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  Introduction

This Handbook is intended to serve as resource for Quarterly Meeting office holders and committee members and for Monthly Meetings.  It contains position descriptions for officers of the Quarter as well as the scope of activities for the Quarter’s various committees.  

This document is intended for distribution to all Monthly Meetings in the Quarter, the Quarter Coordinator and all named office holders and Committees.    The document should be updated annually for presentation at the May Quarterly Meeting.  

This is a working document may or may not represent current practice.  This document is not meant to be exactly correct in every detail but a general outline of tasks or possible tasks.  
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CURRENT OFFICE HOLDERS
Clerk – Chris Lucca, Yardley Monthly Meeting

Alternate Clerk – vacant
Recording Clerk – David Rose, Lehigh Valley Monthly Meeting
Treasurer – Karen Shaudys, Makefield Monthly Meeting

Assistant Treasurer – Doug Meaker, Quakertown Monthly Meeting

Auditors –  Bob Atkinson, Bristol Monthly Meeting; Drew Augenblick, Wrightstown Monthly Meeting, Wally Evans, Doylestown Monthly Meeting 
Clerk - Oversight Committee – David Rose, Lehigh Valley Monthly Meeting
Clerk -  Worship and Ministry Committee – Carole Wicker, Makefield, Monthly Meeting
Peace and Concerns Committee – vacant, Committee laid down

Clerk - Budget and Nominating Committee – Walter Farley, Bristol MM

Clerk Outreach –  Kellie Schlussel – Edens, Yardley Monthly Meeting
Friends Home and Village - Will Bowers, President of the Board, Fallsington Monthly Meeting




      CLERK
Appointment

· Nominated by the BQM Budget and Nominating Committee
· Appointed by the November Quarterly Meting for Business
· One two year term – non consecutive
· The term follows the calendar year
Functions
· Prepares the agenda for Quarterly Meeting for Worship for Business

· Conducts Quarterly Meeting for Worship for Business

· Conducts the daily business of the Quarter

· Carries out the decisions of the Quarterly Meeting

· Responds to communications directed to Bucks Quarter

· Consults with the Committee of Oversight and/or the Clerks of Monthly Meetings as needed on matters that require decisions between or among Quarterly Meetings

· Reports to Quarterly Meeting on the business conducted between sessions

· Stays informed regarding receipts and disbursements of monies received by the Quarter.  Discusses the Quarter’s finances with the Treasurer as needed.

· Has signature authority to write checks in the absence of the Treasurer.

· Follows up and discusses the function and/or performance of Quarter committee with committee members

· Appoints ad hoc committees as needed to help with the business of the Quarter

· Arranges special Meetings of the Quarter as needed

· Interfaces with the Clerk of Yearly Meeting and/or Interim Meeting as needed.

· Produces an Annual Report for distribution to the appropriate Yearly Meeting staff.

Time Required
· Prepares for and conducts Quarterly Business Meeting the third Sundays of February, May and August and November.
· Attends Oversight Committee Meetings (third Thursday of each month)

· Attends Committee Meetings as needed to assist their business

· Is available for consultation on matters related to the Quarter





      ALTERNATE CLERK
Appointment

· Nominated by the BQM Budget and Nominating Committee
· Appointed by the November Quarterly Meting for Business
· One two year term 
· The term follows the calendar year
Functions
· Conducts Quarterly Meeting for Worship for Business in the absence of the Clerk

· Prepares to be Clerk of the Quarter at the completion of the two year term

· Communicates regularly with the Clerk on matter of importance to the Quarter.

· Assists the Clerk in conducting the daily business of the Quarter

· Serves as Buck’s Quarter’s representative to Interim Meeting

· Serves as primary ex officio member of Budget and Nominating Committee

· Serves as ex officio member of the Oversight Committee

  RECORDING CLERK
Appointment

· Nominated by the BQM Budget and nominating Committee
· Appointed by the November Quarterly Meting for Business
· One two year term 
· The term follows the calendar year
Functions
· Takes the minutes of Quarterly Meeting for Worship for Business

· Prepares draft minutes of Quarterly Meeting for Worship for Business and reviews them with the Clerk soon after the meeting

· Circulates the draft minutes to the Clerk, Alternate Clerk, Treasurer, Clerk of Oversight, Clerk of Budget and nominating and the Coordinator after review.

