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Overview 

Our mission 

Congregation Beth Torah is a welcoming, Conservative synagogue community. We inspire the lifelong Jewish journeys of individuals and families by promoting active participation in Jewish life and learning. 

Achieving Our Mission

Beth Torah is first and foremost a religious and spiritual community. It is also a business in the sense that it must deal with the practical realities of the physical world. 

The Constitution is the document that specifies the framework around which the synagogue operates. It is composed of 16 Articles that define our operational organization and the key business processes we use to manage it. This document is how we strive to achieve this mission within the context of our constitution. In many areas this document specifies our recommended best practices that complement but are not required by our constitution. 

The operation of Congregation Beth Torah is a complex task of coordination and communication. Our inherent strength yet key sensitivity is the diversity of personal strengths and experiences that our lay leadership provides. To ensure the proper respect of the time and emotional commitment made by our lay leadership the following is an outline of the key responsibilities and expectations from each member of the board, Executive committee, and committee chair.

This document is a work in progress all input and corrections are appreciated. 

The Schedule 

The schedule for Congregation Beth Torah is driven by the Jewish ritual calendar and as a result the fiscal, resource and volunteer scheduling will revolve around that calendar. 

Ritual Calendar 

Rabbi Raskin has overall responsibility for the content and character of our religious practices. 

Holidays requiring special planning 

The following list contains the comprehensive list of ritual days that must be accounted for due to their importance and have appropriate resources scheduled. Consistent with Jewish law and calendaring each of these holidays actually begin at sunset. 

	Rosh Hashanah
	Yom Kippur
	Sukkot 

	Passover 
	Shavuot 
	Simchat Torah

	Hanukkah 
	Purim 
	Tisha B'Av 


Holidays not requiring special planning 

The following list contains the comprehensive list of ritual days that, as they occur do not require resource planning other than minor ritual changes in the liturgy of that specific day. Due consideration should be given to the content and character of all of these holidays before scheduling meetings, events, or programs for those dates. Also, please check the community calendar at the Jewish Federation in order not to conflict with community celebrations or commemorations. 

	Rosh Hodesh(s) 
	Yom Ha'atzmaut
	Yom Ha'Shoah

	Lag B'Omer 
	Tu B'Shevat 
	Yom Yerushalayim

	Hoshana Rabba 
	
	


Operations 

Beth Torah’s fiscal year is July 1 to June 30. In April of each year, the Board of Directors approves the Operations budget for the coming fiscal year. The budget is put together by a team led by the Financial Vice-President and Treasurer, with input from the various committee heads, officers, and the synagogue staff. Each committee, including Preschool and Learning Center, makes a proposed budget that includes both expenses and income. 

At appropriate times during the year, Preschool and Learning Center must also have their proposals for their tuition and fees for the coming year approved. These proposals are reviewed against information from other organizations to be sure they are competitive within our local market. The same process of proposal and market review is used when setting the rates for synagogue dues and other fees 

Board Calendar 

The Board of Directors meets regularly each month, except during July, August, and December. The meetings are usually scheduled for the 4th Monday of each month with adjustments as appropriate to accommodate Jewish holidays and selected secular events. All regular Board meetings are open to Beth Torah members. 
January 

The Nominating Committee Chair who will be responsible for leading the effort to develop the slate of officers & board members for the next fiscal year is selected. The chair is nominated by the President and elected by the Board. The nominating committee is selected by the Chair, and consists of 5 members and two alternates, none of whom can be a current or nominated officer. Past president and officers not seeking re-election can serve as ex-officio advisors to the committee. 

February 

The budget planning process for next fiscal year begins this month. Guidelines from the Finance Committee and Executive Committee are provided to Committee chairs and professional staff. The preschool’s summer camp tuition and fee schedule is reviewed and approved by the board. 

The Nominating committee will solicit candidates from the Executive committee, the Board of Directors and key members of the congregation. They shall also advertise their formation to and solicit input from the congregation.

March 

Committee Chairs, Officers, and professional staff submit their budget proposals to the Finance Committee. If there are any employment contracts that need review and approval, they are usually brought to the board at this time. An update to the nominating process and budgeting process are reviewed. 

The first quarterly mortgage payment is due. 

April 

The nominating committee presents the slate of officers and five of the at-large board members to the Board. The budget for next fiscal year, including the dues structure and Learning Center tuition are reviewed for approval. 

May 

Committee chairs and officers meet to plan the calendar for the coming year. We also hold the annual Congregation Meeting where we receive the annual Rabbi’s report, and elect our officers and at-large board members. 

We also send out membership renewal packages to our members. 

Directory advertising for next year is initiated. all officers and director positions scheduled to expire on June 30th of that year. 
June 

This is the last month of our fiscal year. The board meeting is usually attended by the incoming and outgoing members of the board. The president-elect usually finalizes his or her committee chair appointments for approval by the executive committee and presentation to the board. Prior to summer recess, in June, the newly elected President shall meet with the newly elected Executive Board to appoint or reconfirm standing committee chairs for the coming year
Our second quarterly mortgage payment is due. 

July 

The first month of our fiscal year. We do not have a board meeting this month. 

August 

There is no required board meeting this month, but we typically hold one and also conduct an orientation retreat for the entire incoming board. Any unfilled committee chair positions are usually completed by the end of this month. 

September 

The annual Membership Campaign concludes after Yom Kippur (which may occur in October). The membership committee reviews the final membership numbers with the board, including new members and membership attrition. Rosh Hashana is when we install our officers and board members (as well as Men’s Club Sisterhood and USY officers) for the coming year. 

The third quarterly mortgage payment is due. 

October 

If appropriate, a revised current fiscal year budget based on the final membership numbers is reviewed for approval by the board. The Financial Vice President presents the results of the independent review of the prior fiscal year’s financial records as required by our constitution. 

November 

The preschool presents their proposal for the tuition and fee schedule for the next school year to the board for approval so this information can be included in January information packages. 

December 

The board does not meet in December. 

The fourth quarterly mortgage payment is due. 

Calendar Planning 

Beth Torah Calendar planning and coordination is documented in the Beth Torah Calendar planning process document. 

Organizational Structure 

The operational organization of Congregation Beth Torah consists of 

The Executive committee 

· President 

· Executive Vice President 

· Financial Vice President 

· Ritual Vice President 

· Education Vice President 

· Membership Vice President 

· Development Vice President 

· Treasurer 

· Secretary 

and

The Board of Directors

The Board of Directors is the central team that is responsible for the complete management of the affairs of the congregation. The Board is responsible for annual budget, for approving the schedule of dues, tuition, fees, and initial building fund commitments The Board of Directors consists of 

· Immediate-Past President 

The Presidents of these Auxiliary Organizations

· Men's Club 

· Sisterhood 

and 

The standing committees listed below. Each has only one vote regardless of the number of co-chairs. 

	Adult Education
	Publicity
	Strategic Planning
	Membership

	Ritual 
	Learning Center
	Youth
	Fundraising

	Facilities
	Preschool
	Holiday
	


The Board of Directors also has ten (10) voting members elected by the general membership. 

Other ad-hoc committees are formed, as the need arises but do not have voting privileges. Details including, but not limited to terms of office and qualifications for holding office are in the Congregation Beth Torah constitution. In all cases the Congregation Beth Torah constitution overrides the information in this document. 

The Board of Directors meets regularly each month, except during July, August, and December. The meetings are usually scheduled for the 4th Monday of each month with adjustments as appropriate to accommodate Jewish holidays and selected secular events. All regular Board meetings are open to Beth Torah members. 

