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Information for Stated Clerks of Classes

(Updated July 2011)
I.   Introduction


The stated clerk, unlike the president and recording-clerk of classis, continues to function after the session has ceased. The stated clerk is elected by classis for a specific term of office,
preparing the agenda, transcribing the minutes, maintaining the files and archives, and attending to all official correspondence of classis.

An alternate stated clerk is also elected by each classis to function if or when the stated clerk is incapacitated or moves from the classis.

Following is an outline of responsibilities of stated clerks specific to the Office of Synodical Services. 
II.   Materials to process
Note: See the “Quick Reference Directory” at end of this document for helpful phone and email contact information.
A.
Classical information for the Yearbook
1.
Submit statistics with respect to your classis to the Yearbook Office each fall upon receipt of the Yearbook questionnaire.
2.
Assist as needed in gathering information from the congregations within your classis and send updates to the Yearbook Office (see Acts of Synod 1987, p. 634).

B.
Notices of classical meetings

Send notices of classical meetings to all councils of classis and The Banner. (Note: Announcement in The Banner is increasingly difficult and optional due to its monthly distribution schedule. If you have other means—such as email and bulletin announcement—to publicly announce the meeting of your classis, we recommend that you use it.)
C.
Minutes and agendas 


Please include the Office of Synodical Services in your distribution of classis minutes. The classis agendas are very helpful to the synodical office, keeping us abreast of the work done in the classes and enabling us to keep a file of things being addressed. The minutes are shared with the Ministers’ Pension Office and the Office of Human Resources. Enclosed is a sample set of classis minutes in a readable format that could serve as a model for preparation of your classis minutes. Each of you may choose to modify the sample in ways you find helpful. Nonetheless, a more standardized format may be helpful for those who rely on classis minutes for information. Thank you for considering the sample format.

Stated Clerks are asked to
1.
Send the agenda and minutes of classis to all church councils within the classis. The number of copies sent to each council is determined by each classis.

2.
Send the complete set of materials for your agenda and the minutes of classical meetings to the Office of Synodical Services.
3.
Submit classis minutes and other important historical documents to the archives at Calvin College at: crcarchives@calvin.edu or Archives of the CRC, c/o Dr. Richard Harms, Calvin College, 3301 Burton Street SE, Grand Rapids, MI  49546.
D.
Important classis information to be forwarded
1.
Calls accepted by ministers in the classis and appointments of ministry associates – notify The Banner (classifieds@thebanner.org).

2.
Contact information for ministers coming in under Article 8 – send to the Yearbook Office at yearbook@crcna.org. 

3.
Minister leaving a church in classis – notify the Ministerial Information Services (MIS).

4.
Minister released from ministry in the CRC under Church Order Articles 14-b, 14-c, or 17-c 


Notify the Office of Synodical Services by email as soon as possible. A notice will then be forwarded to the stated clerks of all other classes.
5.
Suspension and deposition – Send a notice of deposition by email to the Office of Synodical Services, and that information will be transmitted to the stated clerks of all the other classes.


Synod has established the following rules regarding suspension and deposition involving councils and stated clerks of classes:

a.
With respect to suspension, “the minor assemblies involved . . . can judge whether publication of notice of suspension serves the best interest of the minister and of all the churches. As long as suspension of a minister awaits final disposition, publication of notice of suspension could not only prove unnecessary but also uncharitable and in violation of the ninth commandment” (Acts of Synod 1975, p. 19).


b.
“In the case of deposition, the stated clerk of the classis shall notify the stated clerks of all the other classes concerning the action, and these shall in turn notify each [council] within their classis” (Acts of Synod 1972, p. 26).

6.
All retirements of ministers (such notices should include the effective date and the ground for each retirement)


Send retirement notices to both the Ministers’ Pension Office and the Office of Synodical Services. 
7.
Ministry associate retirements



Synod 2009 took note of the request of the Candidacy Committee that recognition be appropriately given to ministry associates at synod. Please note retirements in the classis minutes and send a separate communication of notice to the Office of Synodical Services for special recognition by synod. 

8.
Synodical deputy reports


--
Forward one copy of the report of synodical deputies to the Office of Synodical Services.

--
Retain a second copy for the files of classis. See the Manual for Synodical Deputies for sample forms for each action with which the deputies must concur.

9.
Name(s) of persons nominated for or elected to all denominational boards


Submit nomination forms to the Office of Synodical Services by the November 15 deadline as a separate communication. (Please see Church Order and Rules for Synodical Procedure, section VI, D, 6 for rules for eligibility and term of office.)