· Supplies key items of business to the Coordinator promptly for inclusion in the Quarter’s newsletter.

· Reads the draft minutes at Quarterly Meeting for Business, amends them as instructed and provides a copy of the approved minutes to the coordinator with attachments for the permanent files and to the Clerk and Alternate clerk for their records.

· Assists the Clerk in conducting the daily business of the Quarter, including correspondence and contacts with members and Monthly Meetings.

Time Required
· Attends Quarterly Business Meeting the third Sundays of February, May, August and November.
· Prepares draft minutes and reviews them with the Clerk

· Amends minutes to final form as directed by Quarterly Meeting





     TREASURER
Appointment

· Nominated by the BQM Budget and Nominating Committee
· Appointed by the November Quarterly Meting for Business
· Two year term 
· The term follows the calendar year
· Up to three consecutive terms
Functions
· Records all monies received and expended by the Quarter

· Opens and maintains all checking and savings accounts of the Quarter

· Reports to each Quarterly Meeting in writing, all receipts and expenditures

· Stays informed regarding receipts and disbursements of monies received by the Quarter.  Discusses the Quarter’s finances with the Clerk as needed.

· Advises the Quarterly Meeting of anticipated problems and/or blessings

· Prepares the budget for Quarterly Meeting

· Communicates with the Monthly Meetings regarding the Quarterly budget. 

· Seeks Monthly Meeting pledges to meet the Quarterly Meeting budget schedule.

· Distributes a suggested budget at the February Quarterly Meeting for Worship for Business

· Revises the suggested budget as directed by the Budget and Nominating Committee

· Submits the revised budget to the May Quarterly Meeting for Business

· Forwards the approved budget to the Clerks and treasurers of Monthly Meetings together with the pertinent assessments and timetable for payment

· Records all monies received and expended by the Coordinator

· Reports to the Oversight Committee monthly, on all expenditures

· Meets with, discusses and assists the Coordinator in all activities that require financial support and/or expertise

· Prepares financial documentation and meets with the auditors after the end of the July 1- June 30 fiscal year, as scheduled by the Clerk of the Audit Committee.  

· Prepares a corrective action plan should any be suggested by the Audit Committee.

· Attends all meetings of the Oversight Committee ??

· Is responsible for invoicing and collection of Monthly Meeting pledges.

· Reports the Quarterly Meeting covenant to the appropriate staff at Yearly Meeting.

Time Required
· Attends Quarterly Business Meeting.

· Attends the meetings of the Budget and Nominating Committee.

· Prepares a written report for the Oversight Committee 
  ASSISTANT TREASURER
Appointment

· Nominated by the BQM Budget and Nominating Committee
· Appointed by the November Quarterly Meting for Business
· Two year term 
· The term follows the calendar year
· Up to three consecutive terms
Functions
· Assists the Treasurer

· Acts for the Treasurer as needed

· Prepares to be Treasurer of the Quarter

Time Required
· Variable





     AUDITORS
Appointment

· Three members nominated by the BQM Budget and Nominating Committee
· Appointed by the November Quarterly Meting for Business
· Three year staggered terms ending December 31 
· Members of Bucks Quarter
· No more than one member from any Monthly Meeting
Functions
· Conducts an annual audit (fiscal year basis) before October fifteenth of the financial records of the Quarter to assure that the records and accounts are in good order.

· Recommends to the Treasurer and Budget and nominating Committee any changes in business practices deemed desirable.

· Conducts a special audit (non fiscal year basis) if there is a change in Treasurer

· Prepares a report on the results of the audit and presents the report to the November Quarterly Meeting

Time Required
· Normally one  meeting a year between the closing of the books for the fiscal year in August and the report to be given at the November Quarterly Meeting

· One member, most likely the clerk must prepare and present the Audit Report to the Quarter.

