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1. INTRODUCTION 

 

1.1. PURPOSE 

The purpose of this document is to support the quality management of RAYAC processes, 

policies and to support the effective planning, operation and control of its processes. All 

documentation available is applicable to all RAYAC levels forming part of the 19th Episcopal 

District. The objective of this document is to ensure that the underlying RAYAC guidelines, 

business and its processes are clearly described, documented and understood by all 

members. 

This document is accessible @ www.rayac19thdistrict.org 

1.2. DISTRIBUTION 

All RAYAC members of the 19th Episcopal District to support in the day to day running of the 

ministry. 

 

 

  

http://www.rayac19thdistrict.org/
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2. BACKGROUND 

This document aims to provide a guideline to all RAYAC processes, policies, procedures and our 

standing constitution and By-Laws, followed by the 19th Episcopal District. The document also 

communicates the roles and responsibilities of the various parties involved, in the total ministerial 

management of the council 

3. GOVERNANCE POLICIES AND PROCEDURES 

3.1. 19TH EPISCOPAL DISTRICT CODE OF CONDUCT AND DISCIPLINARY PROCEDURE POLICY 

 
PURPOSE OF THE POLICY 
 
It is the responsibility of the 19th Episcopal District Executive Board to establish fair and equitable 
standards of conduct and behavior consistent with the ethical requirements of the 19th Episcopal District, 
and members have the right to expect fair, just and consistent treatment. 
 
 
SCOPE 
 
This policy applies to all RAYAC members of the 19th Episcopal District.  
 
 
GUIDELINES 
 
While it remains the prerogative of the 19th Episcopal District Executive Board to ensure the proper 
administration of discipline, it is at all times the responsibility of all the 19th Episcopal District members to 
maintain discipline. 
 
The Executive Board requires that all members observe the Code of Conduct and Ethics and the 
Disciplinary code is attached hereto as Annexure A. 
 
The Disciplinary Procedure will comply with all members of the 19th Episcopal District, including the 19th 
Episcopal District Executive Board. 
 

• The Disciplinary Procedure and Code of Conduct is intended to provide a guideline of the 
standards, rules and regulations which ensures that members know and understand what the 
Executive Board is expecting from them and what the members can expect. The Disciplinary Code 
also prescribes the penalties which are likely to be imposed by the Executive Board should 
members be guilty of misconduct.  

• The severity of disciplinary action will depend upon the circumstances of each case. Importantly, 
the penalties set out in the Disciplinary Code of Conduct are intended to be used only as 
guidelines. Circumstances may therefore justify the imposing of a penalty more or less severe 
than that recommended in the guidelines. 
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• Where a member wishes to lodge a complaint against a member of the Executive Board in relation 
to such member’s performance or conduct, he/she shall lodge a grievance against the Board 
member in accordance with the 19th Episcopal District’s Grievance Procedure. 

 
Primary Objective 
 
The primary objective of the Disciplinary Procedure is: 
 

• To ensure the maintenance of satisfactory work performance and/or acceptable standards of 
conduct for all members of the 19th Episcopal District. 

• To ensure that, as a result of disciplinary proceedings in accordance with the principle of fairness 
and justice a member has reasonable opportunity to state his/her case, and all relevant 
circumstances are fully and objectively considered before a decision is made. 

• That discipline is based on the philosophy of discouraging and/or correcting unacceptable conduct 
and/or unsatisfactory performance and getting the member involved in changing such conduct or 
performance to the extent reasonably expected of a member of the 19th Episcopal District. 

 
General Principles 
 
Having regard to the particular circumstances of each individual case, and expect where exceptional 
circumstances prevail, no member shall be disciplined without being afforded the opportunity to state 
his/her case. 
 
 
Except in circumstances where the Executive Board is of the view that the alleged misconduct, or 
otherwise, warrants a harsher disciplinary action, (e.g., an intoxicated and disorderly member), formal 
disciplinary procedures do not have to be initiated every time a standard on conduct or performance is 
breached. 
 
Informal hearings and correction is often the best and most effective way to deal with minor violations of 
conduct and performance standards. 
 
Where formal disciplinary procedures are initiated against a member, such a member shall have the right 
to: 
 

• Be represented by their Conference President or any member of their Annual Conference. 
However, it is the member’s duty to arrange for such representation and communicate same to 
the Executive Board. 

• Be notified in writing of the charge/s brought against him/her. 

• Be allowed to state their case, and defend themselves, both in respect of the allegations as well 
as the determination of a sanction. 

• Call witnesses, however it is the member’s responsibility to arrange for the attendance of such 
witnesses. 

• Be notified in writing of the outcome of the disciplinary hearing. 
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Where a member refuses and/or fails to attend his/her disciplinary hearing, they may be found to have 
waived their right to be heard and the disciplinary hearing may proceed in their absence without further 
notice to them. 
 
A record of the proceedings will be kept by a person appointed or nominated by the Chairperson. 
 
Disciplinary Action 
 
The primary purpose of the discipline is to encourage members to correct their conduct or performance 
and/ or to discourage members from breaching standards of conduct and/or performance. 
 
These are the forms of disciplinary sanctions which can be taken against a member, namely: 
 

• Verbal warning 

• Written warning 

• Final written warning 

• Suspension with notice 

• Dismissal 
 
The time periods, from date of issue, relating to the expiry of warnings are as follows: 
 

• Verbal warning   2 months 

• Written warning  4 months 

• Final written warning  6 months 
 
This shall not preclude the right of the Chairperson to recommend other forms of disciplinary action as an 
alternative to dismissal, for example, (and without limitation), suspension, for poor work 
performance/behavior or extended final written warnings. 
 
In determining the recommended sanction, the Chairperson shall have regard to the Episcopal district’s 
consistent sanction for such offence or breach of a work performance standard, as well as the principle of 
flexibility, however, the Chairperson will have regard to the particular circumstances and merits of each 
case. 
 
In applying the principle of flexibility, the Chairperson shall have regard to aggravating and mitigating 
circumstances in respect of the following: 
 

• The seriousness of and particular circumstances surrounding the breach of standard. 

• The interest and persona; circumstances of the member, such as, for example, his/her disciplinary 
record. 

• That the primary purpose of the disciplinary action should be corrective and progressive in nature. 
 
The 19th Episcopal District has the right to and shall ultimately determine the appropriate sanction having 
regard to the recommendation of the Chairperson and all other applicable considerations. 
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Disciplinary Records 
 
The 19th Episcopal District shall keep records of each member specifying the nature of any disciplinary 
transgressions, the action taken by the district and the reasons for the actions. 
 

• Once the period of validity has expired the warning falls away but remains on the personnel 
records and whilst the 19th Episcopal District can no longer use this in the progressive discipline 
system, such warning may be used in aggravation of repeat offences. 

 
Suspension prior to the Disciplinary Hearing 
 
The 19th Episcopal District shall have the right to suspend a member prior to the determination of any 
disciplinary action where, in the opinion of the district, an offence by a member is regarded as serious 
and/or that the continued presence of the member at the 19th Episcopal event/program may prejudice 
the interests of the district, the member, other members, or the investigation into or in respect of the 
member’s alleged conduct. 
 
The 19th Episcopal District may, as an alternative sanction to dismissal, (Which is regarded as the ultimate 
sanction), suspend the member for a period equal to the severity of the offence. 
 
Rules and Regulations 
 
The 19th Episcopal District is responsible for ensuring that standards of conduct and/or performance are 
clear and communicated and available to all members of the district. 
 
The rules and regulations established by the 19th Episcopal District, and amended from time to time, are 
not exhaustive in nature, and merely serve as a guideline to 19th Episcopal District Annual Conference 
Executive Boards and members as to what constitutes acceptable conduct and performance.  
 
Disciplinary Hearing 
 
A member will not be dismissed without having had the opportunity to be heard in a disciplinary hearing 
and the member will be given at least 2 hours’ prior notice of a disciplinary hearing. 
 
The disciplinary hearing shall be presided over by the 19th Episcopal President or any appointed member 
of the Executive Board. 
 
The Chairperson shall present their findings to the Executive Board and the member, in writing. 
 
Where a member fails to attend a disciplinary hearing after having been given prior notice of the same, 
their disciplinary hearing may proceed in their absence and he/she shall be notified of the outcome, in 
writing. 
 
 
 
 
 
 



19TH EPISCOPAL DISTRICT – RICHARD ALLEN YOUNG ADULT COUNCIL  

Governance & Compliance Handbook                                                Classification: Internal RAYAC Document                  
   

P
ag

e8
 

  

Disciplinary Code of Conduct (Annexure A) 
 

3.2. 19TH EPISCOPAL DISTRICT DISCIPLINARY CODE OF CONDUCT SANCTIONS 

ANNEXURE A 

1. Offences relating to absenteeism and other time keeping obligations 

  OFFENCE INVOLVED 1ST 
OFFENCE 

2ND 
OFFENCE 

3RD OFFENCE 4TH OFFENCE 

 A. Late reporting/submission as per 
deadlines agreed upon(Executive 

Board) 

Written 
Warning 

Final 
Written 
Warning 

Suspension  

 B. Extended or unauthorized 
breaks/absence during sessions 

not authorized by the 
President/Presiding Officer 

Verbal 
Warning 

Written 
Warning 

  

 C. Absence from 3 consecutive 
official events without written 

apology 

Dismissal    

 

2. Offences relating to work ethic and member’s work obligations 

  OFFENCE INVOLVED 1ST 
OFFENCE 

2ND 
OFFENCE 

3RD 
OFFENCE 

4TH OFFENCE 

 A
. 

Sleeping during sessions/activities Verbal 
Warning 

Written 
Warning 

  

 B
. 

Failure to adhere to the code of conduct 
and discipline(Sanctions may vary 

depending on the specific policy and 
procedure in question and nature of the 

breach) 

Dismissal Summary 
Dismissal 

  

 C
. 

Failure to carry out a reasonable and 
lawful instruction from the 
President/Presiding Officer 

Final 
Written 
Warning 

Suspensio
n 

Dismissal  

 D
. 

Gross insubordination and disrespectful 
behavior 

Suspensio
n 

Summary 
Dismissal 

  

 E
. 

Injury to another caused through 
negligence and/or inappropriate 

behavior 

Suspensio
n 

Summary 
Dismissal 

  

 

3. Offences relating to Council’s assets 

  OFFENCE INVOLVED 1ST 
OFFENCE 

2ND 
OFFENCE 

3RD 
OFFENCE 

4TH OFFENCE 



19TH EPISCOPAL DISTRICT – RICHARD ALLEN YOUNG ADULT COUNCIL  

Governance & Compliance Handbook                                                Classification: Internal RAYAC Document                  
   

P
ag

e9
 

  

 A
. 

Intentional damage/loss of Council’s 
assets 

Fine Fine with 
Suspensio

n 

Summary 
Dismissal 

 

 B
. 

Excessive use, misuse and/or abuse of 
Council assets 

Fine Fine with 
Suspensio

n 

Summary 
Dismissal 

 

 C
. 

Poor maintenance/neglect of Council’s 
equipment or assets 

Final 
Written 
Warning 

Fine with 
Suspensio

n 

Dismissal  

 D
. 

Unauthorised use, private or otherwise, 
of Council’s assets 

Final 
Written 
Warning 

Fine with 
Suspensio

n 

Dismissal  

 E
. 

Failure to report damage to Council’s 
assets immediately to the Executive 

Board 

Final 
Written 
Warning 

Suspensio
n 

Dismissal  

 F
. 