General Board Member Responsibilities 

This listing is not intended to be a full listing nor as a set of mandatory requirements but should be taken as a guidelines for how and when members of the will be asked to participate in areas outside of their specific committee. 

Individual Board Members may only hold one voting position at a time with role of committee chair being preferred. At-Large positions will generally be a mix of new and highly experienced congregants.

· Maintain good financial standing with the congregation.

· Read and be familiar with CBT Constitution. 

· Attend Board Meetings. 

· Make a gift to the annual campaign. 

· Serve as a Shabbat morning greeter at least once a year. 

· Serve as greeter during the High Holidays 

· At large board members may be asked to chair an ad-hoc committee or be involved heavily in any committee that needs help.
· Inform the exec if willing to host a new member for a Shabbat Dinner in their home on the 2nd Shabbat of November and March 

· Inform the exec if willing to make non solicitation phone calls to the congregation 1 month before the High Holidays and starting 6 weeks after the high holidays. 

· Regular participation in the important gathering times and major events in the life of the synagogue and Learning Center. (e.g. Holiday celebrations and Consecration) 

· Personal conduct that reflects the values and commitments of Congregation Beth Torah as well as Conservative Judaism. 

Note that if any elected Board Member misses 3 meetings in a row, with the exception of health reasons, they may be asked to resign by the President. 
President 

The President is the chief executive officer of the Congregation, responsible for enforcing the Constitution, rules, regulations and policies promulgated by the Board of Directors and general membership. He/she presides over all meetings of the Congregation and of the Board of Directors and signs all agreements, contracts, deeds and other documents on behalf of the Congregation pursuant to appropriate resolutions or directions of the general membership or the Board of Directors. The President is an ex-officio member of all committees. 

Weekly Responsibilities 

Once per week the President will... 

Monthly Responsibilities 

At least once per month the President.. 

Sends the agenda of the upcoming executive committee meeting to the executive committee.

On the appropriate months sends the agenda of the upcoming board meeting to the Board. 

Executive Vice President 

The Executive Vice President assists the President in the administration of the synagogue facilities, strategic planning, and assist in program collaboration with the synagogue's auxiliaries. 

Weekly Responsibilities 

Once per week the Executive Vice President will... 

Monthly Responsibilities 

At least once per month the Executive Vice President.. 

Once Per Year

In consultation with the president the executive shall be responsible for plan the Board Retreat

Facilities Committee 

The mission statement of the facilities committee is.... 

Committee Specific Responsibilities 

· Coordinate with paid facilities employee (currently Tom Moon) to either perform or contract for maintenance, repairs, upgrades and replacements of components of the facility. 

· Compile budget each year by March for the following year, including desired maintenance, repairs, upgrades and replacements of components of the facility as well as paid staffing 

· Manage paid facilities employee (currently Tom Moon), including performing annual reviews, auditing outsource versus insource decisions, rolling out training requirements, periodically rebidding outsourced services/vendors and setting up facility for programs/events. 

Shabbat Responsibilities 

· Confirm paid facilities employee has set up sufficient seating/tables for Kiddush. 

· Confirm paid facilities employee has cleaned/prepared the facility, including floors, lighting, trash, outdoor walkway and sanctuary. 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Confirm paid facilities employee has set up sufficient seating/tables for event. 

· Confirm paid facilities employee has cleaned/prepared thefacility, including floors, lighting, trash, outdoor walkway and sanctuary. 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· (?) 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

· Compile budget each year by March for the following year, including desired maintenance, repairs, upgrades and replacements of components of the facility as well as paid staffing costs. 

· Approach Executive VP with any requests for non-budgeted expenditures or unplanned staffing changes. 

Men's Club 

The Beth Torah Men's Club defines their purpose in their Bylaws.

· To strengthen the involvement and participation of the members in the life of the congregation.

· To provide monthly meeting and programming opportunities for the members.

· To provide social and cultural activities among the members.

· To promote a more thorough knowledge, understanding and appreciation of Jewish life.

Committee Specific Responsibilities 

· (?)

Shabbat Responsibilities 

· Sanctuary Ushering (?) 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Sukkot Build and teardown 

· Yom HaShoah 24 hour Reading of the Names 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· Sanctuary Ushering 

· Coordination of Greeters 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are ... 

· (?) 

Sisterhood 

The mission statement of the Beth Torah Sisterhood is.... 

Committee Specific Responsibilities 

· Catering: Refreshments for Friday night services / Shabbat luncheons and maintain the kosher kitchen 

· Operate the L'Dor Va Dor Gift Shop 

· Provide programming for the Sisterhood membership and participate in functions with Men's Club and the Synagogue as needed

Sisterhood Brunch, 

Sisterhood Shabbat, 

MC / SH Breakfast

Blood Drives, 

Book Club, 

Ladies Who Lunch, 

Ma Jong groups, 

College Connection - 

packages to college students for holidays, 

Torah Fund Luncheon, Karen Leynor Mitzvah Day) 

· Participate in community wide programs 

Intrafaith Brunch, 

Miriam's Seder, 

Shalom Bayit - liason participates in the activities, 

Women's League for Conservative Judaism - national membership) 

· Fundraising 

Purim Baskets for Synagogue members 

other event - changes yearly 

catering profits 

gift shop profits 

Shabbat Responsibilities 

Sisterhood organizes the various and delicious “après-services” activities: 

· Catering for Friday night and Saturday lunch - Prepare, set up, and clean up - in conjunction with synagogue committees 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Flowers for bimah on Holidays 

· Mitzvah Menorah for community gift collection 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· Provide Hall Monitors for High Holiday Services 

· Break the Fast meal after Yom Kippur 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are ... 

· Sponsors the annual Torah Fund luncheon (to benefit the Jewish Theological Seminary) 

· Provide funds for food, kitchen supplies, paper products, and labor for the catering functions 

· Use proceeds from fundraising to give yearly donations to different organizations as board see fit 

Strategic planning 

The strategic planning committee serves as a focal point for the consideration of major long-term decisions and for making recommendations to the Board of Directors and Congregation. This is a standing committee.  The chairperson should select members who represent both long and short term association with the synagogue to provide the widest spectrum of experience and ideas.  Plans and/or programs reviewed by the committee should be recorded for future reference in the portfolio.

The Committee propose plans to the Board of Directors for an overall approach to the constantly changing environment of Congregation Beth Torah. It does this by identifying trends which could impact on our congregation in terms of size, service, community relations and personnel requirements. It also acts as a screening function for the President of ideas, suggestions and proposals which are brought to the Board.

Note that the following reviews would be helpful in establishing the long range planning goals:

1.
Review Annually the purpose(s) of Beth Torah as:

a religious institution

· religious/social institution

civic organization

2.
Review the longer range criteria including:

geographical area we will serve

· religious needs we will serve

· trends in Jewish population in our geographical area

· size and form of administrative organization

· needs to attract and retain new members

· future size of our facilities

This committee should meet on a regular basis until a long range plan can be established.

Financial Vice President 

The Financial Vice President prepares the Congregation's annual budget, evaluates and plan for the Congregation's long-term financial requirements and at least once a year reviews the books and records maintained by the Treasurer in order to give a written report to the Board of Directors. 

Weekly Responsibilities 

Once per week the Financial Vice President will... 