Miscellaneous
· To clarify the organization of a group that meets so little, the member whose term is about to expire should act as clerk.

· The clerk should arrange with the Treasurer to receive the necessary records  for the fiscal year just past and call a meeting of the Auditors with the Treasurer before October 15th.



              OVERSIGHT COMMITTEE
Membership

· One appointees from each Monthly Meeting
· The Clerk, the Alternate Clerk and Treasurer are ex officio members
· Regular attendance at the meetings of this Committee is important
Term

· Term – as set by each Monthly Meeting, but the Committee recommends at least every two years
Responsibilities
· Oversees and set priorities for the activities of the Coordinator

· Advises the Clerk, as needed, on urgent business of the Quarter between Quarterly Meetings for Business

Functions
· Consults, advises and considers for approval all plans and programs of action of the Coordinator

· Consults, advises and assists the Clerk of the Quarter

· Acts as liaison between the Quarter and the Monthly Meetings

· Assists the Coordinator in implementation of Quarter activities

· Consults and advises the Treasurer

· Selects a new Coordinator when necessary

· Evaluates the Coordinator annually

Miscellaneous
· Committee Clerk selected by the Committee as needed

· The Clerk reports at each Quarterly Meeting.

· The Committee meets on the third Thursday evening of each month.

· The Committee makes semi-annual reports to Monthly Meetings on attendance of members.



              WORSHP AND MINISTRY COMMITTEE
Membership

· At least one appointee from each Monthly Meeting
· Appointed by each Monthly Meeting
Term

· Term as set by each Monthly Meeting
Responsibilities
· Arranges occasions for worship and information sharing for the Quarter

· Aids Month Meeting Worship and Ministry Committees in carrying out their function of nurturing the spiritual life of their Meetings

Functions
· Shares information and ideas coming from Yearly Meeting, other Quarterly Meetings and from each other for improving the spiritual quality of Meetings for Worship and the spiritual lives of our members.

· Arranges regional worship services and other occasions for spiritual enrichment

· Meets by rotation at the different monthly Meetings in the Quarter

· Currently Meets the Friday evening before Quarterly Meeting for Business



              PEACE AND SERVICE COMMITTEE
Note that this description is for reference only.  The Committee was laid down in 2006

Membership

· One appointees from each Monthly Meeting
· Any member or regular attender of a Monthly Meeting in the Quarter
Term

· Term – one year – renewable – July 1 to June 30
Responsibilities
· Educates themselves and Friends in the Quarter on social and peace concerns

· Acts as an organizing instrument for the social action of the Quarter

Functions
· Studies and demonstrates a dedication to Friends’ peace testimony

· Keeps themselves and Friends in the Quarter informed on peace issues and activities in areas of social concern

· Encourages world citizenship, recognizes the interdependence of all humanity and fosters a caring and sharing attitude towards all.

· Encourages participation of friends in the Quarter in peace and social concerns activities, especially in the Quarterly Meeting area

· Keeps informed of and communicates the activities of Monthly Meetings in peace and social concerns activities

· Keeps informed of and communicates the activities of other groups  in peace and social concerns activities

· Publishes a newsletter to communicate the above information

Miscellaneous
· Committee Clerk, Recording Clerk, and, if needed, Assistant Clerk selected by the Committee

· Duties of the Clerk include calling and conducting meetings of the Committee

· The Committee meets monthly, currently the second Monday evening, in the Conference at Pennswood



 BUDGET AND NOMINATING COMMITTEE
Membership

· Two appointees from each Monthly Meeting
· The Treasurer and Assistant Treasurer are ex officio members
· The Clerk and Alternate Clerk are ex officio members
· The Committee may co-opt members of the Quarter as needed and appropriate to accomplish specific tasks
Term:   Set by each Monthly Meeting
Responsibility
· Nominates officers of the Quarter, prepares the budget for Quarterly Meeting approval and maintains the Handbook

