Grace Presbytery Policy on File and Reference Guidelines

Adopted June 1, 2002

For every Minister member of Grace Presbytery, every Certified Educator, Certified Associate Educator, and Commissioned Lay Pastor, the Presbytery will maintain a file. 
There shall be two sets of church professional files maintained by the office of Grace Presbytery: General and Confidential.

A. General Files: Every Minister member, Certified Educator, Certified Associate Educator, and Commissioned Lay Pastor shall have a General information file. 
1. The information included in a General file shall be of a public nature, including Personal Information Forms, certificates of ordination, records of installation, annual terms of call reports, and news clippings.

2. When a minister becomes a member of the presbytery, an educator is certified by the presbytery, or a lay pastor is commissioned, the presbytery shall establish a general file on that person and notify the individual of such action.
3. The information shall be kept by the Director of Committee on Ministry Services and shall be available to: the individual minister, the General Presbyter and Associate General Presbyter(s), the Stated Clerk, the officers of the Committee on Ministry and to family members upon the minister's death.
4. The General file on a minister shall be kept for a period of two years after the person transfers membership to another Presbytery or dies. 

B. Confidential Files: A confidential file will be established by the Stated Clerk when initiating a formal investigation of a minister or may be established by the Committee on Ministry as noted in its minutes, and the minister shall be notified in writing within ten days following such action; or by a minister when he/she wishes to retain private information (such as medical reports) with the Presbytery.

1. The information included in a confidential file shall be of a private nature related to a minister's status with the Presbyterian Church.
2. The information shall be kept conjointly by the General Presbyter and the Stated Clerk in a locked file in the Presbytery office, and shall be available to the minister for review in the presence of either the General Presbyter or the Stated Clerk, to the General Presbyter, to the Stated Clerk, or to the Committee on Ministry Moderator (in the presence of the General Presbyter, or in his/her absence, the Stated Clerk).
3. Each confidential file shall be marked, indicating (a) who established the file, (b) when it was established, and (c) the type of confidential file it is.
4. The first page of each confidential file shall record each time the file is opened (either to add content, remove content or review content) and shall indicate: (a) who opened the file, (b) the date and time of day, and (c) the purpose for the file opening.
5. Sealed material may be placed inside a confidential file by agreement of both the Stated Clerk and the General Presbyter, including instructions concerning the circumstances when that seal may be broken and the material reviewed.
6. All confidential files will be reviewed annually by the General Presbyter, Stated Clerk, and Committee on Ministry Moderator. By unanimous vote of these three individuals, a confidential file, or certain contents within it, may be destroyed. When a confidential file is retained, the minister shall be given the opportunity to place (or amend) a personal statement into the file.
7. An index of all confidential files will be maintained. 
8. All governing body references on a minister, educator, or lay pastor with a confidential file will be made by the General Presbyter or Committee on Ministry moderator and such references will acknowledge any personal statement placed by the minister.