Monthly Responsibilities 

At least once per month the Financial Vice President shall report to the executive committee the number of congregants who are delinquent in their financial obligations more than 30 days. The identity shall be considered private and only provided to the treasurer and the president. 

Budget & Finance Committee 

Prepare yearly budget in Committee with President, All Vice Presidents and Treasurer. ((((Prepare 6 month and 9 month budgets)))). Obtain from each committee their yearly budget requests in order to prepare the congregational budget for approval by the Board of Trustees and then the congregation at large.

Committee Specific Responsibilities 

· (?) 

Shabbat Responsibilities 

· (?) 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· (?) 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· (?) 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

· (?) 

Ritual Vice President 

The Ritual Vice President assists the President and Rabbi in the administration of ritual affairs, religious services, social action programs, and Jewish life-cycle activities. 

Weekly Responsibilities 

Once per week the Ritual Vice President will... 

Monthly Responsibilities 

At least once per month the Ritual Vice President.. 

Ritual Committee 

The Ritual committee assists the Rabbi, who has the direct responsibility of the ritual nature of the Congregation, to coordinate and disseminate information regarding Jewish ritual, worship and synagogue practice. 

The general responsibilities of committee members is to attend meetings, brainstorm, research, analyze specific problems, propose solutions and take a consensus in light of the following considerations. 

· Coordinate with the Rabbi to disseminate information regarding Jewish ritual, worship and synagogue practice.

· Serve in an advisory capacity relative to religious matters to the Rabbi.

· Arrange for regular adult worship services appropriate to the needs of the congregation for Sabbath, holidays, and special occasions.

· Continually strive to raise the level of public worship both by increasing attendance and deepening the content of the worship service.

· Assure adequate supply of religious articles.

· Establish rules for proper decorum during synagogue services in cooperation with the Rabbi.

Ideally the committee should number at least 12 members and meet as needed or requested by the Rabbi or Chairperson.  This committee genuinely responds to needs as they advise.  The long range goals should establish and maintain a daily minyan and publish a booklet for visitors explaining the order of services, prayers, etc.

Ritual Committee has responsibility for the operational aspects of the services. 

Shabbat Responsibilities 

· Coordination of Friday night service leaders - documented in Friday night service leader document. 

· Coordination of Saturday morning service leaders 

· Coordination of Saturday morning gabbaiim (sp?) 

· Coordination of Torah readers 

· Coordination of Haftarah readers 

· Yahrtzeit list and lamps 

· Coordination of Shabbat greeters 

· B'nai Mitzvah scheduling 

· B'nai Mitzvot aliyot & coordinating during the service. 

· Saturday morning oneg room setup 

Holiday Responsibilities 

The key holiday responsibilities of this committee are ... 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· Coordination of Greeters 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are ... 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

Other things...

Book plates (donations)

Aliyot cards/ maint updates/ print new ones

Holiday Committee 

The Holiday Committee members organize the special events that take place around the various holidays, like the Sukkah dinner, the Simchat Torah evening parade, and the Passover Seder. 

Committee Specific Responsibilities 

· (?) 

Shabbat Responsibilities 

· No specific Shabbat responsibilities 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Passover Second Seder 

· Chanukkah Extravaganza 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· None 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

· (?) 

High Holiday Committee (Non-Voting) 

The High Holiday committee has overall responsibility for the planning and execution of the community and ritual events related to the holidays of Selichot, Rosh Hashana and Yom Kippur. They work directly with volunteers and in cooperation with many of the other Beth Torah committees that have supporting responsibilities

Shabbat Responsibilities 

The High Holiday committee has no responsibilities associated with shabbat(s) other than Selicot and years when Rosh Hashanah and/or Yom Kippur occur on Shabbat.

Holiday Responsibilities 

The High Holiday committee has no responsibilities associated with any other Holiday. 

High Holiday Responsibilities

The key High Holiday responsibilities of this committee are 

· Coordination and master planning 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

· (?) 

Social Action Committee (Non-Voting) 

The mission statement of the Social Action committee is.... 

Committee Specific Responsibilities 

· (?) 

Shabbat Responsibilities 

· No specific Shabbat responsibilities 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Passover Second Seder 

· Chanukkah Extravaganza 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· Planning and execution of Project Isaiah food drive

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

Education Vice President 

The Education Vice President shall assist the President in the administration of educational programs and activities, such as the Learning Center, Preschool, Adult Education, and Bar/Bat Mitzvah tutoring assignments and hiring. 

Weekly Responsibilities 

Once per week the Education Vice President will... 

Monthly Responsibilities 

At least once per month the Education Vice President will attend scheduled committee meetings, board meetings, and executive board meetings. Support each portfolio with their needs and challenges. 

Adult Education Committee 

The purpose of the adult education committee is to create, maintain and promote a total education program for adults.  The adult education committee is responsible for co-sponsoring Shavuot learning and study with the Ritual and Holiday committee; the Mark A. Siegel Scholar in Residence week-end, and on-going courses in spring and fall 

Committee Specific Responsibilities 

The committee organizes

· The annual Mark A. Siegel Scholar in Residence weekend, 

· adult education classes, 

· study groups and speakers. 

· They may also coordinate a Book Club and Movie Nights. 

Shabbat Responsibilities 

· No specific Shabbat responsibilities 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Shavuot learning sessions.

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are. 

· Yom Kippur Study Session 

Fiscal and fundraising 

The Adult Education committee is fiscally responsible for maintaining money in the Adult Education Fund either by fundraising and asking for donations or charging for their events. 

Learning Center 

The mission of the Learning Center is to provide members of Congregation Beth Torah and their children with learning opportunities and experiences which will create love and respect toward our heritage and will lead to a lifelong commitment to Jewish practices. 

Learning Center Committee 

The Learning Center Committee collaborates with the Educational Director and the Rabbi to evaluate and establish curriculum goals and provides support for the programs and activities of the Learning Center. The members of the Learning Center Committee serve as the liaisons between the Beth Torah Community and the administration and faculty of the Center. 

Committee Specific Responsibilities 

· (?) 

Shabbat Responsibilities 

Working in coordination with ???? the Learning Center committee ensures that there is a regular Shabbat service that is targeted to and appropriate for the students of the Learning Center. (What to say about Shabbat B'yachad). 

· Junior Congregation

· Shabbat B'yachad

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Support and participation in the assistance of the Chanukkah Extravaganza 

High Holiday responsibilities 

The key High responsibilities of the Learning Center Committee is 

· Guidance and support for the Children's Program 

Fiscal and fundraising 

The learning center committee is responsible for ensuring that the learning center operate within the yearly budget. The Learning Center is expected to operate as a profit center for Congregation Beth Torah. The key fundraising events associated with this committee are 

· ???? 

Preshool 

The mission of the Beth Torah Preschool and Kindergarten is to provide children with a quality educational program in a safe, nurturing Jewish environment. We offer emotional, intellectual, physical, social, and spiritual early-childhood development, instilling the joy of learning and positive self-esteem.

Preshool Committee 

The Preschool Committee is responsible for ensuring that the preschool and kindergarten operate within the yearly budget. The Learning Center is expected to operate as a profit center for Congregation Beth Torah. The key fundraising events associated with this committee are 

Committee Specific Responsibilities 

The committee meets once a month to discuss the programs, events, issues and concerns, fundraising opportunities and successes of the preschool and kindergarten. 