Being in possession of the Council’s 
assets without authorisation by the 

President/Executive Board 

Written 
Warning 

Final 
Written 
Warning 

Suspension Dismissal 

 
 

4. Social offences and/or disorderly behavior 

  OFFENCE INVOLVED 1ST OFFENCE 2ND OFFENCE 3RD 
OFFENCE 

4TH OFFENCE 

 A. Use /being under the influence 
of alcohol or drugs at/during a 
19th Episcopal event/session 

Suspension Summary 
Dismissal 

  

 B. Possession of illegal drugs or 
alcohol and/or consuming 

during 19th Episcopal sessions 

Suspension Summary 
Dismissal 

  

 C. Assault, fighting, riotous 
behavior, abusive action 

Suspension Summary 
Dismissal 

  

 D. Promoting or engaging in racist 
incitement of being racially 

abusive or engaging in 
discriminatory behavior based 
on sex, creed, political beliefs, 

cultural beliefs, sexual 
orientation, including jokes of 

this nature 

Suspension Summary 
Dismissal 

  

 E. Possession of dangerous 
weapons at any official 19th 

Episcopal sessions(Guns, knives, 
etc) 

Suspension Summary 
Dismissal 

  

 F. Unruly or aggressive behavior 
and/or use of foul and/or 

abusive language 

Final 
Written 
Warning 

Summary 
Dismissal 
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 G.  Failure to wear official RAYAC 
uniform whilst on duty or 

attending any official Episcopal 
event, without any good reason 

Final 
Written 
Warning 

Suspension Dismissal  

 H. Conduct, or attempted conduct, 
which has or could have, the 

effect of bringing the name of 
the Council into disrepute 

Suspension Dismissal   

 I. Making false accusations or 
spreading malicious rumors 

aimed at causing unrest, chaos 
amongst members, citing or 

joining any activity which might 
lead to poor relations within the 

19th Episcopal District 

Suspension Summary 
Dismissal 

  

 

  OFFENCE INVOLVED 1ST OFFENCE 2ND 
OFFENCE 

3RD 
OFFENCE 

4TH OFFENCE 

 J. Sexual or inappropriate conduct 
during sessions 

Suspension Summary 
Dismissal 

  

 K. Harassment (Including sexual 
harassment) 

Note: Harassment is a form of 
unfair discrimination and will be 
regarded by the 19th Episcopal 

District as a serious form of 
misconduct. Sanctions may vary 
depending on the form, nature 

and/or severity of the 
harassment. 

Dismissal    

 

5. Dishonesty, theft and/or fraud 

  OFFENCE INVOLVED 1ST 
OFFENCE 

2ND 
OFFEN

CE 

3RD 
OFFENCE 

4TH OFFENCE 

 A
. 

Dishonesty Suspension Summ
ary 

Dismis
sal 

  

 B
. 

Forgery/Fraud 
(Including, but not limited to falsifying or 

changing any documentation with intent or 
attempting to do so) 

Summary 
Dismissal 

   

 C
. 

Theft and/or attempted theft Summary 
Dismissal 
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 D
. 

Unauthorized statements or comments to 
the press, on social media or to any 3rd party 

regarding the 19th Episcopal District 

Summary 
Dismissal 

   

 E
. 

Misappropriation or Embezzlement: 
Applying or attempting to apply funds or 

assets of the council for personal use or for 
an unauthorized purpose 

Summary 
Dismissal 

   

 

6. Other offences 

  OFFENCE INVOLVED 1ST 
OFFENCE 

2ND 
OFFENCE 

3RD 
OFFENCE 

4TH OFFENCE 

 A
. 

Any form of victimization – including after 
hours, during session breaks/meal breaks 

and off premises where the event is 
held(And Where members are 

accommodated) 

Summary 
Dismissal 

   

 B
. 

Proven guilty of having or admitted to 
having committed a criminal offence, 

having a direct negative impact on the 19th 
Episcopal District 

Summary 
Dismissal 

   

 
*ANY FORM OF INCIDENT THAT WARRANTS THE INVOLVEMENT OF LAW AUTHORITIES, MEMBERS ARE 

ENCOURAGED TO REPORT THEM IMMEDIATELY TO THE SAID BODY. 
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4. 19TH EPISCOPAL DISTRICT RAYAC GRIEVANCE PROCEDURE 

4.1. GRIEVANCE PROCESS 

1.0 Overview 
 
1.1 It is recognized that it is in the mutual interest of both the 19th Episcopal District RAYAC and 

members that issues affecting members should be dealt with fairly, consistently and speedily in 
an atmosphere of mutual trust and confidence. 

 
1.2 A grievance is a concern, problem or complaint that a member has at any 19th Episcopal District 

RAYAC event and is confirmed in writing to the 19th Episcopal Board Executive Board. This can 
occur any time during an official engagement/session. 

 
1.3 The grievance procedure is specifically designed for official RAYAC sessions and activities. 
 
2.0 Policy Objective 
 
2.1 The aim of this policy is to maintain consistency and fairness for all members and the 19th 

Episcopal District, and is designed as a guide on the District process without contravening and 
individual rights. 

 
2.2 It is recognized that most issues can be effectively resolved on an informal basis and wherever 

possible this is the preferred method. 
 
2.3 The 19th Episcopal District’s policy is to encourage free communication between members and 

the executive board to ensure that questions and problems arising during the course of the 
term/events can be aired and, where possible, resolved quickly and to the satisfaction of all 
concerned. 

 
3.0 Scope 
 
3.1 This policy applies to all RAYAC members of the 19th Episcopal District. 
 
4.0 Description 
 
4.1 Principles 
 The following principles will apply to the grievance procedure: 

• At all stages grievances will be handled in a confidential manner. Confidentiality will be 
maintained to the fullest extent possible, consistent with the need to conduct an 
adequate investigation. 

• All investigations into grievances shall be conducted in an objective and independent 
manner. 

• Each stage of the grievance procedure will be completed without reasonable delay. 

• Every member has a right to representation and to state their case before a decision is 
reached. 
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• The appointed 19th Episcopal District’s representative for hearing the grievance at each 
stage will confirm the outcome of the grievance/appeal to the member in writing within 
5 working days. 

• Members will have the right of appeal against any decision made. 
 

• The 19th Episcopal District will not tolerate intentionally false reports under the grievance 
procedure. If a member makes a grievance which he or she knows or reasonably should 
know to be false, he or she will be subject to disciplinary action, which may lead to severe 
sanctions. 

 
4.2 Procedure 
 
4.2.1 It is intended that most issues will be resolved informally between members and executive board. 

This may not always be possible, therefore a formal procedure for the resolution of such issues is 
available to members and is detailed below. 

 
4.2.2 If the matter is not resolved informally, then the formal procedure will apply: 
 

Stage 1 The member should raise the matter in writing with their respective Conference 
President/Executive Board setting out their grievance and full supporting details. 
The 19th Episcopal District will invite the member to attend a hearing to discuss 
the matter, together with their Conference President or representative. 

 
 Following the grievance hearing the Chairperson will communicate their decision 

in writing to the member and also confirming their right to appeal and who the 
appeal letter should be addressed to. 

 
Stage 2 If the member believes that the matter was not resolved at stage 1, they can 

exercise their right to appeal and should write to the person mentioned in the 
outcome letter or their Conference President/Representative within 24 hours of 
the date of the letter confirming the decision at stage 1. 

 
 The appointed person for the appeal will obtain all documentation in relation to 

the grievance, recordings any new information, and hear the grievance appeal. A 
decision will be provided in writing within 5 working days, following the appeal. 

 
  
The decision will be final, with no further rights of appeal. 

 
4.3 Member Representation  
 
4.3.1 The appropriate Conference President/Representative must be allowed to fully participate fully 

in the hearing, although they cannot answer questions on the member’s behalf. The Conference 
President/Representative has the right to address the hearing and to ask questions. 

 
4.3.2 The Conference President/Representative should be allowed reasonable time to confer privately 

with the member, either in the hearing or outside it. 
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5.0 Responsibilities 
 
5.1 19TH Episcopal District Responsibilities 
5.1.1 The Executive Board is responsible for ensuring that the grievance procedure is adhered to and 

made available to all 19th Episcopal members, and Annual Conference Leadership. 
 
5.2 19th Episcopal District Annual Conference Executive Boards 
5.2.1 Each Annual Conference must ensure that, all members are inducted on the grievance procedure 

process and encourage them to make use of it when the need arises. 
 
5.3 19th Episcopal District Members 
5.3.1 Members are responsible for ensuring that they utilize the policy and notify issues within, arising 

or of concern. 
 
6.0 Advice and Assistance 
6.1 You can seek advice and assistance from the 19th Episcopal District Executive Board or your 

respective Annual Conference Executive Board. 
6.2 Grievances against any member of the 19th Episcopal Executive Board should be referred to the 

19th Episcopal District President in writing. 
6.3 Any Grievance against the 19th Episcopal District President should be referred to the 19th Episcopal 

District Board of Christian Education Director in writing and also to the 19th Episcopal District 
Parliamentarian. 
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4.2. GRIEVANCE FORM 

 

GRIEVANCE FORM 

 
Name of Member: _______________________________________________ 
 
Name of Annual Conference: __________________________________________________ 
  
Details of the Grievance: _____________________________________________________________ 
 

 

 

 

 

 

 

 
Member Signature: ____________________   Date: __________________ 
 
Date Received: _________________    Signature: ____________________ 
        (Executive Board Member) 
 
        Name: _______________________ 
          (Executive Board Member) 
 
 
Grievance *Resolved/*Not Resolved    Date: ____________________ 
 
 
 
Annual Conference Representative: ___________________________________ 
 
 
Annual Conference Representative Signature: __________________________ 
 
 
Hearing Chairperson: ______________________________ Signature: _____________________ 
         
        Date: ________________________ 
 
 
Referred to 19th Episcopal District President on ___________ day_____________(Month) 20_______ 
 
 
Referred to 19th Episcopal BCE Director on ___________ day ___________(Month) 20__________ 



19TH EPISCOPAL DISTRICT – RICHARD ALLEN YOUNG ADULT COUNCIL  

Governance & Compliance Handbook                                                Classification: Internal RAYAC Document                  
   

P
ag

e1
6

 

  

5. 19TH EPISCOPAL DISTRICT RAYAC DRESS CODE POLICY 

 

PURPOSE OF THE POLICY 
 
It is the executive board’s intent that RAYAC uniform should complement an environment that reflects an 
efficient, orderly and well run council. The purpose of this policy is to define appropriate “Formal RAYAC 
uniform” and “Casual RAYAC uniform” for our official events. 
 
POLICY STATEMENT 
 
The key point to sustaining appropriate “formal RAYAC uniform” and “casual uniform” is the use of 
common sense and good judgement, and applying a dress practice that the 19th Episcopal District   deems 
conductive to a formal RAYAC business environment. If a member questions the appropriateness of the 
uniform, it probably isn’t appropriate. 
 
Members are expected to be neat, clean and well-groomed while conducting business of RAYAC and 
exemplary proper grooming standards are to be maintained at all times while on official RAYAC business. 
 
APPLICABILITY 
 
This policy is applicable to all RAYAC members of the 19th Episcopal District. 
 
DEFINITIONS 
 
“Formal RAYAC Uniform” – Uniform to be worn as per the official 19th Episcopal District Policy. 
 
Men  Plain Black suit (2 piece or 3 piece with a black waist coat, no suede) 
  Red shirt 
  Black tie 
  Black formal shoes 
 
Women  Black formal skirt 
  Black jacket 

Red shirt/blouse 
  Black stockings 

Black formal shoes 
 

“Casual RAYAC Uniform” – Uniform to be worn as per official 19th Episcopal District invite. 
 
 
Men  Episcopal T-Shirts/Sweaters 
  Conference T-Shirts/Sweaters 
  District T-Shirts/Sweaters 
 
 
  Black Jeans/Chinos/Pants 
  Sneakers/Tekkies 
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Women  Episcopal T-Shirts/Sweaters 
  Conference T-Shirts/Sweaters 
  District T-Shirts/Sweaters 
  Black Jeans/Skirts 
  Sneakers/Tekkies 
 
“Unacceptable Attire” – Attire that members are not allowed to wear, including: 
 
  Plain or pocket T-Shirts 
  Athletic wear 
  Flip flops 
  Spandex or Lycra 
  Being bare foot 
  Slippers 
  Tank tops, tube tops, halter tops 
  Beach wear  
  Midriff length tops 
  Provocative attire 
  Off the shoulder tops 
  Evening wear 
  Wrinkled, torn, stained, dirty, faded, discolored, patched, ripped clothing 
  Revealing clothing 
  Clothes with offensive slogans or pictures 
 
GUIDING PRINCIPLES 
 
The 19th Episcopal President and Executive Board, annual Conference Presidents and their Executive 
Boards, District Presidents and their Executive Boards, Circuit Presidents and their Executive Boards are 
responsible for monitoring and enforcing this policy. The policy will be administered according to the 
following steps: 
 
1. If questionable uniform is worn at any of our events, the 19th Episcopal District will enforce the Code of 
Conduct and Discipline. 
 
2. If an obvious policy violation occurs, the 19th Episcopal District will enforce the Code of Conduct and 
Discipline. 
 
3. Repeated policy violations will result in disciplinary action being taken, as per the Code of Conduct and 
Discipline. 
 
