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COLLEGE PARK QUARTERLY MEETING

JOB DESCRIPTION HANDBOOK

Preface to 3rd Edition, January 1998

These revisions, now on computer disc for further easy revision, have taken over two years to complete. It may help our successors in the Nominating Committee (upon whom lie the duty of further revisions) to describe the process. The Committee made provisional changes; offered the texts for comment to the job-holders whose jobs were defined; then put together a revised draft of the whole which was considered by the Clerk of the Quarter and by M&O.  In Oct. 1997 every page was spread out on the walls of John Woolman School dining hall for further input from the Quarter as a whole.

All the comments and revisions were reviewed.

The need for regular revision is obvious -- the Quarter and its functioning is always changing.

The new text is as up-to-date and as accurate as we can make it; but I and my successors will welcome continuing input and correction. In the future any one page can be revised more promptly and with less trouble.

This handbook is intended to be distributed at the January 1998 Meeting, in its entirety to all Quarterly Meeting Committee Clerks, officers, and members of Nominating Committee; relevant pages only to the Quarterly Meeting Committee members (such as members of M&O or John Woolman School Board) and to other Quarterly Meeting appointees (such as NCEC Rep).

It will be work done in vain unless, in the future, every proposed appointee for an office described herein receives a job description upon proposal or appointment.

Many thanks to the dozens of Friends and especially office holders who have so patiently helped to put this book together.

Elizabeth Zimmerman
Clerk of Nominations

January 1998

Note on subsequent revisions

To facilitate the process contemplated in 1998 of incorporating future piecemeal changes, all descriptions are now dated at the end with creation or revision date, if known, and I have removed the "3rd edition 1998" reference.  This way, anyone maintaining a hard copy can substitute new pages as they are created.  (Since unknown revisions may have occurred to the file I received as the 1998 edition, I have noted most entries as "1998 ed., as of 10/2006"; or, where I know it to have been revised but don't know when, "rev. date uncertain; entered 10/2006.")   Future Nominating clerks or others maintaining this manual:  please follow this practice.
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October 18, 2006

Clerk (also called Presiding Clerk)

The duties of the Presiding Clerk are to prepare the agenda for, and conduct the business sessions of, the Quarterly Meeting; ensure that full and correct records of all proceedings are kept; and ensure that the instructions of the Quarterly Meeting are carried out.

RESPONSIBILITIES

1.
The Clerk presides at the business plenary sessions of the Quarterly Meeting. If the Clerk is unavoidably prevented from attending then the Assistant Clerk presides. The Clerk oversees the Assistant and Recording Clerks.

2.
The Clerk presides in a manner that encourages a spirit of Worship.

3.
The Clerk endeavors to include all persons present in the proceedings.

4.
In the meeting for business, the Clerk’s role is to gather the sense of the Meeting and to formulate a Minute reflecting that sense of the Meeting when Friends appear to have reached unity in an action to be taken. When a Recording Clerk is present, he/she will normally draft the minutes, but finally the Minutes are the Clerk’s final responsibility.

5.
The Clerk helps to facilitate the resolution of differences by clarifying issues and summarizing views that have been expressed.

6.
Normally, Clerks will not express their own views. If the Clerk has a view on the matter which has not been presented and needs to be, the Clerk may ask the Meeting for permission to present it. If the Clerk has strong views on a controversial issue and feels a need to express them or feels unable to preside with an open attitude, it is appropriate for the Clerk to ask the Assistant Clerk (or someone else) to preside during the consideration and minuting of that matter.

7.
The Clerk prepares an agenda for the business meeting prior to the plenary business session, incorporating arrangements suggested by the Quarterly Meeting Planning Committee.

8.
The Clerk is an ex-officio member of all Quarterly Meeting committees except the Nominating Committee -- and is available to that Committee for consultation.

9.
The Clerk attends meetings of the Ministry & Oversight Committee and keeps in touch with other committees and officers in order to assure that the work of the Quarterly Meeting is being done.

10.
The Clerk takes care of and arranges for appropriate response to correspondence, ensures that matters arising out of business meetings are attended to, and sees to it that announcements of gatherings and minutes of meetings are distributed.

11.
The Clerk forwards to Pacific Yearly Meeting (PYM) any Minutes that the Quarter so desires and signs formal communications from Quarterly Meeting to outside bodies.

12.
The Clerk convenes and consults with the Planning Committee. For matters needing urgent or unusual action, The Clerk may convene an Executive Committee (composed of the Clerk, Assistant Clerk, Recording Clerks, and Treasurer) and take action in the name of the Quarter.

13. After each May Quarterly, the Clerk sends a personal letter to the outgoing officers thanking them, and also to any continuing officers who have given exceptional service. (This is important -- in recent years we have sadly caused some resentment in officers leaving stressful posts by omitting this elementary grace.)

14. Here as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, he or she should send a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, embarrassment to the Quarter.

QUALIFICATIONS

The Presiding Clerk is a Member of a Monthly Meeting in College Park Quarter who has the confidence of Friends and who manifests sensitivity and respect for others. The Clerk should have knowledge of the Discipline and of other Quaker literature. The Clerk should be able to listen receptively, comprehend readily, evaluate comments and expressions (even silent ones), and make clear and concise statements to clarify issues. A good sense of timing is important. The Presiding Clerk also needs to be able to learn and grow in the job.

TERM

The Presiding Clerk is nominated by the Nominating Committee and approved by the Quarterly Meeting to serve for one year -- from June 1St to May 31st. The Nominating Committee may recommend, and the Quarterly Meeting may approve, extending the Clerk’s term for another year and then one more, but the maximum length of the Presiding Clerk’s term shall be three years. That is, a person may serve as Clerk for no more than three consecutive one year terms.

(1998 ed., as of 10/2006)

Assistant Clerk

The Assistant Clerk helps the Clerk in conducting Quarter business. The specific tasks performed by the Assistant Clerk will vary entirely depending upon the needs and abilities of the Clerk.

RESPONSIBILITIES

1.
Presides at Meeting in the absence of the Presiding Clerk.

2.
Is available to the Clerk’s Table during plenary sessions for consultation and assistance (e.g., reading reports, or making announcements and helping formulate minutes).