Shabbat Responsibilities

Working in coordination with ???? the Preschool committee ensures that there is a regular Shabbat service that is targeted to and appropriate for the students of the preschool and kindergarten. 
· Tot Shabbat

· Torah Time Theater

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Hanukkah Extravaganza - Major supporters and participants in the organizing of this event. 

High Holiday responsibilities 

The key High Holiday responsibilities of the preschool committee are 

Fiscal and fundraising 

The Preschool committee is responsible for ensuring that the preschool and kindergarten operate within the yearly budget. They expected to operate as a profit center for Congregation Beth Torah. The key fundraising events associated with this committee are 

· Bookfair

Youth Committee 

The function of the Youth Committee is to involve parents to oversee the youth programs of Gareen, Kadima and Rashi USY. To ensure that they coincide with the guidelines of United Synagogue. To provide volunteer support for USY programs and events. To inspire support from parents to encourage active USY participation among teens in the congregation and to raise the profile of the the youth program within the synagogue community.
Gareen (Hebrew for “seeds”) is the program for 3rd-5th graders. Gareen encourages children with both social and mitzvah projects. Typically, the group meets once a month for either a swimming, rock climbing, or sports activity. 

Kadima (Hebrew for “forward”) is the program for 6th-8th graders and is sponsored by the United Synagogue of Conservative Judaism as part of the United Synagogue Youth program. Our Kadima chapter organizes programs of socials, trips, Mitzvah projects, holiday observances, and much more. On the Regional level, Kadima members attend Shabbatons, dances, and other programs with Kadima members from other area Conservative synagogues. There is also an annual Regional Camp Kadima at Camp Young Judea in Wimberly, Texas. 

Rashi USY is the program for 9th to 12th graders. Programming combines social activities, Israel awareness, Tikun Olam, and spirituality into a menu of excellent opportunities. The members plan and organize the activities. On one Shabbat morning each month, they meet after services to have lunch and study together. 
Committee Specific Responsibilities 
The committee meets periodically to see that the goals and objectives are met and to deal with any special problems that may develop that are out of the purview of the professional staff.

The Youth Chair is required to provide monthly reports of activities and status to the Education Vice President. 

The committee consists of a chairman(or co-chairs) appointed by the President, the RASHI USY President, Gareen Chair, the Beth Torah Youth Director
Shabbat Responsibilities 

· No specific Shabbat responsibilities 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· (?) 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

Fiscal and fundraising 

The key Fiscal and fundraising events handled by this committee are 

· Superbowl Sunday Lox Box

Adult B'nei Mitzvah (Non Voting) 

Education Vice President specific responsibilities are to put an announcement for the next Adult Bínai Mitzvah class after the previous class finishes in the Shabbat announcement sheet. To put a flyer into the Family Record (or whatever the synagogue newsletter is called). Keep track of those who are interested in the class. Meet with Adult Bínai Mitzvah teachers to coordinate all areas of the class. 

Committee Specific Responsibilities 

There is no committee. There are two teachers and the Rabbi. They put together the curriculum; decide on texts, number of class meetings, and how many students they want in the class. They also secure the space in the synagogue for the weekly classes and get that on the synagogue calendar. Secure a date for the B'nai Mitzvah. 

Shabbat Responsibilities

On one Friday, approximately mid way through the course the Adult B'nei Mitzvah Class is to lead Kabbalat and Ma'ariv Services. At the Shabbat marking the conclusion of the course the Adult B'nei Mitzvah Class is to lead Kabbalat, Ma'ariv Services and the Shabbat Morning Services.

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· None 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· None

Fiscal and fundraising 

The Adult B'nei Mitzvah class is expected to operate as a profit center for Beth Torah. The cost of the class is communicated to the Beth Torah community by the Education VP. Then it is collected by the Education VP from each student who participates. The Education VP also draws up the contract for each of the teachers and has them put on the payroll to be paid on a monthly basis. 

Library (Non Voting) 

The mission statement of the Library committee is.... 

Committee Specific Responsibilities 

· There is no committee. There is a volunteer librarian. 

Shabbat Responsibilities 

· (?) 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· (?) 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· • (?) 

Fiscal and fundraising 

The Library will primarily operate at a neutral or negative cash flow. It can draw funds, if needed, to purchase books from either the Gruen Library Fund (for purchasing adult books) and the Sara Ackerman Fund (for the purchase of children's books and the maintenance of the library). More details are in the section on Chartered Funds.

The key fundraising events associated with this committee are

· At this time all fundraising activities are passive. 

Membership Vice President 

The Membership Vice President assists the President in the administration of membership recruiting and retention programs and activities, social programs and activities, and synagogue publicity. 

Weekly Responsibilities 

Once per week the Membership Vice President will... 

Monthly Responsibilities 

At least once per month the Membership Vice President..

· Identifies the members who have terminated their affiliation with Beth torah to the executive committee

· Identifies the candidates for affiliation with Beth torah to the executive committee for their approval.

· On appropriate months identifies the candidates which have been approved by the executive committee for affiliation with Beth torah to the Board for their approval.

· In the month of May the Membership VP shall be responsible for preparing and mailing to the congregation the Membership Renewal packet.

Membership Committee 

The Membership committee is primarily responsible for the recruitment of new members and facilitating their integration into the Beth Torah community. 

The goal is to recruit and integrate new members: 

· Develop program(s) to increase synagogue membership, seeking and encouraging the affiliation of new residents and other residents who are not members of other synagogues (informal meetings, telephone contact, meet the professional staff etc.)

· Plan membership orientation program(s).

· Develop program(s) to integrate new synagogue members into the congregation and committees.

· Advise the President and the Board of the special aptitudes or interests of members that they may serve on committees which fit their interests. 

· Receive applications of membership and letters of resignation and presents same to the Board.

· Take note, in an appropriate manner, of the departure of members from the community.

· Inform congregations in new communities of the relocation there of members of its synagogue.

· Promote an atmosphere of cordiality and hospitality within the synagogue community.  Encourage members to bring new or prospective new members to synagogue events.

· Seek means of involving members who do not participate in congregational activities.  

· Deliver 'Welcome Package' to new members in the synagogue.

Shabbat Responsibilities 

The Membership committee's key responsibilities pertaining to Shabbat are
· Support for the Blue Cup program.

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· (?) 

High Holiday responsibilities 

The time period leading into the High Holidays are when most Jews who are new to the community, unaffiliated or dissatisfied with their current affiliation will be considering membership at Beth Torah. In that context the responsibilities of this committee are 

· To ensure those visiting are made to feel welcome

· To check upon the satisfaction of members who have recently affiliated with Beth Torah

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are ...

Leadership Development Committee (proposed/non voting)

This committee integrates new members, tracks and connects new volunteers into committees and activities. Ultimately grooming the best for leadership positions.
· Provide better support, education and resources for our current leadership.

· Identify potential leaders and volunteers and enable them to "integrate" to synagogue committees and projects.

· Cultivate and encourage effective committees and committee chairpeople.

· Provide programming to train new volunteers.

· Promote effective Board transition through good record keeping, etc. at the annual board transition meeting.

Publicity Committee 

The publicity committee acts in support of all other organizations to ensure that upcoming events are advertised in the local media as appropriate to the intended audience of the event. The committee will also work to ensure that events which have already occurred are reported in the local media. The goals being to ensure that events open to the community at large, most likely fundraisers, are advertised with sufficient lead time to maximize profitability and that Beth Torah retains a high profile in order to attract new members. 

Committee Specific Responsibilities 

· Notifying local newspapers of events of importance for our congregation.