Functions
· Prepares an annual budget for a July 1 to June 30 fiscal year for submission to the may Quarterly Meeting

· Prepares nominations as needed for the following offices for submission to the November Quarterly Meeting with terms to begin the following January 1:

· Clerk of Quarterly Meeting, one two year term, beginning each odd numbered year

· Assistant (?Alternate) Clerk of Quarterly Meeting, same term

· Treasurer of Quarterly Meeting, up to three two year terms

· Assistant Treasurer of Quarterly Meeting, same as Treasurer

· Auditors, three, appointed to staggered three year terms

· Members of Philadelphia Yearly Meeting Nominating Committee, six, appointed to staggered three year terms, limited to two successive terms. 

· Prepares and maintains a handbook describing the functions of the officers and committees of the Quarter.

· Updates Handbook on an annual basis for presentation at the May Quarterly Meeting.  

Miscellaneous
· Committee Clerk selected annually in February, not to serve more than four consecutive terms

· Duties of the Clerk include calling and conducting meetings of the committee and recording and communicating the results of the meetings

· The Clerk reports on the budget and Nominating Committee at the May and November Quarterly Meetings and otherwise on request or when the committee has business to bring before the Quarter.



              OUTREACH COMMITTEE
Mission Statement 

· To inform and educate the general public about our Quaker Faith and our activities.

· To attract Seekers to our Worship Community.

· To facilitate the development of more Members in all our Monthly Meetings.

Membership

· One to two appointees from each Monthly Meeting
· Any active Member or regular Attender of a Monthly Meeting in the Quarter
Term

· Term – two years – renewable – July 1 to June 30
Responsibilities
· Increase visibility of Quakers in the Bucks Quarter Region

· Increase attendance and Membership for Bucks Quarter Meetings with extra support to those Meetings in need.

· Educates themselves and Friends in the Quarter on outreach possibilities for the Religious Society of Friends.

· Acts as a creator (through the Committee) and an organizing instrument for the outreach projects of the Quarter implemented by the Committee.

· Designs, maintains, and staffs the Middletown Grange Fair Bucks Quarter Quaker booth.

Functions
· Keeps themselves and Friends in the Quarter informed on outreach (and sometimes in-reach) current activities and new possibilities.

· Participates in various Community Events throughout the Quarter.

· Keeps apprized of the outreach activities of Monthly Meetings in the Quarter.

· Encourages additional participation of Monthly Meetings in the Quarter in outreach activities.

· Provide outreach through the Quaker Institutions within the Quarter.

· Maintains the Bucks Quarter website – a great outreach tool for the new technology driven world.

Miscellaneous
· Committee Clerk - selected by the Committee.

· Duties of the Clerk include calling and conducting meetings of the Committee, assigning tasks for Committee Members to complete, and to be a driving force for outreach for the Religious Society of Friends and Bucks Quarter.

· The Committee meets Bi-monthly.

       

NEWTOWN FRIENDS HOME AND VILLAGE COMMITTEE 

(The Board of Directors)

Membership

· Not more than two appointees from each Monthly Meeting of BQM. (Prospective appointees are expected to meet with our Board prior to final commitment to clarify mutual expectations.)

· All appointees are expected to be actual members of the Religious Society of Friends, preferably to be members of the appointing Meeting.

· If a Monthly Meeting makes no appointment, the Board may nominate another BQM member.

Term

· Begins January 1, in principle, renewable at the discretion of the appointing MM.

Responsibilities

· To represent and to help to preserve the spirit of the Society of Friends, BQM, 
both at our Friends Home campus and also at our Friends Village campus

· To bring experience, enthusiasm, appropriate skill sets, and sufficient available service time to help to advance the interests of our retirement community.  (Our Board and sub-committees make serious demands upon appointees’ time and professional expertise.)

Functions

· Oversees management of the grounds, property, and financial interests of the corporation.

· Determines overall operational policy, in cooperation with staff experience and  regard for residents’ concerns.