3.
Serves in the planning of Quarterly Meeting, on the Planning Committee and generally.

4.
At the direction of the Clerk, may assist other officers and committees in order to assure that the work of the Quarterly Meeting is being done.

5.
The Assistant Clerk is available to the Clerk between Quarterly Meetings for various forms of assistance; such as helping with correspondence, telephoning, and preparing the agenda.

6.
With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, they should send a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, embarrassment to the quarter.

TERM

The Assistant Clerk serves for a one-year term, from June 1St to May 31st. The Assistant Clerk may serve additional terms if the Quarter so choose.

NOTE: This job is often in the nature of understudy, only becoming effective if the Clerk be ill or unavailable. As at 1998. the Assistant Clerk is not often found at the table with the Clerk and the Recording Clerk. In appointing to this post (and, to a lesser extent, the Recording Clerk) the Quarter sometimes looks for a person who would at some date be a natural successor to the Clerk.

(1998 ed., as of 10/2006)

Recording Clerk

The Recording Clerk’s duties are to take and keep minutes of the sessions of the College Park Quarterly Meeting.

RESPONSIBILITIES

1.
Subject to the Clerk’s direction, record the minutes at sessions. These are normally read to the Quarter and agreed before the next business is come to. In the event that the minutes must contain some lengthy narrative or descriptive matter, and they are not controversial, they may be read back to and agreed at a later session of the same Quarterly Meeting. In general, minutes should be succinct (which helps them to be agreed on the spot and eases the later loads on publishing and reading over) and of enduring interest (i.e., ephemeral matters or announcements do not need minuting unless the Clerk indicates). When in doubt, the Recording Clerk should ask the Presiding Clerk, with whom he/she always works closely. The minutes are ultimately the responsibility of the Clerk, and finally of the meeting, which is why that body needs to hear and agree to them.

2.
Type up the minutes after the Quarter; and, having checked any difficulties with the Clerk, reproduce and distribute them. They should go out promptly, say within two weeks to a month of the meeting they reflect. They go to the Clerk and the other Quarterly Meeting officers, to the Committee Clerks (including the Clerks of the three Quarterly Meeting corporations), to the Monthly Meeting Clerks, to Worship Group Correspondents, to the Clerk of Pacific Yearly Meeting, to the Clerk of Southern California Quarterly Meeting, to the Editor of Friends’ Bulletin, to the Archivist, and to anyone else that the Clerk may direct.

3.
Keep in a bound volume (or three-ring binder) the Minutes of the Quarter. The Minutes of the predecessor should be carefully taken over and a receipt given for them. All minutes, documents of record, and any correspondence are brought to the Quarter for five years from their date for reference and on any change of office handed to the successor.

4.
Serve on the Quarterly Meeting Planning Committee as may be called by the Clerk.

5.
Deal with such correspondence or messages as the Clerk may request.

6.
With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, to send (please) a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the Quarter.

TERM

The Recording Clerk serves for a one-year term, from June 1st to May 31st. The appointment for the coming year is made by the Quarter in May, at which Meeting the old Recording Clerk is still serving. The Recording Clerk may be considered for further such terms if the Quarter so choose, but not for more than three consecutively.

(1998 ed., as of 10/2006)

Treasurer and Finance Committee

RESPONSIBILITIES

1.
Establishes and maintains Quarterly Meeting checking and savings accounts

as needed.

2.
Keeps Quarterly Meeting accounts for auditing and budget control purposes.

3.
Advises Monthly Meetings of the guidelines for their contributions to the

Quarterly Meeting budget and of the status of their accounts.

4.
Serves on the Quarterly Meeting Planning Committee.

5.
Prepares annual and periodic statements for Quarterly Meeting.

6.
Serve on the CPQM Finance Committee, qv

7.  With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, to send (please please) a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the quarter.

TERM.

The Treasurer serves for a one-year term, from June 1st to May 31st. The

Treasurer may serve additional one-year terms if the Quarter so choose.

FINANCE COMMITTEE. The Treasurer may act alone, without a Finance

Committee, but in the 1990’s it has become the custom to appoint one.

The Finance Committee

1.
Assists in establishing per-member payments based on financial status of CPQM.

2.
Makes recommendations on financial disbursements: i.e. scholarships

donations and other expenditures: for CPQM approval.

3.
Assists in keeping the attendance at CPQM “financially user friendly”.

4.
Assists Registrar with scholarship (assistance) requests as needed.

Recently the committee numbers three; each appointed for a three year staggered term. A Clerk is appointed from one of those each May, to serve for the next year.

The Treasurer is on it ex officio.

(1998 ed., as of 10/2006)

Registrar and Assistant Registrar

The duties of the Registrar are to prepare registration forms, keep a record of all persons attending Quarterly Meeting, and to account to the Treasurer for expenses incurred.

RESPONSIBILITIES

1.
Prepares and issues announcements and registration forms. An announcement, including the proposed schedule, should be issued at least six weeks prior to the date of the gathering for fall, winter, and spring Quarterly Meetings. It helps the nominations committee if this announcement sets out a list of the QM offices and a request to Friends to indicate where they might be glad to serve.

2.
Arranges for the Quarter’s food and lodging with the appropriate local area staff members for fall and spring gatherings (presently Ben Lomond and John Woolman School, respectively). Assists the Monthly Meeting which is hosting the winter gathering with necessary food arrangements.

3.
In consultation with the Clerk and the Treasurer, establishes fees for food, lodging, registration, and the use of facilities (as required).

4.
Collects fees paid and delivers them to the Treasurer.

5.
Collects invoices for expenses incurred as a result of the gathering and delivers them to the Treasurer for payment -- except for the Children’s Program bills, which are handled by the Children’s Program Coordinator.

6.
Makes lodging assignments.

7.
Provides identification tags to all registrants.

8.
With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, to send (please) a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the Quarter.

QUALIFICATIONS

The job requires more pre-Meeting time than others. The Registrar has to send out the forms; to receive and organize the registrations; assign sleeping locations; tally the attendance, meals, and lodging; and arrive at Quarterly Meeting early to register arrivals, deal with fees, and direct Friends to their quarters. (The job has been described as “tedious but not difficult”.) An ASSISTANT REGISTRAR will also be selected by the Nominating Committee, when and if so requested by the Registrar. In recent years there has always been at least one.