4. A special dispensation will be extended to members who are new and do not have uniform as yet, but 
steps must be taken at the appropriate level to assist those without uniform, to be able to have it as soon 
as possible. 
 
5. The 19th Episcopal District is striving for uniformity at all levels of the District and in order to attain that, 
all of us must take pride in how we look, present ourselves and be honorable custodians of this policy at 
all times. 
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6. 19TH EPISCOPAL DISTRICT RAYAC DEDICATION AND REDEDICATION PROCESS 

6.1. NEW MEMBER’S DEDICATION CEREMONY 

Hymnal  

Invocation  

Almighty God, giver of all good things, who by your Holy Spirit has called these young adults in your church, 

mercifully behold this your servants now called to the work and ministry of young adult, and replenish 

him or her so with the truth of your doctrine, and beautify him or her so with innocence of life that, both 

by words and deeds, he or she may faithfully serve you in this ministry to the glory of your name, and well 

governing of your business, through the merits of our Savior Jesus the Christ, who lives and reigns with 

you and the Holy Spirit . Amen.  

The Presentation of the candidate for Robing  

The candidates shall take their places facing the Minister, who shall say then, Hear the words of our 

Master.  

As the Father has loved me, so I have loved you; abide in my love. (John 15:9) You did not choose me but 

I chose you. And I appointed you to go and bear fruit, fruit that will last, so that the Father will give 

whatever you ask him in my name. (John 15:16) Go therefore and make disciples of all nations, baptizing 

them in the name of the Father and of the Son and of the Holy Spirit. (Matthew 28:19) and remember, I 

am with you always, to the end of the age. (Matthew 28:20b). 

Dear beloved, we rejoice that you have proposed in your hearts to devote your lives to this task. Your 

labors may require you to go in the world and be about your Father’s business. What you have done alone 

with God in consecrating your lives as you gave yourself in this ministry of God, we ask you to do it formally 

and publicly in the presence of God and this congregation.  

Minister:  Do you believe in your heart that you have been led by the Spirit of God to engage in this 

ministry and to assume its responsibility?  

Candidates:  I do so believe. 

Minister:  Will you endeavor, as, much as lies within you, to perform faithfully the mandate of this 

ministry in the Church of God and the community?  

Candidate:  I will endeavor so to do.  

Minister:  Will you be diligent in the account of your stewardship, constant in prayer, in the reading 

of the Holy Scriptures, and in such studies as help to the knowledge of God and his kingdom and your 

tasks?  

Candidate:  I will, the Lord being my helper.  

Minister:  Will you strive so to live that the power of God may be manifested in your life, enabling 

you to convey the blessed sense of God’s presence in all your work?  

Candidate:  I will, by God’s grace. 
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Minister:  Will you be loyal to the ministry and the Church, and accept the authority of those to 

whom has committed the direction of your work?  

Candidate:  I will, the Lord being my helper. 

 

Meaning of the Uniform Colors  

Black – Symbolizes the MYSTERY of God.  

Red – Symbolizes the LIFE of God.  

Silver – Symbolizes the PRESENCE of God  

Round Badge – the cross represents the Church and the anvil symbolizes our history and where our 

founders established the African Methodist Episcopal Church. 

 

The Benediction  

Minister  

The peace of God which surpasses all understanding keep your hearts and minds in the knowledge and 

love of God and of his Son, Jesus Christ, our Lord; and the blessing of God Almighty the Father, the Son, 

and the Holy Spirit, be among you and remain with you always. Amen.  

(Unless granted or ordered by the Minister, RAYAC members may pronounce the benediction) 

6.2. REDEDICATION AND RECOMMITMENT OF OLD MEMBER’S CEREMONY 

Hymnal  

The Call to Worship  

Minister:  For we do not have a high priest who is unable to sympathize with our weaknesses, but 

we have one who is every respect has been tested as we are, yet without sin. Let us therefore approach 

the throne of grace with boldness, so that we may receive mercy and find grace to help in time of need. 

(Hebrews 4: 15-16). 

Members:  Draw near to God, and he will draw near to you. Cleanse your hands, you sinners, and 

purify your hearts, you double-minded. Humble yourselves before the Lord, and he will exalt you. (James 

4: 8, 10). 

Minister:  Honor the Lord with your substance and with the first fruits of all your produce. 

(Proverbs 3:9). 

Members:  Some pretended to be rich, yet have nothing; others pretend to be poor, yet have great 

wealth. (Proverbs 13:7) Crooked minds are an abomination to the Lord, but those of blameless ways are 

His delight. (Proverbs 11:20). 
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Minister:  As for those who in the present age are rich, command them not to be proud, or to set 

their hopes on the uncertainty of riches, but rather on God who richly provides us with everything for our 

enjoyment. They are to do good, to be rich in good works, generous, and ready to share. (1 Timothy 6: 17-

18). 

Members:  You should rather open your hand, willingly lending enough to meet the need, whatever 

it may be. (Deuteronomy 15:8) Whoever is kind to the poor lends to the Lord, and will be repaid in full. 

(Proverbs 19:17). 

Minister:  For God is not unjust, he will not overlook your work and the love that you showed for his 

sake in serving the saints, as you still do. (Hebrews 6:10). 

Hymn of Praise  

Call to Confession by the Minister  

Dear beloved, the Scripture moves us to acknowledge and confess our sins before Almighty God our 

Heavenly Father with a humble, lowly, repentant, and obedient heart, to the end that we may obtain 

forgiveness by his endless goodness and mercy.  

Wherefore I pray and beseech you, as many as are here present, to accompany me with a pure heart and 

a humble voice unto the throne of heavenly grace.  

Let us pray – Almighty God, our heavenly Father, who through your Son Jesus Christ has given 

commandment to your people to go into all the world and proclaim your gospel to every creature, grant 

us a ready will to obey your word, and as we have entered into the labors of other saints. Help us to serve 

you, that others may enter into our labors, and that we with them, and they with us, may attain to 

everlasting life; through the same Jesus Christ your Son our Lord. Amen 

 

The Covenant  

Members  

As members of the Richard Allen Young Adult Council, we do here renew our pledge to uphold the highest 

commitment in our Father’s business and to continue serving and fulfilling our calling and purpose in the 

African Methodist Episcopal Church, as we live our motto; “We are about our Father’s business.” Amen. 
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7. RAYAC CONSTITUTION AND BY-LAWS (LATEST UPDATED COPY 2020, APRIL 8TH) 

SECTION IV. 

THE RICHARD ALLEN YOUNG ADULT COUNCIL A. CONSTITUTION 

PREAMBLE 

Just as God called Joshua to lead the children of Israel into the Promise Land, Samuel to proclaim his word 

and Nehemiah to rebuild Jerusalem, even so, God has called a new generation of believers to make God 

known. God is calling for young men and women to serve as God’s ambassadors and ministers of 

reconciliation in the midst of life’s transition. Now is the time to take our place in the struggle. Now is the 

time to serve the present age our callings to fulfill.  

ARTICLE I — NAME 

 The name of this organization will be the Richard Allen Young Adult Council of the African Methodist 

Episcopal Church. 

ARTICLE II—MISSION 

The mission of the RAYAC is to minister to the intellectual (mind), physical (body) and spiritual (spirit) 

needs of the members of the AME Church. ARTICLE III — PURPOSE The fourfold purpose of the Richard 

Allen Young Adult Council includes the following: 

1.Discipleship 

Bring young adults into a covenant relationship with Jesus Christ, teaching them how to live Christ-

centered lives, and serve as Christian mentors to youths.  

2. Leadership Training  

Develop young adults into Christian leaders within the AME Church and the community at large to 

effectively represent and voice the concerns of a new generation. 

3. Fellowship  

Create and provide opportunities for Christian fellowship among young adults. 

4. Networking  

a. Provide resources for young adult ministries within the AME Church and the community at large.  

b. Provide opportunities for young adults to use God-given gifts and talents for Kingdom building.  

 

ARTICLE IV — MOTTO 

“I Must Be About My Father’s Business.” 

ARTICLE V — COLORS 
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Black—Symbolizes the mystery of God.  

Red—Symbolizes the life of God.  

Silver—Symbolizes the presence of God. 

ARTICLE VI — STRUCTURE 

Section 1. The structure of this organization shall be consistent on the connectional, episcopal, 

Conference, presiding elder district and local levels.  

Section 2. Each level of the Richard Allen Young Adult Council, Young Adult Network and Young Adult 

Ministry shall operate within the framework of the Executive Board and the Bylaws as set forth from the 

Connectional Richard Allen Young Adult Council level.  

ARTICLE VII — MEMBERSHIP 

 Section 1. Any person, who is in good and regular standing in the local church between the ages of 21 - 

45, clergy or lay, is eligible to be a member. 

 ARTICLE VIII — OFFICERS 

 Section 1. There shall be elected and appointed officers at each level of the Richard Allen Young Adult 

Council as set forth in the Bylaws of the Richard Allen Young Adult Council. 

ARTICLE VI — STRUCTURE 

 Section 1. The structure of this organization shall be consistent on the connectional, episcopal, 

Conference, presiding elder district and local levels.  

Section 2. Each level of the Richard Allen Young Adult Council shall operate within the framework of the 

Executive Board and the Bylaws as set forth from the Connectional level.  

ARTICLE VII — MEMBERSHIP 

 Section 1. Any person, who is in good and regular standing in the local church between the ages of 21-

39, clergy or lay, is eligible to be a member.  

 

ARTICLE VIII — OFFICERS 

Section 1. There shall be elected and appointed officers at each level of the Richard Allen Young Adult 

Council as set forth in the Bylaws of the Richard Allen Young Adult Council. 

Section 2. The tenure and duties of each officer shall be as set forth in the Bylaws.  

  

ARTICLE IX — AMENDMENTS 

 Section 1. These articles shall be amended at the Connectional Christian Education Congress during a 

meeting Richard Allen Young Adult Council, by two-thirds (2/3) vote upon the following conditions:  
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a. All proposed constitutional amendments or Bylaws shall be received by the Constitution and Bylaws 

committee of the Richard Allen Young Adult Council no later than the last regularly scheduled Executive 

Board Meeting proceeding the Quadrennial Convention or the General Conference.  

b. The Constitution and Bylaws Committee shall meet at a time designated by the President and Chair to 

review and prepare the proposed amendments and Bylaws of the Richard Allen Young Adult Council.  

Proposed amendments shall be mailed to the registered delegates, no later than two months prior to the 

meeting at the Connectional Christian Education Congress. 

Section 2. Upon adoption and before the effective date of the amendment to the Constitution or Bylaws, 

the secretary of the Constitution and Bylaws Committee, may correct punctuation, grammar, or 

numbering when appropriate, if the correction(s) does (do) not change the meaning of the amendments. 

Section 3. Constitution and Bylaw amendments shall become law only upon ratification by the General 

Conference of the African Methodist Episcopal Church, collecting and assembling by the Compilation 

Committee of the General Conference, and printing per The Doctrine and Discipline of the African 

Methodist Episcopal Church.  

BY-LAWS OF THE RICHARD ALLEN YOUNG ADULT COUNCIL OF THE AFRICAN METHODIST EPISCOPAL 

CHURCH. 

 

CONNECTIONAL LEVEL 

 

ARTICLE I — NAME 

Richard Allen Young Adult Council (RAYAC) of the African Methodist Episcopal Church. 

 

ARTICLE II — OPERATIONAL FRAMEWORK 

 

Section 1. The Richard Allen Young Adult Council and its Executive Board are amenable to the Commission 

on Christian Education and the Executive Director (Secretary-Treasurer) of the Department of Christian 

Education.  

Section 2. The Executive Board 

The Executive Board of the RAYAC shall be comprised of the elected officers, appointed officers, and 

chairpersons of committees and the Immediate Past Connectional President. The Chairperson of the 

Commission on Christian Education and the Executive Secretary of Christian Education shall serve as ex-

officio (non-voting) members of the Executive Board. The Executive Board shall be empowered to conduct 

the business of the organization during the interim of the RAYAC Quadrennial Convention which is held 

at the site of the Connectional Christian Education Congress. 

ARTICLE III — MEMBERSHIP 
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Section 1. Membership in this organization shall be comprised of all lay and clergy members between the 

ages of 21 – 45 in good and regular standing in their local church. 

 Section 2. The voting membership of the RAYAC shall consist of all registered delegates between the ages 

of 21 - 45.  