· Generate interest articles and publicity which create a positive image.

· Represent the congregation, along with professional leadership at community meetings and forums;

· Maintain a scrap book of articles published about the synagogue.

· Recognize and identify publicity opportunities.

· To act as prime contact for all committees looking to have an event photographed,

· Coordinate the pool of photographers. 

· Coordinate / oversee the collection of pictures from the photographer at an event to internal and external publications.

Shabbat Responsibilities 

· No specific Shabbat responsibilities 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Passover Second Seder 

· Chanukkah Extravaganza 

High Holiday responsibilities 

The key High Holiday responsibility of this committee is

· Ensuring that service times and ticket availability are published in the local print media. 

Fiscal and fundraising 

The publicity committee has no direct responsibilities other than operating within the advertising budget of the specific committee and event they are supporting.

Young Families (non Voting) 

Young Families group is geared towards any family with children age 7 and under. Thier goal is to allow these families to meet and share their journeys as parents of young children in a Jewish environment and to develop a sense of community. They organize a variety of events ranging from Shabbat dinners, holiday programs, bi-monthly Tot Shabbats, to parent's night out.  Older siblings are always welcome at these events. They occasionally co-sponsor programs with the Congregation Beth Torah Preschool, as well.  Unaffiliated families are also welcome to attend these events. 

Shabbat Responsibilities 

Working in cooperation with the preschool and preschool committees Young Families works to provide the Beth Torah Tot Shabbat program.
Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· (?) 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· (?) 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

· (?) 

Livnot Chaverim Committee (non Voting) 

The Livnot Chaverim committee works to have events for members who are under thirty something ears of age regardless of marital status. 

Shabbat Responsibilities 

· No specific Shabbat responsibilities 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· (?) 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· (?) 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

Chai Lights Committee (non Voting) 

The mission statement of the Chai Lights committee is.... 

· Committee Specific Responsibilities 

· (?) 

Shabbat Responsibilities 

· No specific Shabbat responsibilities 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· Passover Second Seder 

· Chanukkah Extravaganza 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

·  (?) 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

· (?) 

Development Vice President 

The Development Vice President assists the President in the administration of fund raising programs as needed to meet the operational and capital requirements of the congregation. 

Weekly Responsibilities 

Once per week the Development Vice President will... 

Monthly Responsibilities 

At least once per month the Development Vice President... 

Fundraising Committee 

Short Range Goals

Maximize the amount of net revenue (after expenses) collected to support the annual operating budget. Work With the Congregation Officers to develop a schedule of events that will be supported by our congregants as well as outside contributors. Institute involvement in fund raising from a broad spectrum of the congregation, not only from a few. 

Long Range Goals

Maximize the amount of net revenue (after expenses) collected to support a five year strategic plan. Develop a schedule of events that will be supported inside and outside our community.  This schedule must be creative, non repetitive, and capable of achieving significant revenue streams. Develop an involved committee capable of instilling community involvement into fund raising.

Committee Structure

Committee should be composed of the Congregation Officer responsible for fund raising, the Development VP, and a committee of five to seven individuals. Committee should meet in the first quarter of the calendar Year to develop the calendar of events to begin in the succeeding fiscal year. 

Considerations shall include defining the target audience and the but not timing of the fundraiser  to ensure ads and sponsorship solicitations do not unintentionally overlap with other fundraisers. Initial budget for the fundraiser shall report on gross revenue, expected costs and donated goods and services.  Committee should meet on at least a quarterly basis.  

Each committee member should be made responsible for an event and submit status reports to the committee chairperson.  After completion of the event, a formal write-up should be prepared.  The report should include members of the subcommittee, revenue generated, costs associated with the event, problems, should the event be a recurring event, and it so, when, and how can the event be planned better in succeeding years.

Shabbat Responsibilities 

· No specific Shabbat responsibilities 

Holiday Responsibilities 

The key holiday responsibilities of this committee are 

· (?) 

High Holiday responsibilities 

The key High Holiday responsibilities of this committee are 

· (?) 

Fiscal and fundraising 

The key Fiscal and fundraising of this committee are 

· (?) 

 Treasurer 

The Treasurer keeps an accurate and correct record of the receipts and expenditures of the congregation and of the accounts between the Congregation, its members and others, which records shall be opened for inspection by the Board of Directors at all times, other than for confidential schedules for payment of obligations that have been arranged with the Treasurer. He/she shall notify all members of the Congregation of their indebtedness to it. He/she shall 'receive all monies payable to the Congregation, giving his receipt therefore and cause the same to be deposited or invested as directed by the Board of Directors. He/she shall render a report of the finances of the Congregation at all regular meetings of the Board of Directors, at the annual meeting of the Congregation, and at such other times as may be directed by the Board of Directors.'

Weekly Responsibilities 

Once per week the treasurer will... 

Monthly Responsibilities 

At least once per month the treasurer...  

Secretary 

The Secretary keeps records of all meetings, of the Congregation, the Board of Directors, and the Executive Committee, shall be responsible for the correspondence of the Congregation and of the Board of Directors, issues notices of all meetings, assists the President in the discharge of his/her duties. The secretary is responsible for keeping the permanent record of the Constitution, amendments and policy manuals correct and complete. The documents shall be on file in the Synagogue and available for inspection by members of the congregation. 

The Secretary is Editor in Chief Congregation Beth Torah's Monthly and Weekly publications to the Congregation. 

Weekly Responsibilities 

Once per week the secretary will issue reminders to the board and specific concerned congregants soliciting input to the weekly announcements to the congregation. The secretary is responsible for reviewing the announcements prior to their publication. 

Monthly Responsibilities 

At least once per month the secretary will issue reminders to the board and specific concerned congregants soliciting input to the monthly newsletter to the congregation. The secretary is responsible for the content of and reviewing the monthly newsletters prior to their publication. 

As appropriate the secretary distributes the minutes from the executive committee meeting to the executive committee in a timely manner. 

As appropriate the secretary distributes the minutes from the board of directors meeting to the board in a timely manner. 

Introduction to Board of Directors

Effective Board Members

Committed

Board members are personally dedicated to the overall membership, the work of the synagogue and its vision for the future.

Involved

In addition to attending meetings, effective Board members lend their skills, expertise and talents to the congregation through committees and special projects. They work in partnership with the clergy and staff to effect positive change.

Informed


Board members educate themselves about the programs of the congregation fiduciary matters, policies and procedures and their positions.

Clear About Expectations

Understand what is expected of them and express their expectations on a regular basis.

Challenged

In addition to lending their expertise. effective Board members seek to learn new skills, study Torah, observe Mitzvot, attend Tefillot and work in different areas of congregational governance.

Trained

Clergy, staff and current Board members conduct orientation programs which provide knowledge about our Synagogue, Conservative Judaism. The United Synagogue, as well as the important role of the Board.

Held Accountable

Members understand the importance of attending S9’nagogue meetings and making promises. Those who cannot maintain a level of activities and commitment should be asked to work on advisory committees or councils.

Ineffective Board

Lack of representativeness of all areas of the community it serves (e.g. special interest groups control the show)

Lack of written qualifications for board members

Lack of written requirements

Poor orientation of new members

Scanty board education & development

Low attendance at meetings

Self-perpetuating board membership

Board members over-committed to other activities

Apathetic or under-committed to this Board

Little time devoted to evaluation of services and long range planning

No consideration of current trends and needs

Confusion over policy making v. management v. committee decisions

Lack of board clarity on organizational purpose

Wasting meeting time on trivial matters

Scanty team development

Rubber stamping of decisions made by staff and/or the executive team

No time for thinking, dreaming, visioning, 'what-if thinking'

No time for socializing

Squelching disagreement and discussion

Your Board Member Hats

Congratulations!  Whether you're a rookie or a veteran board member, you've taken on a very important role and can expect exciting times ahead.  What you do as a board member this year will have great impact on Congregation Beth Torah for years to come!