TERM

Both Registrar and Assistant Registrar serve for one-year terms; from June 1st to May 31st. Either or both may serve additional terms if the Quarter so choose.

(1998 ed., as of 10/2006)

Arrangements Clerk

The duties of the Arrangements Clerk are to provide training and oversight for the Arrangements Coordinators in the performance of their duties.  The Arrangements Coordinators are selected for only one Quarterly Meeting at a time. Often they do not have a full comprehension of their duties when nominated.  The Arrangements Clerk works with the Arrangements Coordinators to make sure they understand and are following through on their respective duties.  The Arrangements Clerk provides an “Organizational Memory” for the arrangements process.
RESPONSIBILITIES

· Provide training and oversight of the Arrangements Coordinators.

· Provide “Organizational Memory” to the Quarter for the arrangements process.

· Work with the Clerk of the Meeting to help to locate and negotiate contracts for facilities for the Quarterly Meeting as needed.

· Contact the Arrangements Coordinators at least six weeks before the Quarterly Meeting.

· Discuss the arrangements process with the Coordinators to make sure all aspects of the job are being planned for prior to the Meeting

· Debrief the Arrangements Coordinators after Quarterly Meeting is over with to discuss how the process went at the Quarterly Meeting.  Any problem areas should be thoroughly discussed so that they may be addressed at the next Quarterly Meeting.

· The Arrangements Clerk does not need to attend every Quarterly Meeting, but is expected to generally be active in Quarterly Meeting (ie. attend at minimum one  Quarterly Meeting per year).  It is expected that the Arrangements Coordinators will carry out the actual arrangements work during the Quarterly Meeting.

· If the Arrangements Clerk is planning to attend a particular Quarterly Meeting they may choose to serve as one of the Arrangements Coordinators for that particular Meeting.  

· The Arrangements Clerk serves on the Planning Committee for Qtr Meeting.  

· With this as with all Quarterly Meeting appointments, should the holder wish to retire for any reason before their appointed term is up, please send a letter to the Clerk of Nominating Committee saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the Quarter.

QUALIFICATIONS

The Arrangements Clerk needs to be someone who is thoroughly familiar with the Quarterly Meeting arrangements process.  This person should have prior experience serving the Quarterly Meeting as an Arrangements Coordinator.

TERM

The Arrangements Clerk serves for a three-year term, from June 1st to May 31st .  The Arrangements Clerk may serve additional terms if nominated and approved by the Quarterly Meeting.

(rev. date uncertain; entered 10/2006)

Arrangements Coordinators

The duties of the Arrangements Coordinators are to secure the necessary space, facilities, and services required for meetings of the Quarter and of its Committees and groups.  The Arrangements Coordinators function under the guidance and oversight of the Arrangements Clerk.

RESPONSIBILITIES

1.
Finds and assigns space for the Quarterly Meeting and for interest groups, committee meetings, special meetings, child care, food services, and any other activity needing an assigned space.

2.
By means of announcements or sign-ups, coordinates activities and housekeeping chores. Makes sure all the housekeeping Jobs are filled and are done.

3.
Tells Quarterly Meeting about the facilities and any possible limitations or restrictions which should be observed: smoking, fires, poison oak, noise, etc.

4.
Works in consultation with the host Meeting (for winter gathering) or the designated local staff members (for the fall and spring) to select which facilities, which rooms may be used by the Quarter.

5.
Is available to “trouble shoot” any problems before and during Quarterly Meeting (e.g., to move things that should have been moved before but weren’t; to start fires in cold fireplaces; etc.).

6.
With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, to send (please) a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the Quarter.

QUALIFICATIONS

The Arrangements Coordinators are ideally familiar with the respective facilities where Quarterly Meeting is being to be held.  Thus it has become a customary practice that the Arrangements Coordinators are selected from the “host” or nearby Meeting of the particular Quarterly Meeting. For instance, from Grass Valley for the Fall Quarter, Santa Cruz, Palo Alto, or San Jose for Spring Quarter, and the hosting Meeting for Winter Quarter.  

TERM

A minimum of two Arrangements Coordinators are selected for each of the three Quarterly Meetings. One of these Arrangements Coordinators may be the Arrangement Clerk if they are willing and available to attend the Meeting.  Each of the Arrangements Coordinators serves whatever term is necessary to fulfill all duties of their office for their respective Quarterly Meeting.  This will generally be no more than a two month period leading up to, including, and possibly extending beyond the weekend of the Quarterly Meeting. The Arrangements Coordinators may serve additional terms if nominated and approved by the Quarterly Meeting.

(creation date uncertain; entered 10/2006)

Arrangements Coordinators Supplement:
Spring Quarterly Arrangements Timeline
January:  Check into availability of cooks, their prices, and what they offer.  Remember to ask the prices for children and adults.  Try to negotiate for the best price.  We prefer it if the cook will charge us separately for the food and labor, but this may be hard to arrange.  Critical:  Does the cook have experience handling such a large and diverse group?  Is the food “kid friendly?”  How does the cook feel about accommodating special dietary needs?  How does the cook feel about cooking a weekend of only vegetarian meals?  Does the cook buy locally grown products?  Does the cook use organic products?  How much canned/frozen vs. fresh unprocessed ingredients does the cook use?  How does the cook feel about having inexperienced volunteers help him in the kitchen?  Does the cook have a Food Handling Safety Certificate?  So far, the best choice for us has been Tod Nysether, but it wouldn’t hurt to look around every year.  Walter and Traci can give you a list of names and numbers and tell you what they know about each cook.  They may not know everything, though, so call the cooks and interview them.

February:  Choose a cook and clinch the deal.  Find out what the timeline is for getting information and money to the cook.  (Adjust this timeline accordingly!)  Let registrar, treasurer, and clerk of finance committee know the prices of the meals.  Let registrar know when you’ll need to know the numbers for the meals.  Let the treasurer know how much the cook will need to be paid and when.  If the treasurer wishes, get an invoice from the cook.  Will a deposit or partial prepayment be necessary or is the cook willing to be paid in full at Quarterly?