ARTICLE IV — OFFICERS 

 Section 1. The elected officers of the RAYAC shall be:  

a. President 

 b. Vice President 

c. Second Vice President 

 d. Recording Secretary  

e. Corresponding Secretary  

f. Treasurer  

g. Parliamentarian 

 h. Chaplain  

i. Editor 

 j. Historian  

Section 2. No person under twenty-six years of age shall be eligible to run for elected office on the 

connectional level. 

Section 3. The appointed officers shall assume office when appointed by the Connectional President.  

Section 4. The Connectional President of the RAYAC shall be recognized as a Connectional Officer of the 

AME Church, an ex-officio member of the General Board and a member of the General Conference.  

 
ARTICLE V — ELECTION OF OFFICERS 

 
Section 1. All elected officers shall be elected by ballot and a majority vote will be needed for election.  

Section 2. The Connectional Officers shall be elected to a four (4) year term.  

Section 3. The Chair of the Commission on Christian Education or his or her designee shall conduct the 

elections. 

ARTICLE VI — MEETINGS 

 
Section 1. The Connectional RAYAC Convention shall meet every quadrennial at the site of the 

Connectional Christian Education Congress. 
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Section 2. The executive board shall meet at least annually and conduct an annual leadership-training 

institute.  

 
ARTICLE VII — DUTIES OF OFFICERS 

 
Section 1. The President shall preside at all meetings of the Council, appoint all committee chairpersons 

and members of all committees, and be an ex-officio member of all committees; shall be the chairperson 

of the Executive Board and the Quadrennial Convention.  

He or She shall have general supervision and direction of the work, which includes the coordination of the 

day to day operations of the RAYAC, and shall make appointments to fill vacant elected offices during the 

interim of the Quadrennial with the advice and consent of the Executive Board.  

The President shall represent the Connectional RAYAC at the General Conference of the African Methodist 

Episcopal Church.  

The President shall report to the Commission on Christian Education during the regular session of the 

General Board meeting concerning the activities of the RAYAC.  

Section 2. The Vice President shall serve in the absence of the President. He or she shall serve as 

Coordinator of the Connectional Standing Committees. He or she shall plan, evaluate, and promote the 

programs of the Connectional RAYAC under the direction of the President and the Executive Board. 

Section 3. The Second Vice President shall serve in the absence of the President and First Vice President. 

He or she shall represent Districts 14-20 when a representative is unable to attend Connectional RAYAC 

functions. He or she shall work with the Episcopal District RAYAC Presidents from Districts 14-20 to 

coordinate Connectional RAYAC projects and activities. He or she shall be a member in good and regular 

standing of the organization in Districts 14-20. 

 Section 4. The Recording Secretary shall keep accurate records of all RAYAC business and, under the 

direction of the President, perform all other duties common to the office. In addition, the Recording 

Secretary shall make available to all members of the Connectional RAYAC minutes of all meetings within 

45 days after the meeting.  

Section 5. The Corresponding Secretary shall review correspondence, report pertinent information to the 

Executive Board, and reply to correspondence as directed by the President, assist the Recording Secretary 

in keeping all records, and in the absence of the Secretary shall perform his or her duties.  

Section 6. The Treasurer, in cooperation with the Chairperson of Budget and Finance Committee, shall 

keep an accurate record of all funds allocated to the RAYAC. The Treasurer shall be a member of the 

Budget and Finance Committee. 

 Section 7. The Parliamentarian shall answer all questions of procedure referred to him or her and shall 

follow The Doctrine and Discipline of the African Methodist Episcopal Church, RAYAC Constitution, and 

Robert’s Rules of Order, Newly Revised, at all meetings.  

Section 8. The Chaplain shall open all meetings with devotional services and be responsible for all other 

programming as directed in consultation with the President and the Vice President.  
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Section 9. The Editor shall edit and publish at least semi-annually a newsletter containing issues 

concerning the activities, plights and news of general interest to young adults throughout the 

Connectional Church. The publication shall be distributed through all available media of mass 

communications to all officers and young adults throughout the church. The Editor shall be a member of 

the Public Relations Committee. 

 Section 10. The Historian shall be responsible for recording the history and other data of the RAYAC. In 

addition, the Historian shall keep statistical information important for research purposes. He or she shall 

report the compiled statistical information to the Chief Information Officer of the AME Church.  

 
ARTICLE VIII — COMMITTEES 

 
Section 1. Standing Committees 

a. Program Planning 

 b. Constitution and Bylaws 

 c. Social Action  

d. Evangelism  

e. Budget and Finance  

f. Evaluation 

 g. Public Relations 

 
ARTICLE IX —DUTIES OF COMMITTEES 

 
Section 1. Standing Committee 

a. Program Planning: This committee shall be responsible for planning and implementing the total 

program of the Connectional RAYAC. It shall promote evangelistic endeavors, the development of lay 

leadership among youth and young adults, the establishment of a youth church in all AME Churches and 

encourage youth and young adults to be involved in the total life of the AME Church, and in the world at 

large. All committee chairpersons shall be members of the Program Planning Committee.  

b. Constitution and Bylaws: This committee shall revise, study and analyze all proposed constitutional 

changes and amendments and submit them to the Executive Board of the RAYAC. All revised, studied, and 

analyzed changes shall be submitted to the Executive Board no later than two months prior to the RAYAC 

Quadrennial Convention and/or prior to the General Conference. 

c. Social Action: This committee shall devise ways and means to involve young adults in issues and 

concerns which impact upon them as Christians and as citizens. It shall seek to close the gap between 

church and community on social issues and international relations. It shall also be apprised of social 

concerns affecting Districts 14-20. At least one member from Districts 14-20 shall be a member of the 
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Social Action Committee. The chairperson of this committee shall work closely with the Director of Social 

Action of the AME Church.  

d. Evangelism: This committee shall devise effective ways and means for youths and young adults to 

understand and witness to what God has done and is doing through Jesus Christ. Included should be 

services, training sessions, neighborhood canvasses, and retreats. The chairperson of this committee, in 

consultation with the President and the Chairperson of the Program Committee, shall establish specific 

goals and objectives. The chairperson of this committee shall work closely with the Director of Church 

Growth and Development of the AME Church.  

e. Budget and Finance: This committee shall study the complete financial picture of the Connectional 

RAYAC. In consultation with the President, the Chairperson of the Program Committee and the other 

Committee Chairpersons, he or she shall assess the financial needs of the Connectional RAYAC and submit 

the same to the Commission on Christian Education. 

 f. Evaluation: This committee shall survey the strengths and weaknesses of the RAYAC program and make 

recommendations for improvement.  

g. Public Relations: This committee shall be the liaison for channeling information to the connectional 

church. The Editor shall be a member of the Public Relations Committee.  

 
ARTICLE X — AMENDMENTS 

These Bylaws may only be amended as set forth in the Article IX of the Constitution of the Connectional 

RAYAC.  

 
C. Episcopal District RAYAC 

ARTICLE I — PURPOSE 

The purpose of the Episcopal District RAYAC shall be to implement and coordinate the work of the 

Connectional RAYAC in the conferences, as well as institute and implement programs and activities in the 

episcopal district which afford an opportunity for ministry, training, and fellowship.  

 
ARTICLE II — Episcopal District Framework 

Section 1. The organization shall consist of the Episcopal District Directors of Christian Education, elected 

episcopal district officers of the RAYAC, committee chairpersons as set forth by the President, as well as 

the Episcopal Director and conference RAYAC Presidents.  

Section 2. The Conference Directors of Christian Education shall be ex officio members.  

Article III - Membership 

Section 1. Any person, who is between the ages of 21-45 and in good and regular standing in a local church 

within the bounds of an Episcopal District, is a member of the Episcopal District RAYAC for the respective 

Episcopal District. 
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Section 2. The voting membership of the Episcopal District RAYAC shall consist of all registered young 

adults between the ages of 21-45. 

ARTICLE IV — OFFICERS 

 Section 1. The elected officers of the Episcopal District Richard Allen Young Adult Council shall be:  

a. President 

 b. Vice President 

 c. Recording Secretary  

d. Corresponding Secretary 

 e. Treasurer 

 f. Parliamentarian 

 g. Chaplain  

h. Editor 

 i. Historian 

 
Section 2. No person under twenty-six years of age shall be eligible to run for or hold elected office.  

Section 3. The appointed officers shall be chairpersons of standing committees who will assume office 

when appointed by the Episcopal District President. 

Section 4. The Episcopal District President of the Richard Allen Young Adult Council shall be a member of 

the Episcopal District Board of Christian Education.  

 
ARTICLE V — ELECTION OF OFFICERS 

 
Section 1. The officers listed in Article III shall be elected by ballot and a plurality shall elect.  

Section 2. The episcopal district officers shall be elected to a two-year term at the Episcopal District 

Christian Education Congress. 

Section 3. The election shall be conducted by the bishop of the episcopal district. In the absence of the 

bishop the election shall be conducted by the Connectional RAYAC President or the Episcopal District 

Director of Christian Education. 

 

ARTICLE VII — MEETINGS 

The Episcopal District Richard Allen Young Adult Council shall meet twice a year to evaluate its work, 

prepare its goals and set objectives for the year. Meetings shall be at the Episcopal District Christian 

Education Congress, Episcopal District mid-year meetings, and/or biennial Episcopal District Conventions. 
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Meeting times shall be set by the President of the Episcopal District RAYAC. 

ARTICLE VII — DUTIES OF OFFICERS 

Section 1. The President shall preside at all meetings of the council, appoint all committee chairpersons 

and members of all committees, and be an ex-officio member of all committees. He or she shall have 

general supervision and direction of the work.  

Section 2. The Vice President shall serve in the absence of the President. He or she shall serve as 

chairperson of the Episcopal District Program Committee. He or she shall plan, evaluate, and promote the 

program under the direction of the Episcopal District President and the Episcopal District Director of the 

Youth Division of Christian Education. 

Section 3. The Recording Secretary shall keep accurate records of all RAYAC business and, under the 

direction of the president, perform all other duties common to the office. In addition, the Recording 

Secretary shall make available to all members of the Episcopal RAYAC minutes of all meetings.  

Section 4.  The Corresponding Secretary shall review correspondence, report pertinent information to the 

Episcopal District RAYAC, reply to correspondence as directed by the President, assist the Recording 

Secretary in keeping all records, and in the absence of the Secretary shall perform his or her duties. 

Section 5. The Treasurer, in cooperation with the Treasurer of the Episcopal District Board of Christian 

Education, shall keep an accurate record of all funds allocated to the RAYAC. He or she shall be chairperson 

of the Budget and Finance Committee.  

Section 6. The Parliamentarian shall answer all questions of procedure referred to him or her and shall 

follow The Doctrine and Discipline of the African Methodist Episcopal Church, Constitution, and Robert’s 

Rules of Order Newly Revised at all meetings.  

Section 7. The Chaplain shall open all meetings with devotional services and be responsible for all other 

programming as directed by the President and Program Committee. 

Section 8. The Editor shall be responsible for the RAYAC newsletter, to be published at least twice a year, 

as well as other public relations material and literature.  

Section 9. The Historian shall be responsible for recording the history and other data of the RAYAC. In 

addition, the Historian shall keep statistical information important for research purposes.  

ARTICLE VIII — COMMITTEES 

Section 1. Standing Committees  

a. Program Planning 

 b. Constitution and Bylaws 

 c. Social Action 

d. Evangelism  

Section 2. Special Committees  
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a. Budget and Finance  

b. Evaluation  

ARTICLE IX — DUTIES OF COMMITTEES 

Section 1. Standing Committees  

 
a. Program Planning: This committee shall be responsible for planning and implementing the total 

program of the Episcopal District RAYAC. It shall promote evangelistic endeavors, the development of lay 

leadership among youths and young adults, the establishment of a youth church in all AME Churches in 

the episcopal district, and encourage youths and young adults to be involved in the total life of the church 

and in the world at large. All committee chairpersons shall be members of the Program Committee. 

b. Constitution and Bylaws: This committee shall revise, study, and analyze all proposed constitutional 

changes and Bylaws and submit them to the Connectional Committee on Constitution and Bylaws. 

c. Social Action: This committee shall devise ways and means to involve youths and young adults in issues 

and concerns which impact upon them as Christians and citizens. It shall seek to close the gap between 

church and community on social issues. The chairperson of this committee shall work closely with the 

Connectional RAYAC Committee on Social Action. 

d. Evangelism: This committee shall devise effective ways and means for youths and young adults to 

understand and witness to what God has done and is doing through Jesus Christ. Programs and services, 

retreats, and other activities should be planned. Specific goals should be established.  

