the pastoral care and instruction of
the church, and to participation in the Sacrament of the Lord's Supper. A baptized member is entitled
to all the rights and privileges of an active member except the right to vote and hold office.
To become a baptized member in the life of MDPC the following guidelines must be met.
1) If a child is being baptized at least one parent be a member of MDPC, other exceptions
may be approved by MDPC's pastoral staff.
2) If an adult is being baptized that person is encouraged to be enrolled in a new member
class in order to become an active member of MDPC.
Once a baptized member has reached 18 years or older they are encouraged to become an active
member of MDPC by participating in the new member class, if they have not gained membership
through confirmation. If they choose not to become an active member their name will be removed
from the baptized member roll. Once a baptized member is removed from the baptism roll they will
remain baptized at MDPC and may request a baptism certificate through the administration office.
Active Member
An active member is a person who has made a profession of faith in Christ, has been baptized, has
been received into membership of the church by the session, has voluntarily submitted to the
government of the church, and participates in the church's work and worship. In addition, active
members participate in the governance of the church and may be elected to ordered ministry. Active
members shall regularly, after prayerful consideration, recommit themselves to the disciplines and
responsibilities of membership outlined in The Book of Order (G-1.0402).
All new members of MDPC must meet the following guidelines:
1) Attend and actively participate in the New Member classes offered several times a year or
have previous approval from MDPC's pastoral staff
2) Be willing to actively participate in the life of MDPC.
A new member will be received through one of the following categories:
Profession of Faith for persons not previously baptized. Public profession of faith, made after careful
examination by the session in the meaning and responsibilities of membership; if not already
baptized, the person making profession of faith shall be baptized (G-1.0302).
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Certificate of Transfer for persons who are currently members at another Christian church and wish
they may join MDPC by transferring their membership by vote of the Session.
Restatement for persons previously baptized having publicly professed their faith, and are not
members of another Christian church may become active members at MDPC by vote of the Session.
An active member will remain on the active members roll until that person transfers their membership
to another church, they choose to be placed on the inactive roll, they choose to be removed from the
rolls, or they cease to participation at MDPC for a period of two years and are moved to the inactive
roll per approval from session. An active member is regularly notified of their membership status in
order to be given the opportunity to review their membership status.
Inactive Member
An inactive member of a particular church is one who does not participate in the church's work and
worship. An inactive member is entitled to all the rights and privileges of an active member except
the right to speak in the meetings of the congregation and to vote and hold office.
MDPC makes an exhaustive attempt to keep in contact with all of its members, when an active
member ceases its active participation within the life of MDPC it is the responsibility of the church to
make a due and diligent effort to contact the member. An inactive member is regularly notified of
their membership status in order to be given the opportunity to review their membership status.
An inactive member meets the following criteria:
1) They have requested to be placed on the inactive roll
or
2) They have ceased to actively participating in the life of MDPC for a period of two years
or
3) Their contact information has become invalid and we have no way of contact.
An inactive member will remain on the inactive roll for no less than one year at which time the
session may vote to dismiss the member from the rolls.
Affiliate Member
An affiliate member is a member of another congregation of this denomination or of another
denomination or Christian body, who has temporarily moved from the community where the church
of active membership is situated, has presented a certificate of good standing from the appropriate
council or governing body of that congregation, and has been received by the Session as an affiliate
member. An affiliate member is entitled to all the rights and privileges of an active member except
the right to vote and hold office.
Should a person decide to join MDPC as an affiliate member that person is encouraged to participate
in the new member class and be received by a vote of the Session. An affiliate member is expected to
participate in the life of MDPC as an active member would, with the exception of voting or holding
an office. Should an affiliate member cease to participate in the life of MDPC in a period of two years
that person will be contacted by the church in order to determine the membership intentions of the
person.

Adopted by Session May 28, 2015
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APPENDIX L

MEMORIAL DRIVE PRESBYTERIAN CHURCH
MARRIAGE POLICY
On March 17, 2015, the Presbyterian Church (USA) approved an amendment to the PCUSA
Book of Order changing the definition of marriage from “a man and a woman” to “two
people, traditionally a man and a woman”, giving permission to PC(USA) churches to
provide services of Christian marriage to same sex couples requesting that service of the
church in states where same sex marriage is legal . At the same time, the amendment also
provided “nothing herein shall compel a teaching elder to perform nor compel a session to
authorize the use of church property for a marriage service that the teaching elder or the
session believes is contrary to the teaching elder’s or the session’s discernment of the Holy
Spirit and their understanding of the Word of God.”
Therefore, the session of Memorial Drive Presbyterian Church adopts the following as the
official marriage policy of this Church:

1. A marriage ceremony at MDPC is a religious matter distinguishable from marriage as
defined by civil law, and is to be performed in accordance with the traditional and
historical religious beliefs and teachings found in Holy Scripture.

2. Marriage is the joining of one man and one woman in a union before God.
3. All marriages or weddings or blessing services performed at MDPC by any Teaching
Elder or minister shall be between one man and one woman in accordance with the
teachings of Scripture, the historic Confessions of the Presbyterian Church, and as set
forth in this policy.

4. This policy is adopted regardless of any future action defining legal marriages by the
appropriate state or federal civil authorities.

5. This marriage policy shall be included in the minutes of the Session and published as an
official policy of MDPC.
Adopted and approved by the Session of Memorial Drive Presbyterian Church, Houston,
Texas on this 18th day of May, 2015.
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APPENDIX M

MEMORIAL DRIVE PRESBYTERIAN CHURCH
FIREARM POLICY
On January 22, 2016 the Session of Memorial Drive Presbyterian Church adopted the
following policy in response to new legislation in the state of Texas legalizing the open carry
of handguns.

MDPC prohibits the open carrying of firearms on its campus. In lieu of posting the 30.07
signs, MDPC will enforce this policy through other communication means, including a
notification card with the 30.07 verbiage as allowed by Texas law. Concealed carrying of
firearms is permitted for church members, participants and staff who possess a valid
Concealed Handgun License/License to Carry (CHL/LTC). Staff members must notify the
Executive Pastor if they carry a firearm on MDPC’s campus.
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