But as exciting as your board term may be, it will also be challenging.  You'll assume many different roles and wear many different hats as you respond to the various demands of your job.

That's why we have put together this manual.  It's been designed as a guide and reference resource to the roles and responsibilities you'll take on as a board member.  

Your responsibilities as a board member are to...

· Meet the needs of the people you serve.   When you get right down to it, the only reason your board exists is to serve the membership and the Jewish community.  So the "bottom line" of every decision you make should be, "How will this help us serve our congregants and the Jewish Community better?"

· Set policies that guide Beth Torah. Remember that your primary function is to fashion the policies that ensure Congregation Beth Torah is run effectively, legally and ethically.  

· Ensure that the Congregation has adequate finances and that the money is being spent responsibly.   As you set policy and make plans for the future, you need to assess the Congregation’s ability to finance its plans--and make sure there's enough money in the coffers to cover its costs.

Of course, as a Board member, you're also responsible for seeing it is well-spent.  This role, however, doesn't mean you must approve every expenditure.  What you need to do is determine that the money is being spent effectively to deliver the programs and services you've authorized.  This can be done by financial and performance "audits"--not by personally examining where every penny goes.

Your Policy-Maker Hat

Whenever I think of a board member's "policy-making hat,' I immediately picture a 10-gallon Stetson.  Why?  Because the policy-making role is perhaps the biggest component of your job as a board member.  As the policy-making body, the board will be making decisions and providing direction for just about every aspect of Beth Torah.

And because this part of your job is so big, it can also be the most confusing. 

Most of the confusion comes from the "What's a policy?” dilemma.  Lots of board members aren't sure which decisions are considered policy (and therefore their responsibility), and which are considered management (falling into the myriad of Committee’s at Beth Torah that really make it work).

Here's a simple rule of thumb that will help steer you through these murky waters: Policy decisions are those that affect Congregation Beth Torah as a whole; management decisions affect individual programs, services or people.

When you're faced with an issue and are wondering if it's a policy decision, ask yourself these questions:

· Is this decision required by law or regulatory agencies?

· Will this decision help determine procedures, activities, programs or services that affect the entire organization?
· Is this an issue that the Executive Committee has requested our assistance on?

If you answer "yes" to any of these, you're probably faced with a policy-making decision and will want to give it your full attention.

On the other hand, there are also questions you can ask that will pinpoint the issue as a management matter. For instance:

· Does this issue affect an individual employee?

· Does it relate to the efficiency and quality of service provided by a specific committee or program?

· Does it relate to an administrative area that is operational in nature, or affects specific units or divisions versus the entire organization?

If you answer 'yes" to any of these questions, it's probably an issue that's best left to the Executive Committee.

Your Leadership Hat

As a board member, it's your job to be a leader--to guide your organization into a promising future!  As you think about the future, you'll realize that it's next to impossible to work toward any goals unless you have a plan in place.  A long-range plan is like a road map you use when traveling through new territory: Without one, you can only guess where you'll end up!

There's no doubt that planning is a big job.  But there's no one better than you, working with the professional staff to figure out where you want to be in the future--and what's the best way to get there.

How to get thinking about the planning process?

First, dream a little.  Before you begin your actual planning--dream a little!  Yes, go ahead and dream about what you would like for Congregation Beth Torah and where you would like to see it in the future.

Successful board members need to do more than balance the budget and keep the people you serve happy.  You want Congregation Beth Torah to be the best it can be. So take some time and dream about it--then share your ideas with other board members.  Use the following statements to help you get your dreams down on paper

· My dream for Congregation Beth Torah is...

· My greatest concern for Congregation Beth Torah is...

· The thing that impresses me most about Congregation Beth Torah is...

Board members are asked to bring ideas of where they want Congregation Beth Torah to be in the future years.  These ideas should be shared at board meetings.  This is a great place to start the planning process.  Everyone begins to think about the importance of planning and it sets the stage for future in-depth planning sessions.

You can play a game of "what if?" Try using some "what if' scenarios to begin discussions.  As a board member you have a right and perhaps even an obligation to bringing these ideas to the board.  An example could be, "What if the population in this area increases by 15% and our current staff can't answer their needs?"

Once you begin discussing situations like this--you'll quickly see how important a long-range plan is so that you don't face a situation for which you are unprepared.

Your Financial Hat

“I'm not a CPA, banker or financial planner by trade.  How the heck am I going to be able to figure how the financials of Congregation Beth Torah?”

You don't have to figure it all out yourself.  It isn't your job to understand where every penny went--that responsibility belongs to the Executive Committee and Treasurer.

Your job is simply to oversee and monitor the financial health of Congregation Beth Torah.  Here are the four areas that you're responsible for as a board member.

· You set financial policy.  This means you determine the areas where Congregation Beth Torah’s dollars will go.  Your policy decisions should be based on the goals you set for Congregation Beth Torah during planning sessions. Proportional amounts of money should be earmarked for high-priority areas.

· You help develop and approve the budget.  Your budget is the financial blueprint for Congregation Beth Torah, based on the broad financial policies you have already set.  You must make sure there will be enough resources available to meet the goals and objectives for the upcoming year.

· You delegate implementation of the financial policies and the budget.  Once you've developed your budget, you should step back and let your Executive Committee, the professional staff and the volunteer base of Congregation Beth Torah make things happen!

It's their job to spend the money you have budgeted.  So allow them to make spending decisions within budget limits.

· You should monitor financial outcomes.  Board members have always been haunted by financial worries.  Is spending being done wisely?  Are there financial problems we don't know about?  Will we have enough money to pay the bills?

It's so tempting to roll up your sleeves and dig into financial records--just to answer your concerns.  But remember, you are only monitoring the results. Leave the day-to-day management of finances to your Executive Committee and Treasurer.  Instead of trying to keep abreast of every single purchase, keep a closer eye on the big picture.  You can do this by asking the following questions:

· Are we on target with our planned expenses and revenues?

· Are we financially solvent (money in the bank to pay current expenses)?

· Will we have income to meet future expenses?

Know what financial figures you need to see.

To answer the three questions listed above, you're going to have to see some sort of financial figures.  But you don't want to be overwhelmed with unnecessary information either.  Here are three tools that will give you the answers you need...

· A basic financial statement A financial statement can summarize revenues and expenditures in such a way that will give you a good idea of your financial condition.  As you're reviewing your financial statement, don't get bogged down in detail.  Remember that you don't need to know how every penny was spent.  What you do want is a general understanding of how things are going.

· Bottom-line numbers.  Because you're more concerned with bottom-line information rather than an item-by-item explanation, ask your Financial VP or Treasurer to highlight bottom-line figures on your financial statement.  This will help you to focus on the total expenses and revenues.

· Historical figures to be used for comparison.  It's important that you be able to put the figures you're looking at into context.  To do this, you'll want to have the current month's figures, as well as the previous month's figures and the figures of the same month from last year.  You might also ask for "year-to-date" figures for the current year and the previous year.

As you're reviewing the numbers, there are a couple of things to keep in mind...