Section 2.  Special Committees  

 
a. Budget and Finance: This committee, with the Treasurer as Chairperson, shall study and assess the 

financial needs of the Episcopal District RAYAC and submit the request to the Episcopal District Board of 

Christian Education. 

 b. Evaluation: This committee shall survey the strengths and weaknesses of the RAYAC program in the 

district. It shall be composed of conference chairpersons and directors of Christian Education and selected 

young adults from within the episcopal districts. 

D. Conference 

RAYAC ARTICLE I — PURPOSE 

The purpose of the Conference RAYAC is to be the link between the Connectional, Episcopal and local 

organizations, and its purpose shall be the same as that of the RAYAC on the Connectional level.  

Article II – Conference RAYAC Framework 

Section 1. The Conference RAYAC shall consist of the Conference Chairperson, Director of Christian 

Education, Conference RAYAC elected officers, conference committee chairpersons as appointed by the 

President, Conference President of the Allen Christian Fellowship, Conference Directors of the Boy/Girl 

Scout agencies, and local RAYAC Presidents 
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Section 2. The Local Directors of Christian Education voting membership of the Conference RAYAC shall 

consist of all registered young adults between the ages of 21-45 

 
ARTICLE III — MEMBERSHIP 

 
Section 1. Any person, who is between the ages of 21-45 and in good and regular standing in a local church 

within the bounds of an Annual Conference, is a member of the Conference RAYAC for the respective 

Annual Conference. 

Section 2. The voting membership of the Conference RAYAC shall consist of all registered young adults 

between the ages of 21-45 

ARTICLE IV — OFFICERS 

Section 1. The elected officers of this organization shall be the same as the Connectional level, with the 

same duties.  

Section 2. No person under twenty-six years of age shall be eligible to run for or hold elected office.  

Section 3. The appointed officers shall be chairpersons of standing committees who will assume office 

when appointed by the Conference President.  

Section 4. The Conference President of the RAYAC shall be a member of the Conference Board of Christian 

Education.  

ARTICLE V — ELECTION OF OFFICERS 

Section 1. The officers listed in Article III shall be elected by plurality.  

Section 2. The conference officers shall be elected to a two (2) year term at a Conference Christian 

Education Institute to be set by the Conference Board of Christian Education. 

Section 3. The election shall be conducted by the Chairperson of the Conference Board of Christian 

Education. 

ARTICLE VI — MEETINGS 

The Conference RAYAC shall meet at least twice a year to prepare its goals and objectives for the year and 

to evaluate the work. Specific times and places shall be set by the President of the Conference RAYAC. 

ARTICLE VII — DUTIES OF OFFICERS 

The duties of all officers on the Conference level shall parallel those of their Connectional and episcopal 

district level counterparts.  

ARTICLE VIII — COMMITTEES 

 All Conference committees shall be appointed by the President and shall have the same function and 

responsibility as those on the Connectional and episcopal district levels. ARTICLE  
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E. Presiding Elder 

District RAYAC ARTICLE I – PURPOSE 

Section 1. The RAYAC in the Presiding Elder District shall serve to coordinate the work of all youths and 

young adults, youth groups, auxiliaries, and organizations in the local church. It shall serve as the steering 

organization for all youths work and activities in the Presiding Elder District. 

ARTICLE II – MEMBERSHIP 

Section 1. The Presiding Elder District RAYAC shall consist of Presiding Elder District Christian Education 

coordinators, Presiding Elder District RAYAC elected officers, and presiding elder directors or supervisors 

of youth departments or groups in the Presiding Elder’s District church.  

Section 2. Membership in this organization shall be comprised of all lay and clergy members between the 

ages of 21 – 45 in good and regular standing in their local church. 

ARTICLE III — OFFICERS 

Section 1. The elected officers of the Presiding Elder District RAYAC shall be the same as on the 

Connectional, Episcopal, and Conference levels.  

Section 2. Officers shall be elected from among the young adults who make up the council at their first 

meeting following the Annual Conference. The Presiding Elder shall conduct the elections.  

Section 3. No person under the age of twenty-six shall be eligible to run for office.  

Section 4. Officers shall be elected for a period of one year.  

 
ARTICLE IV — MEETINGS 

Section 1. The Presiding Elder District RAYAC shall meet during the District Conference and Church School 

Convention to plan, organize, and evaluate work of young adults in the Presiding Elder’s District. Goals 

and objectives shall also be set at its meetings. 

 Section 2. Other meetings as necessary may be called by the President. 

ARTICLE V — DUTIES OF OFFICERS 

Section 1. The Presiding Elder District shall correspond with their counterparts on the Connectional, 

Episcopal, and Conference levels.  

Section 2. The President shall be a member of the Presiding Elder’s Council.  

ARTICLE VI — COMMITTEES 

Committees in the Presiding Elder District RAYAC shall be appointed by the President and have the same 

function and responsibility as those on the Connectional, Episcopal, and Conference levels.  

ARTICLE VII 

The Presiding Elder District director of Christian Education shall be the advisor to the RAYAC. 
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F. Local Church 

RAYAC ARTICLE I — PURPOSE 

Section 1. The RAYAC in the local church shall serve to coordinate the work of all young adult groups, 

auxiliaries and organizations in the local church. It shall serve as the steering organization for all young 

adult work and activities in the local church.  

Section 2. It shall also function as an opportunity to give young adults time for fellowship and Christian 

experience.  

ARTICLE II — MEMBERSHIP 

 Section 1. Membership in the local RAYAC shall consist of the presidents or heads of every Young Adult 

organization in the church and the local Director of Christian Education.  

Section 2. Membership in this organization shall be comprised of all lay and clergy members between the 

ages of 21 - 45 in good and regular standing. 

ARTICLE III — OFFICERS 

 Section 1. The elected officers of the local RAYAC shall be the same as on the Connectional, Episcopal, 

Conference and Presiding Elder levels.  

Section 2. Officers shall be elected from among the young adults who make up the council at their first 

meeting following the Annual Conference. The pastor shall conduct the elections.  

Section 3. No person under the age of twenty-six shall be eligible to run for office.  

Section 4. Officers shall be elected for a period of one year. 

ARTICLE IV — MEETINGS 

Section 1. The local RAYAC shall meet quarterly to plan, organize, and evaluate youths work in the church. 

Goals and objectives shall also be set at its meetings.  

Section 2. Other meetings as necessary may be called by the President.  

ARTICLE V — DUTIES OF OFFICERS 

Section 1. The duties of all officers in the local church shall correspond with their counterparts on the 

Connectional, Episcopal, and Conference levels. 

Section 2. The President shall be a member of the Official Board. 

ARTICLE VI — COMMITTEES 

Committees in the local RAYAC shall be appointed by the President and have the same function and 

responsibility as those on the Connectional, Episcopal, Conference and Presiding Elder levels. 

ARTICLE VII 

The local director of Christian Education shall be the advisor to the RAYAC. 
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8. ELECTION POLICY OF THE 19TH EPISCOPAL DISTRICT RICHARD ALLEN YOUNG ADULT COUNCIL  

 

 1. DEFINITION OF CONCEPTS   

  

Concepts in this documents are used in line with the Doctrine and Discipline of the A.M.E Church I(2012 

edition) and the Roberts Rule of Order (2011 Edition).    

 2.  SCOPE OF THE POLICY  

  

The Scope of the policy is the 19th Episcopal District RAYAC jurisdictions covering the 19th Episcopal 

District RAYAC, Annual Conferences RAYAC under the 19th Episcopal District, and Presiding Elders’ 

District under the Conferences in the 19th Episcopal Districts.   

 3.  POLICY OBJECTIVES   

  

The objectives of this policy are:  

 a. To regulate the nominations and elections of officer of RAYAC in the 19th Episcopal 

District.   

 4. POWERS, ROLES, DUTIES AND RESPONSIBILITIES TOWARDS ELECTION PROCESS OF RAYAC 

OFFICERS   

i. CONVENTION OF THE COUNCIL   

  

The Convention shall:   

a. Establish the Electoral College at the instruction of the Bishop assigned 

to the 19th Episcopal District or the 19th Episcopal Director of Youth 

Division of the Episcopal District Christian Education Congress appointed 

by the Bishop of the 19th Episcopal District  

b. Receive and consider the Credential Report from the Credentials 

Committee  

c. Approve the rules of the Electoral College  

d. Elect all officers of RAYAC in the 19th Episcopal District.   

e. Receive and consider the report of the Nomination Committee  

f. Approve the names of Elected officers for induction by the Bishop or a 

person appointed by the Bishop  
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ii. THE EXECUTIVE BOARD   

The Executive Board shall:   

a. Provide the Convention with all the necessary reports for the Convention 

including but not limited to the following reports:  

i. Executive Board Report  

ii. Audit Committee Report  

iii. Statement of Income and Expenditure iv.  Any other 

report required by the operational requirements of the 

Convention  

b. Convene a hand over meeting between the itself, a representative 

appointed by the Bishop preferably, the  

BoCE Director and the incoming Executive Board within 48 hours of the election of the new Executive 

Board   

c. Prepare a hand over report to the incoming Executive Committee within 48 

hours of the Election of the New  

Executive Board  

d. Develop a code of conduct for all qualifying candidates for elections and 

ensure that each candidate signs and adhere to the Code of Conduct. A copy 

of the Code of Conduct must form part of the Convention booklet  

/  Package  

e. Procure name tags and refer the same to the Credential Committee to 

distribute to qualifying convention delegates.   

iii. CREDENTIALS COMMITTEE  

The Credentials Committee shall:   

a. Be chaired by the Recording Secretary of RAYAC  

b. The Assistant Secretary of RAYAC must be the Secretary of the Committee  

c. The President must appoint not fewer than three (3) members but not 

more than five (5) members as additional members of this committee  

d. The Committee must send an invite to the Convention – atleast three 

months before the sitting of the Convention -  to all members of RAYAC, in 

the invitation, the Committee, must provide necessary information 

including:  

i.  Date of the Convention ii. 

 Opening and closing dates 

for registration iii.  Expected 

number of delegates / members 

which is one to every fifteen 

members  
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iv. Registration fee  

v. Other chargeable fees  

vi. Emphasise the need to bring credentials to the Convention 

or be submitted in advance and emphasise that all 

members without credentials will be regarded as visitors 

or observers to the Convention  

vii. Details on opening of nomination and closure of 

nominations as well as where members may send their 

letter of intent and nomination forms.   

e. Ensure that RAYAC members submit their copy of Identity Document or any 

other official document certifying age.   

f. Examine all returned credentials and notify members who have not fully 

complied with the credentials requirements and - where possibly - assist in 

ensuring that such is complied with.  

g. Compile a list of all members , officers, delegate who have complied with 

credential requirements and compile a list of those who have not comply 

with credential requirements and indicate the reasons for not complying  

h. Make arrangements for members, officers or delegates to register before 

the start of each session of the Convention, atleast an hour before the start 

of each session.  

i. Present the first report of the Credential Committee to the Convention 

before it can start its business. This report is debateable, if there are 

disputes, such disputes must be resolved but at this stage it must be voted 

for as a credential report. Subsequently, the Credential Report can provide 

supplementary reports when a need arises, however, before the last 

session of the Convention, the Credentials Committee must provide a final 

credential committee report for adoption. The final report shall be the 

report serving as the correct records of credentials for the Convention  

j. The Committee must prepare and certify to convention the list of officers 

and delegates registered.  

k. The Committee shall ensure the following at registration  

i. Submission by a members / officers intending to attend the 

convention, certifying if the member qualifies to attend  

ii. Verify credentials of the members or officers intending to 

attend  

iii. Registering  members upon receiving their registration 

fees and credentials and ensure that members sign an 

attendance register  

iv. Issuing a badge or anything that identify properly 

registered members as approved by the Executive Board.   
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v. Refer all funds received to the Treasurer of RAYAC  vi. 

