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Subject to the provisions of the Book of Order, the Board of Deacons (Diaconate) of First 
Presbyterian Church, Belmont, North Carolina shall organize itself and conduct its affairs 
according to the following standards of procedure. 

I. Officers 

The officers of the Diaconate shall be a Moderator, Vice-Moderator, Secretary, Assistant 
Treasurer, and three Head Ushers. 

II. Duties of Officers 
A. MODERATOR 

The Moderator shall convene and preside at all meetings of the Diaconate; call meetings 
when he/she deems it necessary; report to the Session any problems which relate to the welfare 
of the church; serve as an advisory member of all committees of the Diaconate; see that 
information with respect to the work of the Diaconate appears in the weekly bulletin and 
newsletter as required; attend all stated Session meetings; and serve as a member of the Session’s 
Coordinating & Planning Committee and Personnel & Administration Committee. 

Normally the Moderator shall be a deacon in his/her 3rd Year of service. 

B. VICE-MODERATOR 
The Vice-Moderator shall act as Moderator at the request of the Moderator or during 

emergencies when the Moderator is absent or unable to attend; shall attend monthly Session 
meetings in the absence of the Moderator; and shall attend Coordinating & Planning Committee 
meetings in the absence of the Moderator. 

Normally, the Vice-Moderator shall be a deacon in his/her 2nd Year of service and shall 
serve as Moderator during his/her 3rd Year of service. 

C. SECRETARY 
The Secretary shall keep minutes of all Diaconate meetings and ensure that such minutes 

are approved and properly endorsed; prepare all minutes to be kept in the church office; prepare 
copies of the minutes for the Session and church staff by the Wednesday following the Diaconate 
meeting; notify all members of the Diaconate of date, time and place of the meetings; and handle 
all official Diaconate correspondence. 

Normally, the Secretary shall be a deacon in his/her 1st year of service. 

D. ASSISTANT TREASURER 
One Assistant Treasurer shall be appointed by the Diaconate each year to represent the 

Diaconate on the Session’s Commitment & Finance Committee.  This deacon is responsible for 
collecting and securing all offerings from weekly and special services with the assistance of the 
Head Usher for the designated month. 

E. HEAD USHERS 
Three Head Ushers shall be appointed, one from each class of deacons, to oversee the 

opening and closing of the church facilities as well as ushering for all regular worship services 
and any special services, e.g. funerals, etc.  In addition, each is responsible for ensuring an 
attendance count is reported to the church office for every worship service. 
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III. Nominations of Officers, Committee Chairs, Committee Members 

The Officers of the Diaconate will serve as a Nominating Committee and place in nomination at 
the November stated meeting the names of all deacons to serve as coordinators, committee 
chairs, Moderator, Vice-Moderator, Secretary, Assistant Treasurer, and Head Ushers.  
Consideration shall be given to the skills, experience, and length of time remaining on the term 
of those nominated. 

IV. Election of Officers, Committee Chairs, Committee Members 

Officers, coordinators, and committee chairs shall be elected at the stated meeting of the 
Diaconate in November of each year and shall assume office in January of the following year.  
At the time of election, further nominations may be made from the Diaconate at-large.  All terms 
of office coincide with the calendar year.  Deacons-elect will be invited to attend the election at 
the November stated meeting and are eligible for election to office. 

V. Terms of Office 

A. MODERATOR/VICE-MODERATOR/SECRETARY 
The Moderator, Vice-Moderator, and Secretary shall be elected for a one (1) year term.   

B. ASSISTANT TREASURER 
The Assistant Treasurer shall be elected for a term of one year, but may serve additional 

terms consecutively. 

C. COMMITTEE CHAIRS 
Chairs of Standing Committees shall be elected for a term of one (1) year, but may serve 

additional terms consecutively. 

D. HEAD USHERS 
Head Ushers shall be elected for a term of one (1) year. 

VI. Vacancies or Absences 

A. VACANCIES ON THE DIACONATE 
If a position on the Diaconate falls vacant, the unexpired term of the vacant position will 

normally be filled at the next regular congregational election using the procedure for electing 
officers.  If the Diaconate decides that a position should be filled prior to the next regular 
election, the Diaconate shall request the Session to activate the Nominating Committee for the 
purpose of holding a special election. 