March-Early April:  Check with registrar to see how things are coming along, whether she needs any information, and when the registration form is coming out.   If there’s anything you’d like added to the registration form, be sure to give her plenty of lead time.  See if you can get a first draft of the registration form.  Preview the registration form and suggest any changes to the registrar as soon as you can.  Be sure the early-bird registration date is early enough so that you’ll be able to give the cook an estimate of the numbers in time for him to do his planning.  Be sure the registrar puts the early-bird registration date early enough so that she has about a week to process the numbers before you’ll need them.

Late April-Early May:  Check with the children’s program, middle school program, and teen program to see what facilities they plan to use when.  Once the early-bird numbers are in, estimate how many attenders will actually be at each meal and get the estimate to the cook.  To estimate the numbers, boost the number of adults (teens count as adults for meals, remember) by about 5-6 for Fri. dinner, Sat. breakfast, Sun. breakfast, and Sun. lunch.  Increase the number of adults by about 10 for Sat. lunch and dinner.  You might be able to get away with slightly lower numbers for breakfasts, because some people don’t make it, even though they’ve signed up.  Before settling on this estimate, think about any factors which might change the numbers drastically, such as the registration form getting out late.  Compare your predicted numbers against the actual numbers of previous years (the registrar can give you these).  

Critical:  Get your estimated numbers to the cook.  Check the chore sign-up list and make any changes you feel necessary.  

The week before Quarterly:  Get updated meal numbers from the cook.  If the cook is amenable to last minute input on numbers, give the cook the updated information.  Check again with teens, middle school, and children’s programs for any programming needs and where they’ll plan to be when.  Check with Quaker Center to see what preparation they’re planning for Fri.  Are they going to set up the chairs in Casa de Luz?  If not, you’ll need to add that to the chore list to be done before the first plenary.  Are they going to bring chairs, tables, and dinnerware to the dining hall?  If not, how are you going to get them there by Fri. dinner?  Which dining hall will we use – Orchard Lodge or Redwood Lodge?  Is there anything the QC staff thinks you should know about?  Come up with about ten places that worship groups can meet on Sat., although you’ll likely only need about eight.  Give your list of places to Quarterly M & O.  

Fri. of Quarterly:  Pick up bread, peanut butter, jam, honey, and ten each of bananas, apples, and oranges from the supermarket.  Bring the receipt to get reimbursed from the treasurer.

Make sure you have your chore sign-up list, a couple of pens, tape, and a couple of easels.  Try to get to QC by 4:00, or at least by five.  If you think you might be later than that, consider having someone stand in for you until you get there.  You can email the sign-up sheet to QC or to the person standing in for you.  Check to make sure the tables, chairs, and dinnerware are in the dining hall.  Recruit people immediately to help the cook and set up for that night’s dinner  (which, of course, gets one of their kitchen chores out of the way immediately).  

Sit near the registrar and get people to sign up for their chores.  Explain the chore sign-up system and answer any questions.  Recruit vigorously for Kitchen Gurus from people you know to be responsible and experienced in the kitchen from prior Quarterly Meetings.  Having Kitchen Gurus will make things make easier for you, the cook, and the volunteers in the kitchen.  

Suggest attenders note their volunteer times on the schedules they got from the registrar.  If someone says they can’t sign up for a final clean-up chore because they won’t be here Sunday after lunch, have them sign up for an alternative chore.  Occasionally, you’ll excuse someone from chores if there’s a compelling reason, but most people can do their share and will do so without any need for you to motivate them.  A few, however, should be strongly encouraged to do their share.

Usually there’s no need to continue signing people up past 9 p.m.   Anyone who comes after that can sign themselves up or ask you questions the next day.

Saturday:  If you don’t have a Kitchen Guru for a meal, you’ll need to get there at set-up time and make sure everything is going smoothly.  You may need to be Kitchen Guru yourself unless there’s an experienced volunteer who’s willing to take over the task for that meal.  

About 5-10 minutes before meal time, get someone (kids would love this) to ring the outside bell, or ring it yourself.

If you are going to make any announcements at plenary, let the clerk or assistant clerk know.

Before the first corporate meeting, set up chairs and benches for worship sharing, if necessary.  If the weather is bad, worship sharing groups can meet in the bedrooms of Orchard Lodge, but you’ll probably want to warn the attenders of that at breakfast time, so they can leave their rooms in proper condition.  Decide how the benches and chairs will get back in place.  The easiest way is to have the participants bring their chairs back to the dining hall with them.

After breakfast has been cleared, set out the items you brought from the supermarket along with some small plates and knives.  Wash the apples and put the fruit in a bowl.  Put a sign saying, “Help yourself!” (or words to that effect) near the food.  Before lunch, put away the food items.  After lunch, put out any remaining fruit with the sign again.

If no one has signed up for shuttle driver, recruit one or do it yourself.  Make sure everyone knows that pick-up time will be ten (or five, if you prefer) minutes before the scheduled event.  The shuttle driver can leave his car parked up at Casa to take people back down.

Check at each meal to make sure enough people have signed up to volunteer for the next meal.  If there aren’t enough, announce that and recruit some.

There are always some people attending on Sat. only.  Make sure they get signed up for a kitchen chore and an alternative chore.

At lunch time, find out what needs each interest group will have and assign an appropriate location.  Post the list prominently in the dining hall.

Sunday:  Check before breakfast that there are enough sign-ups for chores, especially for Sunday after lunch clean-up and final clean-up.  If there aren’t enough sign-ups, you’ll need to make an announcement and recruit some help.  You can do this at meal times, or tell the clerk or assistant clerk that you want to make an announcement at plenary.

After breakfast has been cleared, set out the food you bought as you did on Sat. morning.

Critical:  Make sure the cook has been paid!  And while you’re at it, make sure you got reimbursed for the items you brought from the supermarket.

At lunch, have everyone give the cook a round of applause.

Find out when and where the “post-mortem” will be, and attend it.  You might want to bring a small notebook and pen.

After final clean-up, check all the bathrooms, bedrooms, the Casa, the kitchen, and the dining hall to ensure all chores have been done.  If something needs to be done, either tackle it yourself or get some help.