 Resolve all other disputes emanating from credentials  

l. Advice the President at the start of the Convention, if quorum has been 

reached or not reached at the set date and time to start the convention  

m. Present a Credential report to form the Electoral College at the call of the 

Bishop or the Episcopal Director of the Youth Division of Christian 

Education.   

iv. NOMINATING COMMITTEE    

The Nominating Committee shall:  

a. Receive nominations from members of RAYAC using a prescribed 

nomination form not later than two weeks before the Convention of RAYAC   

b. Receive Letters of Intent from members of RAYAC intending to stand for 

positions not later than two weeks before the Convention of RAYAC  

c. Nominate members whom it deem fit to stand for a specific office of RAYAC  

d. Liaise with the Credentials Committee to ascertain if all nominated 

members have a valid credential and a proof of date of birth and have paid 

the prescribed registration fee  

e. Not bar or force a member to withdraw nomination or letter of intent but 

may lobby member on an advisory role to consider running for other vacant 

positions especially where more nominations are on other positions but not 

another.   

f. Publish - using a booklet and formal social media forums – the profiles of all 

candidates standing for elections and ensure that the information 

published is standard to all candidates     

g. Present nomination report to the Convention when required by the 

President   

h. Present final nomination report to the Electoral  

i. Prepare the Ballot paper in consultation with the Chief Electoral Officer  

v. PRESIDENT   

The President Shall:  

a. Appoint the nominating committee after consultation with the Executive 

Board   

b. Determine the open and close of nomination in consultation with the 

Executive Board but the closing date must not be later than two weeks 

before the Convention sits and the opening of nominations must not be 

more than three months before the convention sits.   
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c. Ensure that the programme of the Convention and Electoral College 

provide space for nominating Committee to report and provide a 

presentation on the profile of each candidate standing for office.   

d. Ensure that the Executive Board develop a nomination form, a blank of a 

letter of intent  

e. Ensure that the nominating Committee publish, circulate and present each 

profile of a candidate with the following minimum information  

i. Age of the Candidate   

ii. Academic qualifications of the Candidate  

iii. Work Experience of the Candidate  

iv. Year in which the Candidate joined RAYAC  

v. Number of RAYAC conventions the candidate has attended  

vi. Current positions held by the candidate in RAYAC, other organs of the 

A.M.E Church  

vii. vii. Previous positions held by the candidate in RAYAC, other organs of the 

A.M.E Church  

viii. viii. Current and previous positions held by the candidate in other 

organisations outside the A.M.E Church.  

ix.          Vision of the candidate for the position the candidate is standing for 

(not more than 75 words)  

 5. NOMINATION AND NOMINATING PROCESS  

 

The Nomination and nominating process shall be as follows:  

a. Each member wishing to nominate a member for a position, must fill in a prescribed 

nomination form prescribed by the Executive Board, ensure that the nominated member 

sign in acceptance of the nomination and send the nomination form to the Nominating 

Committee before the nominating period lapsed. The nominating Committee shall, in 

writing, acknowledge all nomination forms submitted. When a member is nominated 

using this process, need not to submit a letter of intent. The person nominating and 

nominated must have a valid credential and at the Convention must have paid the 

registration fee.  

b. Each member wishing to stand for a position must submit a letter of intent prescribed by 

the Executive Board to the nominating committee and the letter of intent must be signed 

by five members of RAYAC in support of the candidate. The candidate and the members 

who have supported must have a valid credential and at convention must have paid the 

registration fee.   

c. In both instances, the nominator, the candidate and the supporters of the candidate, may 

be absent from the Convention, but must all submit a letter of apology, credential and 

pay the registration fee as prescribed the Executive Board  
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d. The Nominating Committee must publish, circulate the nominated candidates and their 

profiles to the Convention at the call of the  

President but before the close of the 1st Business Session of the Convention  

e. Nominations may be made for the following positions:  

i. President   

ii. Vice president   

iii. Recording Secretary   

iv. Assistant Secretary   

v. Treasurer   

vi. Parliamentarian   

vii. Chaplain  

viii. Journalist ix.  Historian   

f. All nominated persons must be 26 years in the year of election and not older than 37 

years.   

 6. ELECTION ADMINISTRATION, ELECTION AND VOTE COUNTING AND ANNOUNCEMENT OF RESULTS  

 

a. The Bishop or Director of the Youth Division of the Episcopal District Christian Education shall 

be the Chief Electoral Officer and must appoint an Electoral College Secretary, minimum of 

two clerks and two observers. The secretary shall record the accurate minutes of the Electoral 

College and the clerks shall assist with the voting and counting of votes casted. The observers 

shall observe the election and counting process.   

b. For elections to take place atleast 50% plus one of the positions of Officers should have a 

nomination and one of the nominations should be the position of the President. If no 

nomination is made for the President, the Chief Electoral Officer must open the nomination 

of the President to the Electoral College until there is a nominated person.   

c. Before the final nomination report or the first ballot is cast, the Bishop or Director of the Youth 

Division of the Episcopal District Christian Education must ensure that the Executive Board is 

dissolved.  

d. Election of an officer of RAYAC shall be by a secret ballot and plurality majority shall determine 

the successful candidate   

e. During voting, the Chief Electoral officer must ensure that the secrecy of the votes of 

delegates is protected and ascertained and mechanisms should be put in place to ensure the 

secrecy of votes.   

f. Where a position is not contested, the Secretary of the Electoral College must cast a 

unanimous vote  

g. Where two candidates or more are standing for one position, voting must take place and each 

member of the Electoral College must be afforded time to vote. Once voting has started, no 

member of the electoral college may go out of the boundary or get out of the boundary 

without an expressed permission of the Chief Electoral Officer    
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h. Where a position remains unfilled because no candidate stood, the Chief Electoral Officer will 

announce that the Executive Board will fill the vacancies within 30 days.   

i. After the last ballot has been cast, counting of votes must start immediately in front of the 

Electoral College and observers. Counting of votes must follow this order:   

i. President   

ii. Vice president   

iii. Recording Secretary   

iv. Assistant Secretary   

v. Treasurer   

vi. Parliamentarian   

vii. Chaplain  

viii. Journalist  

ix. Historian   

j. Where there is a tier of votes, the Chief Electoral Officer may devise means agreed by the 

Electoral College to decide the successful candidate. This means may include a rumble, a coin 

toss or any other acceptable mean.   

k. Once all votes have been counted, the Chief Electoral College must announce the results and 

call the successful candidate to sit in a designated seat facing the Electoral College. All elected 

officials must be inaugurated within 24 hours of their elections.   

7. POLICY AMENDMENTS AND EFFECTIVE DATE  

 

The effective date of this policy must be determined by the President in consultation with the Executive 

Board and from therefore, all amendments to this policy shall be effected by the Convention.   
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INSTALLATION OF OFFICER PROCEDURE  

 

THE INSTALLATION OF OFFICERS:  

 
SALUTATION 

Dearly beloved, we come together now to confirm these persons who have been elected and appointed 

to serve as Officers in the 19th Episcopal District Richard Allen Young Adults Council of the African 

Methodist Episcopal Church. They have been chosen to give leadership to all of us in the Community of 

Faith. Through their guidance and direction, we shall move to fulfil the calling we have in Christ Jesus. We 

give thanks for the gifts and graces they offer. Hear now our prayers for them, and ourselves, that together 

we may be faithful in our devotion and service to the end that Your name shall be known and praised. 

 
THE INVOCATION 

Minister :Almighty God, who has given us grace at this time with one accord to make our common 

supplications unto Thee and do promise that when the two or three are gathered in thy name, thou will 

grant their request; fulfill now , O Lord, the desires and petitions of thy servants, as may be most expedient 

of them; granting us in this world knowledge of thy truth, and in the world to come, everlasting life. Amen.     

 
THE ACT OF INSTALATION 

THE CALL 

Those persons, who have been duly elected or appointed to leadership positions in the 19th Episcopal 

District RAYAC, please stand. 

 
THE CHARGE 

It is recorded in the Acts of the Apostles that when the early church grew and increased in number, and 

the duties of the church increased and become diversified, the church called its members together and 

chose persons of good character, full of the Spirit of God, and blessed with wisdom and leadership ability, 

to assists the various ministries of the church. 

 
Leaders thus chosen, were set before the Apostle, who laid hands upon them, praying for them and their 

duties, thus setting them apart in the presence of all assembled in the place of worship, and consecrating 

them to the duties of their respective office. 

 

In like manner of the church, having first sought the guidance of the Holy Spirit, has chosen each of you 

to fill a position of leadership and responsibility in sharing the various ministries of this church for the 

coming two years. 
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THE QUESTIONS 

Minister : My brothers and Sisters, in order that all may know your readiness and commitment to serve 

as leaders of this congregation, do you here and now publicly declare your determination to be faithful to 

the duties  of this Officers for which you have been set apart  

Officer: I do declare it, with the help of God. 

Minister : Will you cheerfully give your time, energy, talent, Means, and goods to support the mission, 

ministry, and work of these congregations? Will you be re-open minded and optimistic in your planning; 

patient in time trail; diligent in the face of difficulty; and above all Christ-like in our daily work and witness? 

Officer: I will, the Lord being my example and inspiration. 

Minister : By example and precept will your nurture genuine Christian fellowship among all our members 

and promote the extension of Christ’s Kingdom in your own life; the life of our Church; the life of our 

nation; and in all the world? 

Officer : With God’s help I will endeavour to do so. 

 
THE DECLARATION OF INSTALLATION 

The congregation now stands with the Officers facing the congregation 

 
Minister : Dearly beloved, you have heard the Declaration and Pledge of these Brothers and Sisters who 

as Office bearers in our congregation will serve as our leaders during the next two years. What say you to 

these things? 

People : We rejoice to recognize you as our leaders in the work we share as members together in this 

component. We will look to you for inspiration and guidance in those things which will enable us to be 

faithful members of the Body of Christ and of the Richard Allen Young Adult Council of the African 

Methodist Episcopal Church. 

The Officer now facing the Minister 

Minister : Having duly received by your Brothers and Sisters of this congregation, I do hereby declare that 

you are officially installed. 

 
THE HYMN OF COVENANT 
During the singing of this hymn, the congregation may share in the fellowship while the “Covenant hymn 

is sung” 

 

THE PRAYER 
Direct us, O Lord, in all our doings, with thy most gracious favour and further us with their continual help; 

that in all our work begun, continue and ended in Thee, we may glorify thy holy name, and finally, by thy 

mercy, obtain everlasting life, through Jesus Christ our Lord, Amen. 
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FINANCIAL POLICY GOVERNING THE 19TH EPISCOPAL DISTRICT RICHARD ALLEN YOUNG ADULT COUNCIL 
 

1. DEFINITION OF CONCEPTS 
 
Audit Committee A committee appointed by the President in consultation with the Executive Board to 
Audit the Executive Board in line with this policy and other acceptable general standard of auditing 
Budget and Finance Committee The standing Committee on budget and finance appointed by the 
President in line with the RAYAC bylaws and constitution Disbursement meeting The meeting between 
the bank signatories of the Council and the delegation from the hosting church or institution dealing 
with disbursement of funds. 
 
Financial year the first day after the closing of the Convention of RAYAC to the last day of the next 
Convention of RAYAC Irregular expenditure: Expenditure incurred in bridge of this policy and other 
acceptable procurement policies 
 
President: The person elected to head RAYAC in line with the Constitutions and Bylaws of RAYAC 
Treasurer: The persons elected Treasurer in line with the Constitution and bylaws of RAYAC 
Unauthorized Expenditure incurred outside the voted funds of the Council by the Planning session 
Fruitless & Wasteful Expenditure incurred by the Council which was in vain and could have been avoided 
 
2. SCOPE OF THE POLICY 
 
The Scope of the policy is the 19th Episcopal District RAYAC jurisdictions covering the 19th Episcopal 
District RAYAC, Annual Conferences RAYAC under the 19th Episcopal District, and Presiding Elders’ 
District under the Conferences in the 19th Episcopal Districts. 
 