B. VACANCIES OF OFFICERS, COORDINATORS, OR COMMITTEE CHAIRS 
If an Officer position, Coordinator position, or Committee Chair position falls vacant, the 

remaining Officers, Coordinators, and Committee Chairs shall serve as a Nominating Committee 
and recommend to the Diaconate a suitable replacement from among the current deacons. 
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VII. Meetings of the Diaconate 

The Diaconate shall ordinarily meet once each month for a stated meeting.  The Moderator may 
call special meetings at any time desired provided sufficient notice of time and place is given.  
All meetings shall be opened and closed with prayer.  The Diaconate will have a Joint Meeting 
with the Session at least once each year. 

VIII. Attendance at Stated Meetings 

Each member of the Diaconate is morally bound to be present at all meetings unless he or she is 
providentially hindered.  If a deacon is unable to be present in a meeting, he or she shall so notify 
the Moderator and present his/her excuse to the Diaconate through the Moderator. 

IX. Quorum 

A quorum of the Diaconate shall be the Moderator and one-half of the active deacons.  A quorum 
of a Diaconate committee meeting shall be one-half of the committee membership provided that 
number is no less than two, one of whom must be the Chair. 

X. Purpose 

The work of the Diaconate shall be organized and implemented to enable the deacons to 
facilitate the involvement of the entire congregation in the various outreach and caring ministries 
assigned to the deacons.  The motto of each deacon shall be:  “The focus of my ministry is not 
necessarily the efficiency with which my assignment is completed, but the number of members of 
First Presbyterian Church I involve in my area of responsibility who are not officers and 
leaders.” 

XI. General Duties 

The general work and ministry of the Diaconate can be categorized into the following areas of 
responsibility: 

A. WEEKLY 
1. Opening and Closing church facilities for all worship services. 
2. Morning Prayer Service on Sundays at 9:00 AM. 
3. Ushering for all worship services, except weddings. 
4. Collecting and securing all offerings received at worship services. 
5. Delivery of Worship CD/DVD to special care members. 
6. Helping Wheels pick-up and return-home of special care members for Sunday  

worship services. 

B. MONTHLY 
1. Special Care List Member Visitation. 
2. Nickel-A-Meal Hunger Offering every 2nd Sunday. 
3. Pastor’s Discretionary Fund collection from loose offering every 4th Sunday. 
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C. SEASONAL 
1. New Member Classes. 
2. Deacon Helping Hands Ministry in the spring (March and April) and in the fall 

(October and November). 
3. Usher for special services, e.g. Ash Wednesday (6:30 p.m.), Maundy Thursday,  

Weekday School Graduation (May/June), Moravian Love Feast (every other  
year), Weekday School Christmas Program (December), Children’s Christmas  
program, Christmas Eve (5:30 p.m.) 

4. Available for special tasks on Advent Saturday (7:30 a.m.-2:00 p.m.) such as  
helping decorate the Chrismon Tree, carry out trash and excess greenery, clean-up 
the Fellowship Hall after breakfast, crafts, and meal. 

5. Caroling for special care members during Advent 

XII. Standing Committees 

All committees are established to provide leadership in carrying out specific ministries of 
the church.  Deacons shall serve as Chairs and Coordinators on Diaconate committees and 
Coordinators for specific duties on Session committees. 

Ordinarily, Diaconate committees will meet on the 1st Monday evening of each month 
prior to the stated Diaconate meeting on the 2nd Sunday of each month. 

DIACONATE STANDING COMMITTEES 
The standing committees of the Diaconate shall be the following: 

A. Congregational Care 
B. Greeting & Ushering 
C. New Members 
D. Outreach 
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A. CONGREGATIONAL CARE COMMITTEE

Purpose:  To lead the congregation in responding to pastoral needs as they arise in the 
church, keeping careful watch that the flock entrusted to the care of the Session and Diaconate 
not be neglected. 

Membership: Deacon Visitation Coordinator to serve as Chair 
Deacon Meal Team Coordinators (2) 
Deacon Telecare Coordinators (2) 
Compassion Coordinators (2) 
Congregational Email Coordinators (2) 
3 members from the Congregation at-large in staggered 3-year terms 
Stephen Ministry Leadership Team Coordinator 

Responsibilities: 
1. Coordinate visitation of the sick, bereaved, and homebound with focused attention 

give to special care members by assigning monthly visits for each active deacon and elder as 
well as interested members of the congregation at-large (Deacon Visitation Coordinator).

2. Recruit and organize meal teams to provide at least 3 meals for members (1) 
returning home following hospitalization; (2) experiencing bereavement upon the death of a 
church member; or (3) other circumstance; and to coordinate the provision of these meals when 
the need arises (Deacon Meal Team Coordinators). 

3. Provide a meal for the families of church members (including out of town visitors 
as requested) during the time of bereavement.  The Diaconate covers all expenses for the meal 
(Compassion Coordinators). 