When you get home, write down what you have learned.  Revise this list and get it and any other commentary to the clerk of all the Quarterly arrangement committees.

(by Edie Uber (San Jose), Spring 2005 Arrangements Coordinator)

Ministry & Oversight Committee (M&O)

RESPONSIBILITIES

1.
Nurtures the spiritual life of the Quarterly Meeting. When asked, consults with the Clerk on plans for the Quarter, considers the programs for Quarterly Meeting, and offers suggestions as appropriate.

2.
Nurtures the spiritual life and good order of the constituent Monthly Meetings in the Quarter. For example:

A) Organizing regional meetings of the Clerks or members of the M&O Committees of the various Monthly Meetings to focus on the spiritual state of the individual Meetings or to deepen the religious life of the Clerks and Committee members.

B)
Organizing day-long or weekend retreats to discuss good order, focusing on specific problems (such as decision-making or how and when a Worship Group becomes a Monthly Meeting).

C)
Takes under its care confidential matters dealing with the Meeting communities where sensitivity and discretion are called for or required.

3.
Collects State-of-the-Meeting reports from its Monthly Meetings and presents them to a Quarterly Meeting session. A letter should be sent out in January to the Monthly Meetings asking them to send in reports by early May. The reports are considered at the May Quarterly Meeting. (Occasionally a summary or analysis of points made is successfully presented, rather than reading excerpts or complete reports. The complete reports should in any event be available by being e.g. posted on the walls, and there is never time to read them all at the Quarter.) The reports are then forwarded to PYM~s Ministry & Oversight Committee. The Committee may prepare a report on the state of the Quarterly Meeting based on the Monthly Meeting reports.

4.
Encourages visitation among the Meetings in the Quarter, especially providing outreach to new or isolated Meetings.

5.
Stands ready to assist Meetings experiencing dissension.

6.
Stands ready to assist Meetings in planning retreats, setting up religious education programs, or carrying out other activities which fall under the purview of M&O.

7.
COMPOSITION and TERM

The Committee consists of six members. Members serve three-year (overlapping) terms and may be considered for additional terms. Two members are appointed each year -- terms beginning June 1st. The Committee Clerk is nominated by Quarterly Meeting Nominating Committee, subject to approval by Quarterly Meeting.

Courtesy and good order require that an appointee notify the Clerk of the Nominating Committee (in writing) if s/he is not able to complete the appointed term. Informal or misdirected resignations cause, as does mere fading away, much trouble to the Quarter.

Sub-committees members are named by the M&O Committee as the need arises. M&O Committee may set up standing subcommittees to handle some of its work (such as visitation). It may also set up ad hoc committees to address sensitive concerns in the Quarter and its corporations. The latter need not be reported to the Quarterly Meeting plenary.

(1998 ed., as of 10/2006)

Children’s Program Committee

This Committee develops the program for children through age 12 years at each Quarterly Meeting. It arranges for a paid Children’s Program Coordinator and other paid staff as necessary to carry out the program. It consults with Monthly Meetings, CPQM Clerk and Arrangements Clerk regarding the program.  

 
COMPOSITION and TERM
The Committee consists of at least 6 members, with staggered three-year terms. The Committee’s Clerk is appointed annually by the Quarter for a one-year term. 

HISTORY
The Committee was established by Quarterly Meeting in May 1988 following low attendance by children and teens at Quarterly Meetings and recognition that the Children’s Program Coordinator could not manage alone. In 1999, the teen program established a separate committee. In  2005, the committee revised this description.

DETAILED RESPONSIBILITIES


1.   Plans a year-long religious education program for youth through age 12 years  attending sessions of the Quarterly Meeting and provides care for the youngest children. 

A. Plans a theme for each quarter

B. Supervises the implementation of the theme in age and location appropriate ways.

C. Coordinates themes with the Teen Program and Ministry & Oversight Committees

D. Evaluates the program and makes reports to the Quarterly Meeting at least annually in May of each year.

E. Develops and maintains a committee manual with legal requirements, child development information and a log of activities carried out with children.

F. Maintains a record of programs and the children participating in each Quarterly Meeting.


2.   Hires, supports and evaluates the Children’s Program Coordinator and assistants for each age group (infants & pre-schoolers, elementary, and middle school groups, or as the Committee may decide).


3.   Prepares an annual budget for approval by the CPQM finance committee. 

4.   At each Quarterly Meeting, gives the Treasurer, in writing, the names of the paid staff and the amount each is to receive.   Submits any bills for committee expenses to the Treasurer.


5.   Seeks out and evaluates suggestions from parents and others in planning activities involving the children at Quarterly Meeting. Promotes the program among Monthly Meetings, especially those with small numbers of children.

6.  Works with the Registrar, Assistant Registrar, Arrangements Clerk, and host Meeting or staff person to understand what facilities are available for use and any areas that should be off-limits to children, and communicates this to parents, children and other adults. The Coordinator ensures that permission and medical release forms (provided by the Registrar) are on file at each Quarterly Session for each child that participates. Parents should be clearly informed of the schedule for children, including where and what time to drop off and pick up their children.


7.   At the first plenary session, the Committee introduces the Coordinator and assistants for each of the age groups and outlines the program.  The Committee encourages Friends to volunteer with the program as needed, providing announcements and/or sign-up sheets at the first and subsequent sessions. 
8.   If a committee member wishes to retire for any reason before their appointed term is completed, they are expected to inform the Clerk of the Children’s Program committee and the Clerk of Nominating Committee in writing, giving Nominating Committee as much time as possible to find a replacement. 

(Revised 2005)

Clerk For Peace & Social Concerns

The duties of the Clerk for Peace and Social Concerns include conducting meetings of the “interest groups” during Quarterly Meeting gatherings and dealing with mail sent to the Quarterly Meeting Clerk pertaining to the issues of peace and social order.

RESPONSIBILITIES

1. Convenes Peace and Social Concerns interest group at Quarterly Meetings. Helps the group decide whether items are for plenary presentation and, if so, who will present them and how. Coaches plenary presenters in clarity and concision.