First of all, you should concentrate on any changes you see.  If your bottom-line numbers are suddenly very different than what you had expected, or you see an unexpected upward or downward movement, you should start asking questions.

Secondly, if the numbers aren't making sense, ask for an explanation.  

Your Participator Hat

Congregation Beth Torah's business is too vital to be left to less than the full board!  You are a board member because of the skills and talents you bring to your organization.  If you're not at the meetings to offer your perspective, everyone loses!

To make sure you participate in the most effective manner, plan on attending every meeting.  And don't forget to prepare yourself beforehand.  If you're not prepared, you may slow the entire meeting down, asking questions about issues that your fellow board members have already familiarized themselves with.  Here are some things you should make sure you do several days before your board meetings...

· Review the agenda and any other information that is pertinent to items that will be discussed. This means reading the background material provided and going over necessary reports .

· Get most of your questions answered before the meeting. If some of the materials are unclear, call the appropriate VP or President and find out more.

· Look over the previous meeting's minutes closely. Your board won't want to spend time reading minutes at its meeting, so be sure you've taken a close look at them before you convene.  You should spend time on the minutes only if you've found an error or discrepancy.

Effectively discussing sensitive issues

As you well know, it's impossible for 10, 15 or more people to sit around a board table and agree about everything, even more so if they are Jewish.  The very nature of board work ensures that you can expect a disagreement from time to time.

And that's healthy--you didn't become a board member to be a "yes' person.

But, at the same time, you have to be careful about how you handle disagreements.  You don't want these instances to get out of hand--where board members are pounding their fists and yelling at each other over the board table.  Instead, you want to manage your disagreements so they become productive opportunities to look at more than one side of an issue, consider a variety of alternatives, and debate the strengths and weaknesses of each option.

Here are a few basic guidelines that will help you keep your board's debate of controversial issues constructive...

· View debates as win/win situations.  Note that disagreement doesn't have to end with a winner and a loser if all board members are focused on finding the best decision for the organization--not for themselves.

· Remember that personal attacks are off limits.  Keep all discussion on the business level and focused on finding the best decision--not on attacking the integrity of other board members.

· Begin with adequate information about the issue, or table discussion until you do have the information you need. Trying to discuss an issue without complete information reduces the debate to nothing more than emotional argument and that won't produce a good decision.

· Allow everyone to take part in the discussion.  He or she can provide vital information and professional guidance to keep your deliberations meaningful.

Committees can save your board lots of time

During your tenure as a board member, you can expect to serve on at least one committee.  And this is a very important responsibility.  Committees do a lot of the legwork and much of the information-gathering that helps a board make good decisions.

When a board has a strong committee structure, it saves a lot of time.  Instead of requiring that the full board be an expert on every issue, it can delegate areas of expertise to appropriate committees.

By the same token, if a board misuses its committees, it can create twice as much work for itself.  Let's say you've asked your finance committee to come up with an easier way for your board to put together its budget.

After researching three or four alternatives, your finance committee makes its recommendation.  But, instead of trusting the committee's judgment, your board demands that each option is reviewed at a full board meeting.  Then, it elects to override the committee's recommendation.

All the work your committee did has just been wasted!  Those same volunteers will also be the first individuals to not volunteer to put together the next budget you need a committee for.

Remember:
Use your committees to save you time.  And don't undermine their efforts by insisting on retracing whatever path the committee members took to reach their decision!

Your Team-Builder Hat

There's nothing more powerful than a board that has learned to work together as a team, eager to advance the organization to which it is committed.  Working together, you can accomplish goals that individuals could never reach!

But a true board team doesn't develop naturally when a half-dozen (or more) individuals suddenly sit down around the same table.  It takes continual effort by each board member.

Here are a couple of "ground rules' you and your board peers should keep in mind as you work to create a sense of team spirit in the board room:

· Recognize that every board member will have different opinions and ideas.

· Respect everyone's ideas, even if you don't agree with them.

You can build team spirit in a multitude of ways.  Here's some great ideas board members have found in the past.:

· Learn what kinds of personalities are on your board-and how to deal with them. 

· Tune into other board members' good points.

· Don't take issues personally.  Stress that the majority rules.  And once a vote has been taken, don't let things fester!  Keep in mind that you're all team players trying to do the best for your community--not individuals trying to get your own way.  If the full board rejects your idea or turns down a proposal you've presented, it's a dead issue.  Don't torture yourself by stewing over it or hurt others by talking negatively about it behind their backs.

Your Evaluator Hat

No matter how much you learn about each of your board member hats, there's always room for improvement.  That's why it's so important that you take some time each year to evaluate your performance--patting yourself on the back for a job well done, and coming up with strategies to improve.

There are three areas that benefit most from self-review: 

· How your board operates overall

· Your personal performance on the board, and 

· The effectiveness of your board meetings.

Overall Board Evaluation

With this evaluation you'll want to take a look at some of the general functions of your board.  Areas such as policies, roles and responsibilities, planning and more need to be addressed.

Make sure all board members take part, for this is a team effort to improve your work as a board.  You can use the form titled "Annual Board Evaluation" in this section for your annual review.  The Chairman of the Board should schedule this discussion when new Trustees join the Board.  It’s a great level setting exercise.

Work through the exercise individually and then plan some time to compare and discuss your responses.  Remember that this is a learning time.  What you want to do is find ways you can improve the way you work as a board.  Have every board member complete the form so everyone has a say in what improvements could be made.

Once everyone has completed the form, you can get on with making your improvements.  You'll be able to determine what can be improved and how you can go about improving it.

· First, look at your own personal evaluation of the board.  By examining your own marks, you can see a profile of your board.  Is it positive (most check marks on the left) or does your board need improvement (most check marks on the right)?

· Meet with your entire board.  Have someone total the number of "yes" and "no" responses to each item from individual board member evaluations.  Then fill out another evaluation form that represents your entire board (check the responses selected by a majority of board members).

· Now look at your board profile by section.  Do most of your check marks appear on the left or right?  In which areas is your board the strongest?  Weakest?  How does the board profile compare to your personal profile?

· Look at each item that's checked "yes" on the board profile.  These are your board's strengths.  Discuss how your board can build on these strengths and accentuate the positive.

· Discuss each item checked "some " or "no " by your board.  These are your weaknesses.  Brainstorm for ideas to correct these weaknesses.

· Plan to score better on your next evaluation.  Schedule some time where you can work on concrete solutions to your board's weaknesses.

· Set a date for your next board evaluation

Personal Performance Appraisal

Next, you'll want to take a close look at how you're personally fulfilling your obligations as a board member.

Another board has come up with an evaluation form and process that is highly effective.  The form focuses on ways board members can improve their performance.  Plus, it offers board members the opportunity to either evaluate themselves--or ask one of their peers to conduct the appraisal.

The "Professional Growth Plan for Board Members" work sheet (at the end of this section) asks the evaluator to rate whether the board member exceeds expectations, meets expectations or needs improvement on several board skills.

When the evaluation is done, the board member holds a confidential meeting with the board chairperson, and discusses how he or she can improve problem areas.  At their next evaluation, the board members review their progress to see how they've increased their board skills.

Board Meeting Evaluation

Some boards work very hard at board meetings--yet when members go home, they don't feel like they've accomplished very much.

This is probably because the board is spending too much time on trivial, day-today matters--and never getting to the priorities which it has identified as most crucial!  Do you have feel that you have more serious and worthwhile discussions in the parking lot after the Board meeting.  Are yourself what is necessary to bring those discussions into the Board meeting.