4. Recruit, organize, and coordinate at least 40 members of the church to serve as 
Telecare ministers in order to maintain monthly contact with every member of the church for the 
purposes of (1) sharing important information about upcoming events; (2) learning about pastoral 
concerns to which the church may respond; (3) providing personal contact with the church 
membership by remembering special occasions such as birthdays, anniversaries, and special 
holidays – Thanksgiving, Christmas, Valentine’s Day, Easter (Deacon Telecare Coordinators). 

5. Assist the Office Administrator in coordinating and screening emails to the 
congregation for announcements, pastoral care concerns, and other circumstances 
(Congregational Email Coordinators). 

6. Provide oversight for the church’s Stephen Ministry in partnership with the 
pastor(s). 

Stephen Ministry Leadership Team (SMLT) 
Purpose:  To oversee the church’s overall Stephen Ministry (SM). 
Membership: At least 5 members, but not more than 7 members 

All members must have attended a SM Leadership Training Course 
1 member must serve on the Congregational Care Committee 

Responsibilities: 
1. Recruit new Stephen Ministers annually and provide 50-hours of training from 

January to May. 
2. Assign individual members of the SMLT to coordinate the following functions:  

(a) Supervision; (b) Publicity; (c) Referrals; (d) Training; and (e) Continuing Education. 
3. Maintain records in a safe, secure, and confidential location. 



4:7 

B. GREETING & USHERING COMMITTEE 

Purpose:  To ensure all persons attending services of worship at First Presbyterian 
Church are greeted hospitably and that the facilities of the church are unlocked and present a 
warm and welcoming atmosphere and environment for worship and study. 

Membership:  Deacon Head Ushers (3), one from each class 
3rd Year Deacon Head Usher as Chair 
3 members from the Congregation at-large in staggered 3-year terms 

Responsibilities: 
1. Train volunteers from the congregation to serve as greeters and ushers for regular 

and special worship services of the church. 
a. Gather names of individuals interested in participating in this ministry;  

maintain a list of volunteers with their assignments, and provide this  
information for publication within the church. 

b. Prepare job descriptions to be used in training all volunteers; 
c. Secure appropriate nametags for all volunteers; 
d. Work with members of the committee in planning and conducting a  

training luncheon. 
2. Train deacons and volunteers from the congregation as ushers for regular and 

worship services of the church. 
a. Establish an ushering schedule for all active deacons as well as any  

interested church members at-large for all regular worship services and  
any special services, e.g. funerals, etc. 

b. Ensure the buildings are prepared, properly ventilated and lighted, all  
equipment readied and operating at least one half hour prior to Sunday  
morning activities. 

c. Secure all buildings after a service, picking up bulletins from pews and  
turning off all lights (except those designated to remain on at all times). 

d. Ensure the timely collection and securing of all offerings received during  
worship services and all special services. 

e. Retrieve Friendship Roll Sheets from the pews following services, prepare 
summary sheets (attendance count), and give the information to the church 
Office Administrator. 

f. Ensure all visitors are greeted hospitably and everyone attending Worship  
escorted to pews appropriately. 

g. Ensure that rosebuds from the Sunday morning Worship service are  
delivered early Sunday afternoon to families celebrating the birth of a  
child. 

3. The Deacon Head Usher in his/her 1st Year will serve on the Education 
Committee. 

4. The Deacon Head Usher in his/her 2nd Year will serve on the Worship Committee. 
5. The Deacon Head Usher in his/her 3rd Year will serve as Chair of the Greeting & 

Ushering Committee and will prepare the annual calendar for all deacon classes with respect to 
monthly ushering duties. 
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C. NEW MEMBER COMMITTEE 

Purpose:  To develop effective and loving avenues to welcome as many as possible into 
the fellowship of Christ and First Presbyterian Church.  

Membership: Deacon New Member Prospect Coordinators (2) 
Deacon New Member Shepherd Coordinators (2) 
Initial Contact Persons 
Stewardship Contact Person with the Commitment & Finance Committee 

Responsibilities: 
1. Coordinate visitation and follow-up with all first-time and regular visitors. 
2. Structure Visitor-Inquirer-New Member classes to inform persons about:  (a) 

Christian fundamentals; (b) the Presbyterian Church (U.S.A.) and the Reformed Tradition; (c) 
opportunities for spiritual growth; and, (d) the program ministries of the church. 

3. Implement a structure to assimilate new members into the life of the church 
during their first 6 months to 2 years of membership. 

4. Initial Contact Persons will review friendship sheets with the Office 
Administrator on Mondays, maintain a visitor spreadsheet, make a welcoming telephone call 
early in the week, and submit a report to the pastor(s) for further action. 