2. Participates in the planning of Quarterly Meeting programs, when asked by the Clerk.

3. Contributes ideas about which concerns should be included in the Quarterly Meeting State-of-the-Meeting report.

4. May send out (to Monthly Meetings and Worship Groups) items of concern that need to be addressed by local or individual Friends, when such action seems appropriate.

5. With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, to send (please) a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the quarter.

TERM

The Clerk for Peace and Social Concerns serves for a one-year term -- from

June 1st to May 31st and may be nominated for additional terms should the

Quarter so choose.

NOTE: In recent years, it has been recognized that the Quarter is not usually the appropriate place to originate concerns; nor, these days, do Monthly Meetings feel that they have to send concerns to Yearly Meeting via the Quarter for process. Hence a single officer now handles what is primarily a “forum” opportunity.

(1998 ed., as of 10/2006)

Planning Committee

The function of the Planning Committee is to plan for Quarterly Meetings -- their content, their arrangements, and the announcements about them to go to Monthly Meetings.

RESPONSIBILITIES

1.
Meets (or connects by telephone) to evaluate the previous Quarterly Meeting and make plans for the next following one.

2.
Considers various suggestions for the next Quarterly Meeting and decides on an appropriate theme.

3.
Allocates responsibilities for the next Quarterly Meeting (e.g., Assistant Clerk handles program arrangements & agenda detail; Arrangements Clerk works with host meeting; child care staff is hired by the Coordinator; etc.).

4.
Ensures that the Registrar has all necessary information for registration forms.

COMPOSITION

The Planning Committee consists of the Presiding Clerk, Assistant Clerk,

Recording Clerk, Treasurer, Registrar, Arrangements Clerk, Clerk of Ministry & Oversight Committee, Children’s Program Coordinator, Clerk for Peace & Social Concerns, and such other clerks as the Presiding Clerk may designate.

Much of this Committee’s work is conducted by telephone. Should the Presiding Clerk find it necessary to call a Committee meeting, all of its members should generally be invited to attend.

(1998 ed., as of 10/2006)

Directory Coordinators

The function of the Directory Coordinators is to oversee the production of the CPQM Directory.  The job is separated into two parts:  the maintenance of the data base of members and attenders from meetings, preparative meetings and worship groups within the Quarterly Meeting, and secondly, the maintenance of the pages prior to the meetings’ lists,

printing and distribution.  

RESPONSIBILITIES

1.  Keeps a data base of the names, addresses, phone, fax and e-mail addresses, and ages of those under 18.  The roster distinguishes Friends from Attenders.  All members are to be included even if their current address is unknown.  Only those attenders who actually attend are to be included.  If after several reminders a meeting does not send an updated roster, the coordinator will use the most current one available.

2.  Prepares rosters to be printed.

3.  Pages prior to the rosters will be periodically checked for accuracy.

4.  The cost of the directories will be determined by the cost of the printing with rounding up to facilitate easy transaction.  

5.  Distribution will be made at Pacific Yearly Meeting and at CPQM meetings.  Bookstores will not be used.

6.  Coordinators will request that meetings order their directories in advance to determine as accurate a count as possible of the number of directories to be printed.  This request should begin in May at the CPQM.  Forms will be available for meetings to use. 

7.  The coordinators will work closely with the treasurer.

8.  If questions of policy or action are raised, the coordinators and treasurer will meet to find solutions.

9.  If a coordinator is unable to serve a full term, s/he is to let the clerk of nominations know in writing of this situation.  Not to communicate this information has caused much trouble in the past.

TERM

The Directory Coordinator serves for a one-year term, from June 1st to May 31st, which may be extended annually if the Quarter so chooses.  
(rev. date uncertain; entered 10/2006)

Representative To Northern California Ecumenical Council (NCEC)

The NCEC enables religious organizations to cooperate. College Park Quarterly Meeting is one of several groups which have about 1500 congregations and about 400,000 members. It is moving to becoming an interfaith group. Included are Muslims & black churches (such as AME Zion) and the Greek Orthodox Church. Catholics attend as observers. Fundamentalist churches in NCEC are rare. “Peace” and “Justice” are strong themes. The NCEC address is 942 Market Street, Room 301, San Francisco, CA 94102.  Telephone number  (415) 885 6202.

DUTIES OF THE NCEC REPRESENTATIVE

1. Attends Meetings of NCEC Board. This meets five times a year. Call above number for meeting location. Meetings are sometimes held in San Jose, Sacramento, etc. Car pooling is common.

2. Attend College Park Quarterly Meeting (since liaison and representation are the purpose of the appointment). About once a year, report to the Quarter on NCEC activities.

3. When NCEC or the Quarter develop a concern that they wish to press on the other body, be the instrument of doing so.

4. With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, to send (please) a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the Quarter.

NOTES:

The NCEC Representative should read the periodicals pertaining to both groups-- Friends Bulletin (Quaker, monthly) and Sequoia (NCEC, bi-monthly; $12/yr from above address). These are recoverable Quarterly Meeting expenses.

The NCEC Representative should make full use of the chance to explain to these other churches what Quakers are up to and, to Quakers, what is going on ‘Out There’.

NCEC is always short of money; encourage Monthly Meetings and Quarterly Meeting to contribute to it.

HOW MANY REPS?:

We are allowed three -- two ‘Representatives’ plus the Quarter’s Clerk (or his/her alternate). More can always be used for “commissions” (see below). In practice two people attending NCEC are enough and one is not: “It gets lonely in that big room!” said one (solitary) former representative.

COMMISSIONS:

NCEC has four “commissions”, four “staffed programs”, and twenty-nine “affiliated organizations” and you can get involved in any or all of them.

TERM

The NCEC Representative serves for a one-year term from June 1st to May 31st--and may be nominated for additional terms.

(1998 ed., as of 10/2006)

Representative To The Ecumenical Peace Institute (EPI)

The Ecumenical Peace Institute is an a peace organization that cooperates with like-minded organizations in Northern California. Its special role is to try to do organizing and educating in the churches. It is the Northern California chapter of “Clergy and Laity Concerned”. Meetings are conducted in a manner similar to Friends’: using “consensus” and trying to give anyone who wishes a chance to speak. Representatives on the Board are from a wide cross-section of denominations, almost entirely Christian, from the Bay Area.