· Serves on working subcommittees such as




Property/Safety




Admissions/Governance




Development/Outreach




House (furnishings, general aesthetics, and resident comfort issues)




Finances




Personnel

· Elects officers of the corporation from its members annually

· Reports to Monthly Meetings, BQM, and PYM concerning programs of general interest and with details of specific needs.

· Informs potential residents of the availability, costs, and other particulars of accommodations.

· Demonstrates the real value of our presence to every member of BQM, to PYM, and to the larger community around Bucks County.

Miscellaneous

· We are NOT a nursing home.  We provide independent living accommodations for persons 62 or older, mostly retired, who relish an intellectually stimulating community with comfortable Quaker services.

· Committee meetings are currently scheduled for the afternoon (1:30 to 3:30 usually) of the third Thursday of each month.  Subcommittees should meet once each month at a time of their choice, and ad hoc subcommittees may be formed from time to time as deemed necessary.

· Members must plan to attend committee meetings regularly and be prepared to work vigorously with other committee members to discern and resolve the needs of the corporation.

February, 2007




   FRIENDS CAMP ASSOCIATION OF PENNSYLVANIA
Membership

· Two appointees from each Monthly Meeting of Bucks Quarter
· Four to eight at-large members of the Society of friends
Term

· To be determined
Responsibilities
· To oversee the operation of a coeducational summer camp

· To maintain the 50 or more acres and the buildings belonging to the Association

Functions
· Manages and oversees the property and business of the corporation

· Determines overall policy.

· Elects officers of the corporation from its members

· Reports to their Monthly Meetings concerning programs of interest and specific needs

Miscellaneous
· Association meetings are scheduled six times per year on Sunday evenings in January, March, April, June, October and November.

· The Friends Camp Association of Pennsylvania is a non-profit corporation created by and for Bucks Quarter.

         PHILADELPHAI YEARLY MEETING NOMINATING COMMITTEE
Membership

· One APPOINTEE FROM EACH Quarterly Meeting for each 300 members or fraction thereof (Bucks has six)
· Nominated by Budget and Nominating Committee
· Appointed by the November Quarterly Meeting for Business
Term

· Three year staggered terms except for interim appointments
· Maximum of six consecutive years
Responsibilities
· Nominates, for appointment by Yearly Meeting, all Yearly Meeting officers and members of all the committees who conduct the program, the affairs and business of the Yearly Meeting

.

Functions
· Considers names of people to serve as officers and committee members for Yearly Meeting

· Meets approximately eight times per year or as need dictates
· Currently meets Saturdays at Arch Street Meeting House

· Meets from 1:00 PM to mid afternoon

Miscellaneous
· Members need to be familiar with the functions of Yearly Meeting offices and committees.

· Members ought to know many of the people who might be involved in Yearly Meeting affairs.

· Members need to be aware of those in their own Quarter who might serve Yearly Meeting functions.
Coordinator GOALS

· FACILITATE GREATER INVOLVEMENT OF YOUNG FRIENDS IN THE RSOF.

· FACILITATE GREATER INVOLVEMENT OF MONTHLY MEETINGS IN THE QUARTER AND ENHANCE COMMUNICATIONS BETWEEN THE MEETINGS AND THE QUARTER.

· FACILITATE THE PARTICIPATION OF MEMBERS AND ATTENDERS IN FRIENDS ACTIVITIES AND ENGENDER A FEELING OF BELONGING TO THE RSOF.

· PROVIDE A SOURCE OF INFORMATION ABOUT THE RSOF IN BUCKS QUARTER, AND PROVIDE AS NEEDED, GUIDANCE AND SUPPORT IN EXPLORING MEETINGS AND ACTIVITIES OF THE RSOF.

MONTHLY/ANNUAL REPORTS: 

· STATE OBSERVATIONS OF THE STRENGTHS AND WEAKNESSES IN BUCKS QUARTER.

GENERALLY DESCRIBE THE ACTIVITIES AND PROJECTSTHAT I AM INVOLVED WITH IN AND AROUND THE QUARTER.
Intentionally left blank

Quarter Handbook revised 5-2-09

Page 9 of 21