3. POLICY OBJECTIVES 
 
The objectives of this policy are: 
a. To regulate the financial governance and administration of the Council 
4. POWERS, ROLES, DUTIES AND RESPONSIBILITIES TOWARDS FINANCIAL GOVERNANCE AND 
MANAGEMENT 
 

i.  
CONVENTION OF THE COUNCIL 
The Convention shall: 

a. Hold the Executive Board Accountable regarding the application of this policy, the Executive Board 
shall be held accountable both jointly or severally. 
b. Exercise executive board oversight over the management of financial resources and assets of the 
Council 
c. Consider the regularisation of irregular expenditure, condonation of unauthorised expenditure and 
recoup or write off all wasteful and fruitless expenditure 
d. Receive and consider for adoption both the Income and Expenditure report, Assets Register and Audit 
Committee Report 
e. Institute parliamentary enquiry and an investigation over financial and assets mismanagement when 
deemed necessary 
f. Approve and ratify budget virements, re-prioritisation of not more than 5% of the projected income an  
expenditure by the Executive Board 
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ii.  
PLANNING MEETING OF THE COUNCIL 
The Planning Committee shall: 

a. Approve the objectives and goals of the Executive Board 
b. Approve the programme of action presented by the Executive Board 
c. Approve the projected income and expenditure presented by the Executive Board 
d. Ensure that the budget presented applied both or one of the incrementally budgeting, performance 
budgeting and Cost based budgeting 
e. Ensure that no programme is approved without an appropriate allocated funds and each budget item 
shall be voted individually 
 
 

iii.  
THE EXECUTIVE BOARD 
The Executive Board shall: 

a. Identify term-based spending priorities 
b. Management and safeguarding of all financial resources and assets of the Council 
c. Monitor the implementation of the approved Budget 
d. Exercise oversight responsibility over the Finances of the Council 
e. Investigate and take corrective steps if there are deviations in revenue collection and spending 
f. Approve the re-allocation of all unspent income on the basis of 

i.  

new emerging priorities, unforeseeable economic and financial event affecting the 
projected income and expenditure 
Unforeseeable and unavoidable expenditure recommended by more than 2/3 
members of the Executive Board 
Use of funds under emergency which must be ratified by the Board within 72 hours 
of incurring the expenditure 

ii.   

iii.   

g. Approve deviation of funds approved by the Planning Meeting but such deviations shall not be more 
than 5% of the allocated budget item. 
h. Promote and enforce financial transparency, accountability and effective management of all revenue 
and assets of the Council by monthly, quarterly, half yearly and annual income and expenditure report 
and assets register. 
i. Open a bank account with a bank registered in South Africa and any change of a bank must be 
approved by the Convention of the Council 
j. Ensure that not more than R5 000 is spent between the Convention and the Planning meeting of the 
Council 
k. Publish and circulate financial statement and assets register with the invitation letter to the 
Convention. 
l. Ensure that for any procurement taking place in the Council, advertisements to members for 14 days 
shall be undertaken and atleast three quotations must be presented to the Board and the Board shall 
consider all the quotations received. Should the Council fail to receive quotations, the Executive Board 
may headhunt service providers and preference should be given to RAYAC and AME Church members 
m. Must approve all payment made to the Church and its organs by the Council 
n. Must take effective and appropriate steps against members who have incurred irregular expenditure, 
fruitless and wasteful expenditure and loss funds of the Council 
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o. Ensure that no funds are distributed without the approval of the Board and minutes of the 
disbursement meeting must be accurately captured and filed appropriately and a copy be submitted to 
Audit Committee. 
p. Prepare an Annual Report of the Council to the Convention. The Annual Report shall contain the 
following basic information: 
a. Performance on Pre-determined objectives 
b. Performance Report on the Program of Action 
c. Income and Expenditure Report 
d. Audit Committee report 
e. Report on investigations and cases concluded. 
 

iv.  
PROGRAM PLANNING STANDING COMMITTEE 
The program planning standing committee shall: 

a. Prepare and present the objectives and programme of Action of each office after consultation with 
the Executive Board 
b. Upon approval by the Executive Board, present the objectives and programme of Action of the 
Council to the Planning meeting of the Council 
c. Regularly report (Monthly, quarterly, half-yearly and annually) to the Executive Board on the 
implementation of the objectives and programme of Action of the Council, the same report shall be 
forwarded to the Audit Committee 
 

v.  
BUDGET AND FINANCE STANDING COMMITTEE 
The budget and finance standing committee shall: 

a. Provide preliminary recommendation on the projected income and expenditure to the Executive 
Board atleast four weeks before the planning meeting of the Council 
b. Prepare detailed portfolio projected budget and expenditure after consultation the Executive Board 
both severally and jointly. 
c. Solicit views from all Treasurers & Budget & Finance Committee of Conferences on the projected 
Budget and Expenditure before presenting to the Executive Board. All the inputs of the Conferences 
must be reported to the Executive Board with the projected income and expenditure. 
d. Align the budget with approved objectives and plan of action 
e. Consider and recommend all budget reprioritisations to the Executive Board for approval 
f. Present an expenditure month – to – month cashflow projections. 
g. Coordinate and promote financial and fiscal relationship between the Episcopal District and the 
Conferences under its jurisdiction. 
h. Manage and Coordinate the budget preparation processes. 
i. Exercise control over the implementation of the budget of the council including adjustments made by 
the Executive Board 
 
vi. EVALUATION STANDING COMMITTEE 
 
a. The Evaluation Committee Shall: 
b. Evaluate the economic, efficiency and effectiveness of the programme of Action undertaken by the 
Executive Board 
c. Present an evaluation report on each programme of the Executive Board to the Members of the 
Council for adoption and send the same to both the Executive Board and the Audit Committee. 
d. Serve and the risk committee of the Executive Board providing a risk report to the same Executive 
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Board two weeks before an activity or event of the Executive Board 
e. Present an annual evaluation and risk report to the Convention of the Council 
 
vii. AUDIT COMMITTEE 
 
The Audit Committee shall 
a. Shall prepare a risk based audit plan and internal audit programme for the term of office 
b. Develop an Audit Charter in consultation with the Executive Board 
c. Quarterly report to the Executive Board on the following matters: 
i. Internal Audit and Controls 

ii.  
iii.  
iv.  

Accounting procedures and practices 
Risk and risk management 
Loss control and compliance with this policy 

d.  
Audit the Executive Board and Provide an Audit Report to the Convention of the Council. The 
Audit report shall 
cover – but – not limited, to the following: 

i. Conformity with this policy 

ii.  
iii.  
iv.  
v.  

Appropriateness of internal control systems 
Economy, efficiency and effectiveness of resource utilisation 
Performance management 
Implementation of Convention resolutions and recommendations of other strategic 
committees 
Financial performance 
Assets register. 

vi.  
vii.  

 

 

viii.  
SIGNATORIES 
The Signatories shall: 

a. Bank all funds received within 48 hours 
b. Provide a monthly bank statement to the Executive Board and the Audit Committee 
c. Ensure that no money is withdrawn or transferred without minutes and written instruction by the 
President 
d. Purchase a receipt book and give it to the Treasurer 
e. Hold the disbursement meeting with the hosting Church or institution. The Recording Secretary must 
write accurate minutes of the Disbursement meeting in the minute book of the Council and circulate a 
copy of the minutes to the Executive Board within 72 hours of the meeting. The minutes must be co-
signed with the pastor of the hosting church or a delegated person by the pastor. 

ix.  
PRESIDENT 
The President Shall: 

a. Each time justify and approve each expenditure to be incurred and instruct the Treasurer of the 
expenditure to be incurred to release appropriated funds after consultation with the Executive Board. 
b. Ensure that officers do not overspend their budget and do not incur under spending of more than 
10% of their portfolio allocations. 
c. Ensure that the Treasurer provide monthly, quarterly and annual reports to the Executive Board and 



19TH EPISCOPAL DISTRICT – RICHARD ALLEN YOUNG ADULT COUNCIL  

Governance & Compliance Handbook                                                Classification: Internal RAYAC Document                  
   

P
ag

e4
7

 

  

the Convention 
d. Prevent and investigate all irregular, wasteful & fruitless and unauthorised expenditure 
e. Report to the Audit Committee all risks identified, irregular expenditure incurred, wasteful & fruitless 
expenditure incurred and unauthorised expenditure incurred within 48 hours of discovering them 
f. Must exercise oversight responsibility over all financial transactions and assets of the Council 
g. Appoint a minimum of five members to the Audit Committee in consultation with the Executive 
Board. The members to be appointed must have qualifications in finance, auditing, public 
administration, economics and any other qualification deemed necessary by the Executive Board 
h. Ensure a proper income and expenditure report and assets register is presented to the Convention of 
the Council 
i. Ensure that all reports needing the attention of the board are circulated and discussed by the Board in 
line with this policy 
j. Ensure that the Recording Secretary has a minute book, treasurer has a receipt book and a book of 
recording all Council’s financial transactions particularly offerings. 
k. Ensure that after each event and meeting of the Council, the Treasurer present the income and 
expenditure report for that event to be adopted by the members of that gathering. 
l. Preferably, the President shall not be a bank signatory of the Council to ensure effective financial 
oversight over the bank signatory of the Council. 
m. Shall appoint a minimum of three bank signatories and ensure that the Treasurer is a Principal 
signatory. 
n. Appoint a minimum of three members to serve in the following Committees in accordance to this 
policy and the bylaws of the Council: 

i.  
ii.  
iii.  
iv.  

Program Planning Committee to be chaired by the Chair of program planning 
Budget and Finance Committee to be chaired by the Chair of Budget and Finance 
Evaluation Committee to be chaired by the Chair of Evaluation Standing Committee 
Audit Committee to be chaired by a Graduate in either Financial Accounting or 
Auditing. 

 

x.  
TREASURER 
The Treasurer shall: 

a. Be the principal bank signatory 
b. Make funds available for a specific purpose at a particular time as instructed by the President in 
writing. 
c. Ensure that no officer spends funds which were not voted for and approved by the Planning Meeting 
unless deviated by the Executive Board in compliance with this policy 
d. Maximise the collection of all revenues from all revenue sources 
e. Report immediately upon discovery all irregular, unauthorised, fruitless & wasteful expenditures 
incurred to the Executive Board and the Audit Committee 
f. Bank all revenue received within 48 hours of collection and circulate the deposit slip to the Executive 
Board 
g. Present an income and expenditure report at the end of each Council event and immediately submit 
the same to the Audit Committee of the Council, distribute the same to all Treasurers of the 
Conferences who must in turn publish the same to their constituencies 
h. Prepare a consolidated statement of Income and Expenditure to the Executive Board five weeks 
before the Convention to allow the Audit Committee to conduct its Audit. 
i. Prepare and continuously update Assets Register of the Council and present the same to the Executive 
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Board on a monthly basis and present a full assets register to the Convention of the Council 
j. On the quarterly basis, submit a quarterly Income and Expenditure report and full assets register to 
the 
k. Take effective and appropriate steps and measures to collect all incomes due to the Council 
l. Prevent unauthorised, irregular, and wasteful expenditure 
m. Manage available money efficiently and economically 
n. Must keep full and proper records of the financial affairs of the Council and present the same when 
required 

xi.  
RECORDING SECRETARY 
The Recording Secretary shall: 

a. Take accurate minutes of all Executive Board meetings and distribute the same to all members within 
72 hours 
b. Take accurate minutes of all disbursement meetings of the signatories and the hosting Church or 
institution 
 
5. BUDGET AND BUDGETING PROCESS 
 
The budget and budgeting process shall be as follows: 
a. The Budget and Finance Standing Committee shall be custodian of the budgeting process 
b. Each officer elected must submit a portfolio plan of action to the Chairperson of Program Planning 
Standing Committee for consolidation to the Executive Board 
c. The Executive Board shall identify its broad objectives and programme of action with spending 
priorities 
d. The Program planning Standing Committee shall submit its plans to the Budget and Finance 
Committee for costing. 
e. The budget and planning Committee shall apply a performance based budget, activity based costing 
budgeting and incremental budgeting 
f. After consolidating the income and expenditure projection, the Budget and Finance Standing 
Committee must circulate it to all budget and finance standing committee chairpersons and treasurers 
of conference for their inputs. All inputs from the Conference must be reported to the Executive Board 
when the final projections are presented to the Executive Board. 
g. The Executive Board must consolidate its projected income and expenditure for presentation to the 
Planning Meeting. 
h. The projected Budget must be widely published for members to know it. 
i. The adopted programme of action and budget must be submitted to the Audit Committee within 72 
hours of its adoption by the planning session. 
j. The Budgeting Process of the Executive Board must avoid over-burdening active members of the 
Council such as: 
i. Projected Offering per conference 

ii.  Projected number of attendees per conference 

k.  
Appropriate measures by the Executive Board must be taken to avoid production 
and procurement of more package goodies than 
expected delegates or attendees. 

 

6
.  