RESPONSIBILITIES

1.
Attends monthly Board meetings which are held on the third Monday

evening of each month in Berkeley.

2.
Reports any pertinent decisions to the Quarterly Meeting plenary for

Business.

3. As requested, presents Quarterly Meeting concerns to the EPI Board.

4.
May advocate action on the part of Friends in support of EPI concerns.

5. With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, to send (please) a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the Quarter.

COMPOSITION: CPQM has one Representative to EPI.

TERM

The EPI Representative serves for a one-year term from June 1st to May 31 st  and may serve additional one-year terms if the Quarter so choose.

Contact person: Call for meeting location-Carolyn Scarr, 510 527 9370

(1998 ed., as of 10/2006)

College Park Friends Educational Assoc. (CPFEA) Directors

CPFEA is a nonprofit corporation which owns and runs John Woolman School. The school is a college preparatory boarding school in a rural setting (230 acres near Nevada City) offering a Quaker ethic in institutional alternative education. It is governed by a Board of Directors appointed by College Park Quarterly Meeting.

RESPONSIBILITIES

Directors are Board Members. They attend the regular Board meetings;

currently six a year (in July, September, November, January, March, & May).  Each Director is also on one or more standing committees, such as:

Educational Policies,

Finance,

Personnel,

Development

Building & Grounds, or

Nominating.

Some of these committees meet between regular Board meetings. Ad hoc committees are also established from time to time for specific purposes.

There are also other, less structured, ways in which Board members participate; such as,

fund raising, coordinating events

long range planning

recruiting students and staff,

hosting students/staff on school trips or projects,

helping with special projects or trips,

teaching intersession classes or other exceptional activities, or recruiting for work camps and work parties.

Opportunities to serve are ample.

The Board establishes policies, hears reports and recommendations, sets goals, and annually reports to its parent body (CPQM), usually in October. It submits to QM (usually in mid-April, with a view to nomination in May) names (with accompanying biographical material) of persons that its Nominating Committee thinks would make suitable Directors.

COMPOSITION

The Board consists of at least six (6), but not more than 21, Directors. At least two​-thirds of them must be Members or regular Attenders of a Monthly Meeting of the Society of Friends. This is hard to achieve and in 1987 the Board was considering a bylaw change in this quota system.

TERM

One-third of the Board is appointed each year.

Casual vacancies are filled at the next Quarterly Meeting following the vacancy. A resigning member should inform the CPQM Nominating Committee Clerk, as well as the CPFEA Nominations clerk.

Each Director serves for a three-year overlapping term --beginning June 1st and service is limited to two consecutive terms. (One year must then elapse before he/she may be re-appointed to the Board.)

Directors appointed to fill a casual vacancy may serve no longer than one additional (full) term.

With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, to send (please please) a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the Quarter.

(rev. 2006, reducing minimum size of board to six from former 15)

Friends Association For Services To The Elderly (FASE) Directors

Friends House (on 6  acres in Santa Rosa) provides housing and health care service for the elderly, intended to keep them independent and healthy for as long as possible.  It has 67 independent living apartments, 34 skilled nursing beds, and an assisted living center with 6 beds.  It is funded through a combination of private and public sources.

COMPOSITION

The Board consists of at least 15, but not more than 21, members.  (Bylaws, Article l, Section l)  At least a majority of the members of the Board (its Directors) must be members or regular attenders of a Monthly Meeting of the Society of Friends.  This allows for interested, well-qualified people in the community as well as non-Quaker residents of Friends’ House, to serve on the Board.  The residents House Council shall fill 2 seats on the Board by their own selection, for 1 year terms.

The FASE Nominating Committee submits to the Quarterly Meeting Nominations Committee, names of persons it thinks would make suitable directors.  This usually occurs  in mid-April with a view to appointment in May, although names may be submitted at other times as needed.  These names have been approved by the FASE Board prior to submission the the Quarterly Meeting Nominating Committee.  Each name is accompanied by suitable biographical material if the person has not served on the FASE Board in the past.  The Quarter’s own Nominating Committee then proposes nominations to the Quarter for approval.  In a spirit of cooperation the Quarterly Nominating Committee may from time to time forward names to the FASE Nominating Committee for their consideration.

RESPONSIBILITIES

1. Attend 6 meetings a year, held in alternating months, usually on the first Saturday, at Friends House.  Special meetings may be called as the need arises.

2. Participate in one or more of the standing committees which usually meet monthly.  They are:

Finance, Health and Well Being, Development, Nominating, Admissions, Building and Grounds, Personnel, Planning and Health Care Unit Advisory.

3. With this as with all Quarterly Meeting appointments, resignations before the end of term, for whatever reason, will be reported to the FASE Board, and to the Clerk of the Quarterly Meeting Nominating Committee.

TERM

One-third of the Board is appointed, or reappointed each year, except resident representatives.   Casual vacancies are filled at the next Quarterly Meeting following the vacancy.  Each Director serves for a 3 year term, beginning June 1, and service is limited to two consecutive terms.  (One year must elapse before the director may be re-appointed to the Board).   Directors appointed to fill a casual vacancy may serve no longer than one additional full term.

(rev. date uncertain; entered 10/2006)

Ben Lomond Quaker Center Association (BLQCA) Directors

Ben Lomond Quaker Center Association occupies some 88 acres of beautiful redwood forest in the Santa Cruz Mountains near Ben Lomond, California. Its structures provide sleeping space for about 60 and meeting space for more. The Center is a natural environment for retreats; it runs programs, mainly weekend, with a spiritual orientation; and offers facilities for rent to Quakers and like-minded people.

The Center is governed by a Board appointed by College Park Quarterly Meeting. The purpose of the Ben Lomond Quaker Center Association is to develop, maintain, and assure the use of the Ben Lomond Quaker Center consistently with the traditions and testimonies of the Society of Friends.

RESPONSIBILITIES

1.
Attend Association Meetings: these are generally scheduled to be every

other month on Saturdays.