5. Deacon New Member Prospect Coordinators 
a. Schedule Visitor-Inquirer-New Member Classes, oversee class curriculum, 

new member albums on display in the narthex, and maintain the new  
member bulletin board in the Education Building. 

b. Initiate the mailing of an information sheet (Part A) to prospective   
participants in the Visitor-Inquirer-New Member Class and near the  
completion of the class distribute and collect information sheets (Part B)  
for those who intend to join the church so that this information can be  
shared with friendship sponsors as well as other church officials. 

6. Deacon New Member Shepherd Coordinators
a. Secure friendship sponsors upon receiving information sheets (Part A). 
b. Plan the social functions related to the Visitor-Inquirer-New Member  

class, e.g. dessert gathering, luncheon to meet church staff and other key  
church leaders, and reception on the day new members join the church.  

7. Stewardship Contact Person
a. Visit new members after they have joined the church and share with them  

the stewardship program of the church. 
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D. OUTREACH COMMITTEE 

Purpose:  To lead the congregation’s engagement in reaching out to provide assistance to 
church members and their families with special needs. 

Membership: Deacon Helping CD/DVD Delivery Coordinator, serving as Chair 
Deacon Helping Hands Coordinators (2) 
Deacon Helping Wheels Coordinators (2) 
3 members from the Congregation at-large in staggered 3-year terms 

Responsibilities: 
1. Setting and coordinating a weekly schedule of volunteers from the congregation 

to distribute CD/DVD recordings of Sunday morning services to special care and 
retirement/nursing home members and exploring ways to ensure these individuals have the 
necessary equipment to listen and watch these recordings (Deacon Helping CD/DVD Delivery 
Coordinator). 

2. Coordinating the Deacon Helping Hands Ministry during the spring (March and 
April) and in the fall (October and November) utilizing volunteers recruited from the 
congregation as well as deacons (Deacon Helping Hands Coordinators). 

3. Coordinating the Deacon Helping Wheels Ministry every Sunday morning by 
overseeing volunteers from the congregation in utilizing the church bus and other means of 
transportation for pick up and return-home of any church member with special attention given to 
senior citizens from selected retirement facilities and private residences (Deacon Helping 
Wheels Coordinators). 

4. Coordinating one-to-one providers of transportation for special care members to 
weekly and special activities at the church as well as to necessary appointments and for other 
personal needs. 
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XIII. STANDING SESSION COMMITTEE-SUBCOMMITTEE ASSIGNMENTS 

A. COMMITMENT & FINANCE 
The Assistant Treasurer will serve on the Session’s Commitment & Finance Committee. 

B. COORDINATING & PLANNING 
The Deacon Moderator will serve on the Session’s Coordinating & Planning Committee. 
The Deacon Vice-Moderator will serve on the Session’s Coordinating & Planning 

Committee in the absence of the Deacon Moderator. 

C. EDUCATION 
The Deacon Head Usher in his or her 1st Year will serve on the Session’s Education 

Committee. 

D. PERSONNEL & ADMINISTRATION 
The Deacon Moderator will serve on the Session’s Personnel & Administration 

Committee. 
The Deacon Head Usher in his or her 3rd Year will serve on the Safety Subcommittee. 

E. WEEKDAY SCHOOL 
One Deacon will serve on the Session’s Weekday School Committee. 

F. WORSHIP 
The Deacon Head Usher in his or her 2nd Year will serve on the Session’s Worship 

Committee. 
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XIV. COORDINATORS 

Two or three deacons from different classes will be assigned as Coordinators to oversee various 
program ministries of the church in the areas of congregational care, new member 
prospects/shepherding, and outreach. 

A. CONGREGATIONAL CARE (3) 
1. Deacon Visitation Coordinator:  Coordinate visitation of the sick, bereaved, and 

homebound with special attention to special care members by assigning monthly visits for each 
active deacon and elder as well as interested church members of the congregation at-large. 

2. Deacon Meal Team Coordinators:  Recruit and organize meal teams to provide at 
least 3 meals for members: (1) returning home following hospitalization, (2) experiencing 
bereavement upon the death of a church member, or (3) other circumstance; and to coordinate 
the provision of these meals when the need arises. 

3. Deacon Telecare Coordinators:  Recruit, organize, and coordinate at least 40 
members of the church to serve as Telecare ministers in order to maintain monthly contact with 
every member of the church:  (1) sharing important information about upcoming events; (2) 
learning about pastoral concerns to which the church may respond; (3) providing personal 
contact with the church membership by remembering special occasions such as birthdays, 
anniversaries, and special holidays – Thanksgiving, Christmas, Easter, etc. 