EXPENDITURE MANAGEMENT 
The expenditure management shall be: 
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a. The treasure after consultation with the Budget and Finance Standing Committee must prepare a 
monthly expenditure cash flow projections 
b. The President must ensure that internal procedures and internal control measures are in place for 
payments approval and processing 
c. An officer of the Executive board may not spend or commit funds of the Council without the approval 
of the Executive Board 
d. Before approving expenditure or incurring a commitment to spend, the President must ensure that 
such expenditure has been budgeted and approved by the planning meeting and is in line with this 
policy 
e. The President should exercise all reasonable care that the budget is spent as per this policy 
f. When an officer discover any of the unwanted expenditures, must immediately report to the 
Executive Board for the president to institute an immediate investigation 
g. Expenditure must be incurred only in accordance with the purpose approved by the planning session 
h. Reasonable care must be exercised to prevent and detect unauthorised, irregular, fruitless and 
wasteful expenditure: if these are discovered must be immediately reported to the President, Executive 
Board and the Audit Committee 
i. Expenditure management must be directed at achieving economy, effectiveness and efficiency 
j. The Budget and Finance Committee must on a monthly basis provide variance analysis to the 
Executive Board 
k. The Executive Board may approve virements not more than 5% of the item budget 
l. All material sold by the Executive Board must be based on cash before an order to avoid unnecessary 
expenditure incurred by the Board 
 
7. ASSETS MANAGEMENT 
 
The Assets Management shall be as follows: 
a. The treasurer must – on a monthly basis, update the assets register of the Council and present the 
same to the Executive Board 
b. The President must take full responsibility and ensure proper control system exists for assets and 
ensure that: 
i. Preventive mechanisms are in place to eliminate theft, losses, wastages and misuse 
ii. An updates assets register is developed monthly 
c. Disposable, written off and selling of Council assets must be approved by the Convention before 
affected. 
d. The Audit Committee must always verify the Assets of the Council as reflected in the Assets Register 
 
8. SUBSISTENCE ALLOWANCES & CLAIMS 
 
a. The Planning Session must approve travelling and sleep out allowances for the executive Board. 
b. No member may claim sleep out and travelling allowance when travelling within their own Presiding 
Elders District or within 75KM radius. 
c. The planning session must approve airtime allowance and travelling allowance of the Council. 
d. Subsistence allowances and claims must not exceed 35% of the total budget of the Council. 
e. The following allowances must be budgeted for: 
i. Executive Board member attending the DGC 

ii.  
Executive Board Member attending Episcopal Meetings called by the Bishop or Director of 
Board of Christian Education 
Executive Board member attending Annual Conferences except their own Conference 
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Executive Member invited to make a presentation on behalf of RAYAC. 
Executive Board members attending a Board Meeting of the Council as convened by the 
President: The Council must refund 100% of all tollgate fees incurred by Executive Board 
members when attending any of the 
above from (i) to (v). 

f. Accommodation cost for a member of the Executive Board must not exceed R450 per night and must 

not be more than two nights. 

 
9. FINANCIAL REPORTING 
 

The following report shall constitute the financial reporting of the Council: 

a. The signatories must distribute a monthly banking statement to the Executive Board and Audit 

Committee 

b. The Treasurer must provide monthly, quarterly, half-yearly and annual Statement of Income and 

Expenditure to the Executive Board 

c. The Treasurer must provide a monthly update of the Assets Register of the Council 

d. The treasure must provide an event based statement of income an expenditure on the last day of the 

event for approval by either delegates or attendees. 

e. The recording secretary must distribute minutes of the disbursement meeting with the hosting church 

or institution within 72 hours. 

f. The Audit Committee shall provide an audit report to the Convention of the Council 

 
10. AUDITING 
 
a. The statement of income and expenditure of the council and the assets register of the council must be 
audited annually by the audit committee 
b. The treasurer must submit the statement of income and expenditure and the assets register to the 
Audit Committee on an agreed date with the Audit Committee which must atleast be five weeks before 
the Convention. 
 

11. FINANCIAL MISCONDUCT AND JUDICIAL ADMINISTRATION 

 
All members who have committed a financial misconduct or alleged to be inefficient must be charged 
and disciplined in line with the A.M.E judicial administration administered by the Director of the Board 
of Christian Education 
 

12. POLICY AMENDMENTS AND EFFECTIVE DATE 

 

The effective date of this policy must be determined by the President in consultation with the Executive 

Board and from therefore, all amendments to this policy shall be effected by the Convention. 

 



19TH EPISCOPAL DISTRICT – RICHARD ALLEN YOUNG ADULT COUNCIL  

Governance & Compliance Handbook                                                Classification: Internal RAYAC Document                  
   

P
ag

e5
1

 

  

PROPOSED RULES GOVERNING THE EXECUTIVE BOARD MEETING OF 19TH EPISCOPAL DISTRICT 

RICHARD ALLEN YOUNG ADULT COUNCIL 

 

RULE 1: CALL, TIME AND DURATION OF THE MEETING  

The Meeting of the 19th Episcopal District RAYAC shall be called by the President. The President shall 

determine the time and duration of the meeting, but shall not be less than an hour or more than twelve 

hours consecutively. The president shall, at her discretion call for intervals and body stretch breaks not 

less than five minutes and not more than 15 minutes. The President, at her discretion, shall call for a meal 

break not less than thirty minutes and not more than an hour.    

RULE 2: PRE-QUORUM BUSINESS OF THE MEETING 

(a) The quorum of the of the Executive Board Meeting of the 19th Episcopal District RAYAC shall be 50% 

plus 1 of all elected and appointed officer bearers and Chairpersons of Standing Committees. However,  

i. When quorum is not met, the President must suspend proceeding for an hour (1) and see if in an hours’ 

time the Quorum cannot be reached.  

ii. If after an hour, still there is no quorum, the President must declare a new quorum of 30%. If that quorum 

is not met, the President must suspend proceeding for an hour (1) to see if the new quorum cannot be met. 

If a quorum is met, the meeting proceeds but cannot: 

a. Conduct Elections or amend policies of RAYAC in the jurisdiction 

b. Cannot fill vacancies that exist in the Executive Board 

c. Cannot effect changes in the elected leadership 

d. Approve budgets and new plan of actions 

iii. If the 30% quorum is not met after an hour, the President must adjourn the meeting sine die.  

(b) Members who occupy more than one position in the Executive Board shall be answerable for all the 

positions the members occupy and answer the roll call in each of the positions.  

( c) Members who are not present at the meeting must submit a written apologies, however, members 

who - because of unforeseen circumstances, will be late must forward their apology through an SMS to 

the President and Recording Secretary or a What’s App message on the Executive Board What’s APP 

group. 

RULE 3: IMMEDIATE BUSINESS AFTER THE ATTENDANCE REGISTER HAS BEEN APPROVED AND THE 

QUORUM HAS BEEN ASCERTAIN 

The immediate business after the quorum has been ascertain, shall be the  

(a) Considerations of the Rules of the Executive Board Meeting of the 19th Episcopal District RAYAC. 

(b) Considerations of the Agenda of the Executive Board Meetings of the 19th Episcopal District    RAYAC. 

The Agenda shall be presented by the Recording Secretary. 

                                           RULE 4: EXECUTIVE BOARD MEETING BOUNDRY 

The President in consultation with the Recording Secretary shall determine the boundary of the 

Executive Board Meeting.  
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RULE 5: ORDER OF THE DAY 

The Order of the day shall be the order as outlined in the adopted Agenda. The programme shall serve 

as the order paper and upon completion of one order the president or presiding officer shall summarise 

the discussions and decisions taken and so clearly state and introduce the next order.  

RULE 6: SPEAKING TIME AND SPEAKING COURTESY 

The President or presiding Officer must preside over the Executive Board Meeting in an impartial, fair 

and just manner recognising delegates in a fair and just manner.  Recognised Speakers shall not speak 

more than five minutes and more than thrice in the same subject. No discussion must continue more 

than 30 minutes (Excluding questions and answers and procedural points), unless extended by the Board 

itself by a 2/3 majority vote of all present members of the Board. No person must interrupt a speaker 

through talking or rising of hands while a speaker is on the platform unless when a procedural point is 

raised.  

To this effect, a time keeper must be appointed and announced by the President or Presiding Officer 

once this rule has been adopted to enforce rule 6. 

Only Episcopal Officers, and Members of the Board of Christian Education delegates to the Executive 

Board meetings shall be allowed to speak and deliberate in the business of the Executive Board Meeting. 

RULE 7: MOTIONS 

The Executive Board meeting shall consider all motions properly raised in the meeting in accordance to 

the Robert’s Rules of Order.  

RULE 8: INTERJECTIONS 

Notwithstanding Rule 6, a speaker can be interjected while speaking on procedural points. Point of 

Order and Questions of Privilege shall be the only points of interjections. Once either of these 

interjections has been raised, business shall be suspended until they are settled.  The president or 

presiding officer must rule on all interjections and so pronounce the ruling.  Noting that a “point of 

order “involves suspending the business of plenary because of: 

I. Contravention of a Rule 

II. Gross misconduct of a member 

III. The use of foul language and unconventional language 

IV. Deliberately lying and misleading the meeting 

V. Disrespect, disregard and undermining the authority of  leadership 

Whereas a “point of privilege” involves the suspending of the business of the meeting because of: 

i. Circumstances that put under threat the lives and wellbeing of the participants in the meeting. 

ii. To indicate the absence of a quorum of the meeting when a decision is about to be taken 
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iii. To request further information and deliberation before a decision is made because information and 

discussions could not help in taking a decision. 

iv. When a member request a division 

In addition, the President or Presiding Officer shall recognise and entertain any unreadiness, 

amendments, questions when properly presented to the floor.  

RULE 9: RESOLUTIONS 

a) Resolutions offered by an individual member shall be in writing, signed by the maker of the 

resolution and the seconder, each of whom shall be a member of the Executive Board. Such 

resolution shall be sent direct to the recording secretary. 

b) The Recording Secretary working with the Assistant Secretary and / or Corresponding Secretary 

shall present all decisions and resolutions taken by the Executive Board Meetings.  

c) All decisions and resolutions of the meeting must be circulated to all Board members in writing 

within 15 days after the sitting of the meeting.  

                                                RULE 10: CONDUCT OF EXECUTIVE BOARD MEMBERS 

i. Every member desiring to speak must stand while addressing the President or presiding officer, unless 

he or she is unable to do so due to his or her disability or ill health. 

ii. Each member must bow to the president when entering or leaving the Executive Board meeting 

boundary. This shall help to detect when quorum is about to be not met due to moving in and out of 

members of the meeting.  

iii. A member may not pass in between a speaking member and the presiding officer.  

iv. Members may not bring food to the meeting boundary during business sessions.  

v. Officers of Board must be called by their Office, e.g. President, during all business sessions 

vi. Members may not read for leisure or for purposes outside of the Executive Board Meeting any 

newspapers or any other reading material during the Business of the Board Meeting.  

vii. Members, Observers and Officers may not converse with each other during business sessions unless 

through a dully authorised and announced directive of the President or Presiding Officer 

viii. During Business session of the board meeting, visitors and observers are barred from interacting with 

members within the Meeting Boundary.  

ix. Members may not bring or circulate any article, object or exhibit in the meeting boundary without 

prior approval of the President or presiding Officer.  

x. A member may not anticipate the discussion of a matter appearing on the agenda or programme of 

the Board Meeting. 

xi. Members may not use foul or offensive language or deliberately make false statements or use 

languages that undertone racism, sexism, ethnic discrimination, xenophobic and all other 

discriminations as prohibited by the Constitution of South Africa and other conventional rules and 

international laws  

RULE 11: CONDUCT AND BEHAVIOUR OF THE PRESIDENT AND / OR PRESIDING OFFICER 
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I. The Elected president of the RAYAC shall be the President of the Executive Board Meeting. When 

the President is not able to preside for one or another reason, the Vice President shall become 

the Presiding Officer. When both the President and the Vice President are unable to preside over 

the meeting, the Director of the Board of Christian Education must facilitate for an election of a 

presiding officer for the session. And once one of the President or Vice president become available 

to preside, the elected presiding officer is immediately stripped of the powers of the Presiding 

Officer. 

II. When the President or Presiding Officer, during a business session or debate stand up on his or 

her feet in the presidium, all persons speaking must stop, all persons standing must seat and 

everybody must take up their seats.  

III. When the President or Presiding officer raises during a debate, any member speaking or offering 

to speak must resume his or her seat and the President or Presiding Officer must be heard without 

interruption, however, when Presiding Officers speak under this rule must not speak more than 

five (5) minutes. 

IV. In an event of grave disorder at the Executive Board Meeting, the president or presiding officer 

may suspend business session. However, the suspension of business session under this rule, must 

not be less than ten (10) minutes and not more than thirty (30) minutes. 

 

                                                         RULE 11: PROTOCOL  

The protocol to be observed in the meeting shall be: 

President and the Board Members.  

 

 
 

 

 

ONE RAYAC – ONE CHURCH – ONE GOD 
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