2. Serve as an officer:

Clerk,

Assistant Clerk,

Recording Clerk, or

Treasurer;

or serve on one of the committees:

Building & Grounds,

Finance,

Personnel,

Nominating,

Program, or other ad hoc groups as needed.

3.
Participate in fundraising efforts to support the Center.

4.
Participate in the selection and oversight of staff employed for the Center’s program and maintenance of its facilities.

5.
Attend meetings to hear reports, make recommendations, and set goals.

(The Clerk of the Association makes an annual report to College Park Quarterly Meeting, generally in May.)

6. Generally develop and assure the implementation of the by-laws, policies, procedures, and practices which reflect the purpose of the Association.

COMPOSITION

The Board consists of at least 10, but not more than 19, members (Directors.)

TERM

One-third of the Board is appointed each year.

Casual vacancies are filled at the next Quarterly Meeting following the vacancy. A resigning member should inform the CPQM Nominating Committee Clerk and do so in writing.

Each Director serves for a three-year term --beginning June 1st -- and service is limited to two consecutive terms. (One year must then elapse before he/she may be re-appointed to the Board.)

Directors appointed to fill a casual vacancy may serve no longer than one additional (full) term.

The BLQCA Nominating Committee submits (usually in mid-April, with a view to nomination in May) a list of names (with accompanying biographical material) of persons that it thinks would make suitable Directors. These names are then considered by the Quarter’s own Nominating Committee which proposes a panel to the Quarterly Meeting for their approval.

(1998 ed., as of 10/2006)

Naming Committee (AKA Ad Hoc Committee To Nominate The Nominating Committee)

The function of this committee is to find persons qualified and willing to serve as members of the Nominating Committee. 
RESPONSIBILITIES

1.
Propose persons for appointment to the Nominating Committee who are

Members or attenders of long standing -- widely acquainted with Friends in

Quarterly Meeting -- who can perform their duties with tact, good judgment, and persistence. The Friends proposed should, if possible, also be diverse in terms of age, gender, and geographical location.

2.
As needed, consult with Friends in the Quarter (including past or current

members of the Nominating Committee) regarding potential new members.

3.   Propose a Clerk for the Nominating Committee.

4.
Obtain the acceptance of the Friends proposed before nomination.

5.
Present the slate of nominees to the Fall Quarterly Meeting. 
6.
Observing the above process, fill vacancies (due to resignation, illness, etc.) on the Nominating Committee during the course of the year.

COMPOSITION

The Ad Hoc Committee to Nominate the Nominating Committee consists of at least three people who are suggested from the floor, chosen, and approved at the Spring Quarterly Meeting.  (The Nominating Committee plays no part in the process.) They serve immediately, and are asked to bring nominations of Friends to serve on Nominating Committee, to the following Fall Quarterly Meeting. 
TERM

Naming committee serves a one year term, from Spring Quarter to the following Spring Quarter, when a new committee is named.  Generally, its work is completed by Fall Quarter, but if a vacancy appears on Nominating Committee before the following Spring, this committee may be asked to find a replacement.

 (1998 ed., as of 10/2006; rev 5/09)

Nominating Committee

The function of the Nominating Committee is to find persons qualified and willing to serve as officers, committee members, representatives of Quarterly Meeting, and board members for Friendly corporations. As needed it fills vacancies created by a resignation, the ending of a term of office, or an action of the Quarter.

RESPONSIBILITIES

1.
Look for suitable replacements for all persons whose term of office is ending. In doing so, Nominating Committee should try to provide a balance of age, gender, and geographical location among the members of each committee. Each person eventually chosen by the Committee should be informed of the job description involved and their acceptance obtained. Persons may be rechosen in an office or committee membership provided that consideration be given to the criteria set out in the relevant job description and that their continuance would not go beyond specific term limitations are as outlined in each job description. (E.g. no QM Clerk serves more than three years). The Nominating Committee should be sensitive to “burn-out” and, as a general rule, committee members should not serve for more than six consecutive years (and officers not more than three consecutive years) in the same post. The nominating committee may choose one of its own number for a post but should be exceptionally careful in doing so and for instance should discuss the nomination in the absence of the nominee.

2.
Maintain a list of job descriptions for all Quarterly Meeting positions, updating if and when necessary. Ensure distribution to the appointee -- upon every new appointment -- of the relevant job description.

3.
Become familiar with the job descriptions for all officers, committees, and representatives.

4.
Prepare a list of nominees. This list should be presented at the first plenary session of the Spring Quarterly Meeting. Between this plenary and the first plenary of the following day, the Nominating Committee should be prepared to receive comments, suggestions, or possible objections to their slate of nominees and to take appropriate action. All nominations are subject to this seasoning process to the end that no nomination is finally accepted in the same session as that in which it was proposed.

5.
Seek formal approval from the Quarterly Meeting for the final slate of nominees. Supply the Recording clerk, as a matter of courtesy, with a copy of the list.

6.
In the event that any nominee is not approved, find another candidate and present that candidate for approval at the earliest possible date (bearing in mind, again, that any proposed nomination must be allowed to season: this may result in carry-over to the next QM).

7. When vacancies occur at a time other than the normal ending of the term of office in May, find a suitable person and present the nomination at the next Quarterly Meeting business session.

8. With this as with all QM appointments, should the holder wish to retire for any reason before their appointed term is up, to send (please) a letter to the Clerk of Nominations saying so. Informal or misdirected resignations cause, as does mere fading away, much trouble to the quarter.

COMPOSITION

The Nominating Committee consists of six people. They should be diverse in terms of age, gender, and geographical location. They should have wide acquaintance with the Members and attenders of who come to Quarterly Meeting. The Clerk is proposed by the Ad Hoc Committee to Nominate the Nominating Committee (as are the members of the Committee itself) and approved by the Quarterly Meeting.

TERM

Nominating Committee terms are for three plus years, (see next sentence) with staggered terms so that two new members are named by the Ad Hoc Committee at each Fall Quarterly Meeting. Terms begin in October after the Fall Quarterly meeting but end in February 3 years 4 months later, thus allowing the new members approved in the Fall to work with the out-going two Committee members at the January meeting. (At that January meeting there will therefore be a possible 8 members present.)

(1998 ed., as of 10/2006)

End of Job Descriptions Handbook         