B. NEW MEMBERS (2) 
1. Deacon New Member Prospect Coordinators:  Coordinate the church’s 

hospitality to visitors, inquirers, and potential new members by accepting responsibility for:  (a) 
planning, promoting, and implementing Visitor-Inquirer-New Member Classes during the spring 
and fall; and (b) posting of pictures of new members on the bulletin board in the Education 
Building and in the new member scrapbook. 

2. Deacon New Member Shepherding Coordinators: Coordinate the church’s 
hospitality to visitors, inquirers, and potential new members by accepting responsibility for: (a) 
the assignment of Friendship Sponsors for all new members; (b) planning a dessert reception 
during each Visitor-Inquirer-New Member Class; (c) maintenance of a new member scrapbook 
in the Narthex with pictures of all new members in the past 2 years; and (d) tracking all new 
members for a period of two years to ensure assimilation into the congregation. 

C. OUTREACH (5) 
1. Deacon Helping CD/DVD Delivery Coordinator is responsible for coordinating a 

weekly schedule of volunteers from the congregation to distribute CD/DVD recordings of 
Sunday services to special care and retirement/nursing home members and exploring ways to 
ensure these individuals have the necessary equipment to listen and watch these recordings. 

2. Deacon Helping Hands Coordinators are responsible for coordinating the Deacon 
Helping Hands Ministry during the spring (March and April) and in the fall (October and 
November) utilizing deacons as well as volunteers recruited from the congregation. 

3. Deacon Helping Wheels Coordinators are responsible for coordinating the 
Deacon Helping Wheels Ministry every Sunday morning by overseeing volunteers from the 
congregation in utilizing the church bus for pick-up and return-home of senior citizens from 
selected retirement facilities and private residences. 
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THE BOARD OF DEACONS 
Officers, Committee Chairs, Coordinators, Session Committee-Subcommittee Assignments 

OFFICERS 
Moderator  ____________ 
Vice-Moderator ____________ 
Secretary ____________ 
Assistant Treasurer ____________ 
Head Ushers (3) ____________ 

____________ 
____________ 

COMMITTEES 

CONGREGATIONAL CARE 
Deacon Visitation Coordinator, Chair ____________ 
Deacon Meal Team Coordinators (2)  ____________, ____________  
Deacon Care Group Coordinators (2)  ____________, ____________ 
Compassion Coordinators (2)  ____________, ____________ 
Congregational Email Coordinator  ____________ 
Congregation at-large  ____________   
Congregation at-large  ____________ 
Congregation at-large  ____________ 
Stephen Ministry Leadership Team Coordinator  ____________ 

Stephen Ministry Leadership Team 
Stephen Ministry Leadership Team Coordinator ____________ 
Stephen Leaders ____________, ____________ 

____________, ____________ 

GREETING & USHERING 
Deacon Head Usher, 3rd Year, Chair  ____________ 
Deacon Head Usher, 2nd Year  ____________ 
Deacon Head Usher, 1st Year  ____________ 
Congregation at-large  ____________ 
Congregation at-large  ____________ 
Congregation at-large  ____________ 

NEW MEMBERS 
Deacon New Member Prospect Coordinators (2)  ____________, ____________ 
Deacon New Member Shepherd Coordinators (2)  ____________, ____________ 
Initial Contact Person  ____________, ____________ 
Stewardship Contact Person  ____________ 
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OUTREACH 
Deacon Helping CD/DVD Delivery Coordinator, Chair ____________ 
Deacon Helping Hands Coordinator (2) ____________, ____________ 
Deacon Helping Wheels Coordinators (2)  ____________, ____________ 
Congregation at-large  ____________ 
Congregation at-large  ____________ 
Congregation at-large  ____________ 

SESSION COMMITTEE-SUBCOMMITTEE ASSIGNMENTS 

COMMITMENT & FINANCE 
Assistant Treasurer  ____________ 

COORDINATING & PLANNING 
Moderator and/or Vice-Moderator  ____________, ____________ 

EDUCATION 
Head Usher in 1st Year ____________ 

PERSONNEL & ADMINISTRATION 
Moderator 

Safety Subcommittee 
Head Usher in 3rd Year ____________ 

WORSHIP 
Head Usher in 2nd Year ____________ 

CONGREGATIONAL COMMITTEE ASSIGNMENTS 

NOMINATING 
Deacon Representative (3rd Year)  ____________ 
Deacon Representative (2nd Year)  ____________ 