Classis is reminded to consider diversity when presenting nominees. Such nominations are processed by synod or by the Board of Trustees of the Christian Reformed Church in North America (CRCNA) between synods. 

III.   Certificates for classis use

A.
Available from Faith Alive Christian Resources (www.faithaliveresources.org)

--
Classical Diplomas which are issued for candidates who are admitted to the ministry of the Word

--
Ministerial Ecclesiastical Credentials


--
Classical Certificates for Ministry Associates

B.
Available from the Office of Synodical Services


--
Certificates of Ordination for those ordained to the ministry of the Word, both for candidates and for those entering the ministry via Church Order Articles 7 and 8

--
Certificates of Ordination for Ministry Associates


Enclosed are two signed copies of Certificates of Ordination and one for Ministry Associate. If you are in need of more copies of the certificate for candidates, the certificate for one entering the ministry of the Word via Articles 7 or 8, or the certificate for ministry associate, please request copies from the Office of Synodical Services.

IV.   Ordination materials


Calvin Seminary M.Div. graduates are processed for candidacy by the Candidacy Committee—there is no change in the involvement of classes in the examination of candidates. However, Synod 2007 approved some significant changes in the process for Church Order Article 7, 8, and ministry associate (Article 23) ordinations. There is an extensive Candidacy Committee Manual that describes the procedures to be followed in each instance. The details of Candidacy Committee procedures are available on the CRCNA website (www.crcna.org/candidacy) and at least parts of the procedure are included in the Manual for Synodical Deputies and the Church Order and Its Supplements. Finally, the primary contact person for consultation regarding candidacy matters is Rev. David Koll, director of candidacy.
V.   Deadlines for the synodical Agenda

All overtures, appeals, and communications endorsed by classis must be submitted to the executive director, addressed to synod, and sent as a separate official communication, signed by the stated clerk. Electronic copy should be sent to the Office of Synodical Services. (See Rules for Synodical Procedure section V or the Manual for Christian Reformed Church Government, pages 167-70 for definitions, a list of items legally before synod, and deadlines.)


Please observe the established deadlines for submitting overtures to be included in the printed Agenda for Synod. No overtures received in the denominational office after March 15 will be printed in the Agenda for Synod or considered for decision by synod, with the exception of overtures which deal with matters relevant to reports found in the printed Agenda for Synod.


Note the following decision of Synod 1988 relative to materials submitted to synod:

All information pertinent to an appeal (except for a personal appeal), overture, or report must be included in the appeal, overture, or report as adopted for printing by the committee or assembly submitting it. Documents relating to an appeal, overture, or report are to be listed as exhibits. Such documents will be listed as on file in the [denominational] office and will not be printed in the Agenda for Synod or the Acts of Synod.

Grounds:

1) All materials pertinent to an agenda item should be available to all delegates of synod in the printed Agenda.

2) No material is to be printed or forwarded that has not been approved by the sending committee or assembly.

VI.   Ministers’ pension plan rule


Please take note of the administrative rule that affects ministers who are released from service to a congregation (Church Order Article 17) and those who may be granted a temporary leave of absence (Church Order Article 16). Please make sure that your classis is aware of the following rule whenever it is involved in Article 16 or 17 decisions. 


The Ministers’ Pension Plan rule is as follows:


Pastors whose service to an organized church is terminated or interrupted under Articles 16 or 17 of the Church Order will be granted credited service in the ministers’ pension plan only if church assessments are paid based on the number of professing members age 18 and older of his/her church, or, if greater, the direct costs of the pastor’s participation in the plans. This principle also shall apply when ministers serve organized churches in stated supply or any other temporary capacity for which credited service in the plan would otherwise be granted.

Quick Reference Directory
Christian Reformed Church in North America

2850 Kalamazoo SE

Grand Rapids, MI  49560

Office of Synodical Services

Phone: 616-224-0827 or 800-272-5125, ext. 0827

Email: drecker@crcna.org
Ministerial Information Services

Phone: 616-224-0837 or 877-279-9994, ext. 0837

Email: lpalsrok@crcna.org
Ministers’ Pension Office

Phone: 616-224-0722 or 877-279-9994, ext. 0722

Email: slaninga@crcna.org
Candidacy Office

Phone: 616-224-0768 or 800-272-5125, ext. 0768

Email: dkoll@crcna.org
Yearbook Office

Phone: 616-224-0833 or 800-272-5125, ext. 0833

Email: yearbook@crcna.org
CRC Archives 
c/o Calvin College
3301 Burton Street SE 
Grand Rapids, MI  49546
Phone: 616-526-6916

Email: crcarchives@calvin.edu
