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Review of Session Records

Every session shall keep a legible and accurate record of its proceedings; which record shall be,

at least once a year submitted to the inspection of the presbytery.  (G-10.0301)
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Manner of Review: In reviewing the records of lower judicatory, the higher judicatory shall 

examine:(D-3.033)

Whether the proceedings have been correctly recorded; (the purpose of review is not "nit-

picking".  Suggestions may be made to all Clerks of Session or to a particular Clerk for the 

improvement of records when there are no grounds for taking a recorded exception to the 

minutes or register.)
Whether they have been regular, and in accordance with the Constitution: (In some cases 

more than an exception may be necessary.  A directive may be given to the Session to 

correct its action and report back to the Presbytery at a designated time.

Whether they have been prudent, equitable, and for the promotion of the mission and 

spiritual welfare of the church.  (Great care must be taken in this area lest a reviewer's 

personal bias of exception or disregard of serious matters.)

Explanation of Check List (Cooresponding numbers are in the margin)

The proceeding have been faithful to the mission of the whole Church.

The lawful injunctions of a higher governing body have been obeyed.

If a previous action is referred to, it must be readily found by giving the page number.  This 

avoids the need to re-enter that action in full at the place where it is cited.

The celebration of the Lord's Supper should be reported in the Session minutes, either as 

of the date of celebration or as an item at the following meeting of the Session.  Home 

Baptisms must be recorded in the minutes of the Session meeting following, or as a 

periodic report of the pastor to the Session.  The former is preferable.  The full details must 

appear in the Register.  In the minutes the full name must be given, and, in the case of a 

child, the names of the parents.
When starting a new book of minutes, the first entry must be a record of the last entry in 

the previous volume.  Eg. "The last entry in the previous volume of session minutes was of 

a Session (Congregational) meeting on (date)."  It may be a copy of the stamp of the 

Presbytery's Review Committee, if that is the last entry.  In either case, this opening record 

must be signed by the Clerk of Session.

The record at the beginning of each meeting must include: time and place of the meeting, 

that prayer was offered (also at the close of the meeting), Elders present and absent.  If 

the pastor is listed as present, it is assumed that s/he presided; otherwise the name of the 

person presiding must also be recorded.  If necessary, the Session may elect one of its 

own members to preside and record the reason for such action; or another ministerof the 

Presbytery may be secured to preside.  The pastor, or minister of Presbytery MUST 

preside if any action of judicial nature is taken (as transfer of names from one roll to 

another or their deletion).

Pages must be numbered consecutively by a numbering device.  A rubber stamp is 

adequate.  Reason for any break in consecutive numbers must be explained and be 

signed by the Clerk of Session.  Typed numbers are not acceptable.

Erasures, interlineration, foot notes should be avoided.  If they are necessary, they should 

be initialed to certify authenticity.

All material must be written or typed on minute book pages.  No other paper of any kind 

may appear in the minute book.
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Minutes of all Congregational meetings, including corporation meetings, must appear in the 

Session Minute book and be attested to by the signatures of Clerk and Pastor or 

Moderator named by Presbytery.

The Book of Order (G-5.0202) states that the offices of the church shall be open to all 

active members.  (G-14.0201 states "Every congregation shall elect men and women from 

among its active members, giving fair representation to persons of all ages and of all racial 

ethnic members of that congregation, to the office of elder and to the office of deacon.)  All 

elections are open to nominations from the floor, if the person nominated is present or has 

given consent to such nomination.  The minutes must indicate that these provisions have 

been followed.

{Please note that trustees in the Commonwealth of Pennsylvania law are required to be 21 

years of age, therefore not all active members are eligible for election to this office.}

The minutes must indicate annually that the adequacy of compensation was reviewed with 

the pastor(s) before the church budget was adopted.

The minutes of a particular meeting should not be started in one volume and be continued in the next 

book.  It should be entered in full in the new volume.  In the old volume, if there is any unused spaced 

at the end, the Clerk of Session should note after the last entry the fact that the volume was closed 

with the above entry, giving the date, and affix his/her signature.

In recording members received, give full name, manner of reception (ie. profession, 

certificate from (church name), re-affirmation, having been a member of _______ Church.)

In recording members dismissed, the entry must include the full name and the church to 

which dismissed.  Members may be dismissed only to evangelical Christian Churches, Transfers from one roll to another, or deletion from any roll, must indicate that it was done 

in conformity with the Book of Order (10.0302b) and following: citing details of Session 

efforts to effect restoration.

The Clerk of Session must sign the minutes of each meeting, even if not present at the 

meeting, thereby certifying that these are minutes of that meeting.  The accuracy of the 

minutes is assured by their being read and approved by the Session or Congregation, as 

the case may be.

When the Presbytery takes exceptions to the minutes, or to the church register, the next 

meeting of the Session must consider the exceptions and take such action as may be 

necessary to correct the record.  This is done by appropriate action at that meeting, and 

not at the place in the record to which exception was taken.  Once the minutes are 

reviewed by the Presbytery's committee, they must not be altered in any way.  Registers 

may be corrected where needed, with due recording in the minutes.

The details of the annual statistical report to be recorded in the minutes are: The complete 

total of membership gains and losses and active members on December 31; the total 

Church School enrollment; the totals in each category of the financial section.

If a report or recommendation is adopted by the Session or Congregation, it must be 

recorded in full in the minutes.

The Session must review the minutes of the Board of Deacons and Trustees at least 

annually, if the Church has such boards.  There must be a record of the review and of any 

action taken thereon.
The Session should require regular reports from the Church School and all church 

organizations, pursuant to its responsibilities listed in the Book of Order, Chapter X.  Its 

minutes should indicate that such reports were received and acted upon.  See No. 19 

above.
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Note: A copy of this sheet and of the checklist, properly filled out, should be returned with the 

book(s) when exceptions are taken or suggestions are made.

Session shall hold stated (regular) meetings.  (G-10.020)  These should be at least 

quarterly, except perhaps in the summer vacation period.

The Session should be continually reviewing its rolls of Active and Inactive Members as 

part of its responsibility fo rthe care of souls.  (G 10.0302, 5.0502)

See No. II above.

See No. III above.
It is impossible to list every possible ground of exception.  This is also the place to make 

suggestions for the improvement of the Session Records reviewed, which will aid the Clerk 

of Session, but which are not matters for exception.

After elders and deacons are elected, the Session is responsible for conference with them 

as provided in the G-14.0205.  Materials are available for training new elders and deacons, 

and Prebytery provides assistance in this task.

The Session is responsible for the ordination and installation of elders and deacons in a 

timely manner following their election.  (Section 14.0201 and following: constitutional 

questions, section 14.0207)
The Session is responsible for electing elder delegates to Presbytery (G 10.0102.01), and 

the minutes should indicate that this was done, either for a particular meeting or longer 

period up to one year.  An alternate should also be elected.  If a Session is not represented 

at a meeting of Presbytery, it should assign reasons.

No blank space should be left on any page of the minute book; but it should be ruled off, so 

that no entry can be made in that space.  See also No. 10.