The "Board Meeting Evaluation" form (at the end of this article can help you identify your board priorities--and determine if that's truly where your board is spending its time!  It not, you'll be able to make the necessary adjustments so future meetings are more fruitful!

Annual Board Evaluation

Every board member should complete this form.  Take plenty of time to consider your responses.  Then hold a special meeting to discuss the results.

	YES
	SOME
	NO
	Check "Yes" if the item is true all the time.  

Check "Some" if the item is at least partially true.

Check "No" if the Item is never true.

	Policies and Practices

	
	
	
	Board activities are confined to policy issues rather than management issues.

	
	
	
	All management activities are delegated to the appropriate committee and Vice President.

	
	
	
	The board annually reviews important documents--bylaws and policy manual.

	
	
	
	Disciplinary action is taken when a board member misses three monthly meetings per year(unexcused).

	
	
	
	Board chairs first serve as another board officer to gain experience.


	Roles and Responsibilities

	
	
	
	Each board member has a copy of his or her job description.

	
	
	
	Board members understand their legal responsibilities as trustees.

	
	
	
	Board members participate in fund raising activities.

	
	
	
	Board members contribute extra time outside of regular meetings.

	
	
	
	Board members talk positively about the synagogue in public.

	
	
	
	The board holds yearly self-evaluations.

	
	
	
	Committees meet only if they have work to do.

	
	
	
	Board needs are clearly communicated to the Executive Committee.

	
	
	
	Vacancies on the board are filled within two months.

	
	
	
	This board has at least two candidates for each board member opening.


	YES
	SOME
	NO
	

	
	
	
	Board members are recruited for their knowledge, skills and clout.

	
	
	
	New board members are oriented before they attend their first meeting.

	
	
	
	Officer terms are limited to a maximum of three consecutive years.

	
	
	
	Each board office and committee has a job description.

	
	
	
	Board members receive in-service training at least every six months.

	
	
	
	Board members understand that communication with staff should be channeled through the Executive Committee, not around the Executive Committee.


	Planning

	
	
	
	Board activities focus on the mission statement.

	
	
	
	The board adjusts the direction of the organization to match community needs.

	
	
	
	The board makes a written long-range plan (more than one year).

	
	
	
	Meetings

	
	
	
	Board meetings follow a system of parliamentary procedure.

	
	
	
	Board meetings stick to the agenda and are businesslike.

	
	
	
	Board meetings start on time and end on time.

	
	
	
	Board members arrive on time for meetings.

	
	
	
	Board meetings last two hours or less.

	
	
	
	Board members participate in discussion at board meetings.

	
	
	
	Board member absences from meetings are excused absences.


	YES
	SOME
	NO
	

	Other

	
	
	
	Board members know the physical condition of the synagogue.

	
	
	
	Board members attend services on a regular basis.

	
	
	
	Board members support the various social and educational programs offered by the synagogue.

	
	
	
	The synagogue has shown significant achievement under this board's leadership.

	
	
	
	Board members are satisfied with the overall operation of the board.

	
	
	
	Board members seek the office of board chairperson and other offices rather than being drafted.

	
	
	
	Board members enjoy serving on this board.

	All Board Members 
	Needs
Improvement
	Meets
Expectation
	Exceeds
Expectations

	Prepares adequately for board meetings
	
	
	

	Participates in board meetings
	
	
	

	Is able to make unpopular decisions when necessary
	
	
	

	Supports major Board decisions
	
	
	

	Expresses willingness to make changes in the organization
	
	
	

	Attends board meetings regularly
	
	
	

	Attends work sessions, hearings and training sessions
	
	
	

	Puts sufficient effort into making decisions
	
	
	

	Listens to all sides before making a decision
	
	
	

	Respects those who differ in opinion and belief
	
	
	

	Accepts constructive criticism
	
	
	

	Remains calm and thinks clearly under pressure
	
	
	

	Appropriately asks questions and expresses opinions to:
	
	
	

	Other board members...
	
	
	

	The Executive Committe...
	
	
	

	The public...
	
	
	

	The Rabbi...
	
	
	

	Committee Chairs
	
	
	

	Runs meetings to published agenda
	
	
	

	Assigns and follows up on actions
	
	
	


Professional Growth Plan for Board Members

This evaluation is for 


Exceeds Expectations: 
Results show goals were accomplished beyond reasonable expectations.

Meets Expectations:

Results show attainment of goals in a manner reasonably expected.

Needs Improvement: 
Progress toward goals is below what could be reasonably expected.

Evaluator's Signature
Date


Board Meeting Evaluation

The top three priorities for our board are:

1)

2)

3)

The top three priorities of our organization are:

1)

2)

3)

An analysis of our priorities and the time we spend on them:

1)
Are the board's priorities similar to the synagogue’s priorities?  If not, why?

2)
Do we allocate more meeting and committee time to our priorities than we do to less important matters?

3)
How much time, on average, do we spend on each of the above priorities at our board and committee meetings?

4)
In analyzing recent board meetings, which agenda items could be better handled by a committee or our Executive Committee and professional staff?

5) 
What actions might our board take to spend more time on priority matters?

Professional Directors

Educational Director Job Description
The Educational Director's tasks and responsibilities include, but are not necessarily limited to:

1. Creating a positive school climate

a.
Ensuring that practices and values of Conservative Judaism are observed in Learning Center programs and activities, including, but not limited to, Kashrut, Shabbat and Holiday observances and the wearing of kippot. In addition, the Director shall be a Synagogue-approved Mashgiach.
2. Staffing & Supervision

 a. The engagement, supervision, evaluation, and discharge of staff, in consultation with the Rabbi.

i.
Recruiting, interviewing, and evaluating candidates for all teachers, aides, and the Director's secretary and submission to the Rabbi of the aforementioned applications for final approval.

ii.
Supervising and evaluating performance of all Synagogue Learning Center teachers, aides, and the Director's secretary once per year and reporting said evaluations to the Learning Center Chairperson and Learning Center Committee.

iii. 
Confer with the Rabbi concerning any Learning Center personnel performance problems as they occur.

b. Planning and conducting of Learning Center staff meetings.

3. Student & Parent Relationship Responsibilities

a.
Be present during all Learning Center hours including thirty minutes before and thirty minutes after scheduled Learning Center hours necessary to operate the Learning Center.

b.
Support and maintain open door policy with parents; be available for parent consultation before, during, or after Learning Center hours.

c. 
Provide regular updates to parents concerning Learning Center activities, including a weekly newsletter notifying parents of upcoming events.

d.
Ensure that the student and parents receive regular written reports on student progress.

e. Advise and provide resources to parents for tutorial services.

f. Confer with the Rabbi concerning parent complaints regarding the educational process, the Educational Director, teachers, aides, and any serious student disciplinary problems. Documentation of specific situations and corrective actions, if any, should be maintained in the Director's files, with a copy to the Educational Vice President.

4. Curriculum Responsibilities

a. Formulating the curriculum and the course of study in consultation with the Rabbi and  the Learning Center Committee.

b. A preliminary curriculum proposal for the next academic year will be submitted to and  reviewed with the Rabbi by mid-February of the preceding academic year. The detailed curriculum will be submitted to and reviewed with the Rabbi by the end of July.

c. The selection of textbooks and the preparation of educational materials in cooperation  with the teaching staff and the Rabbi.

d. Supervise the content and structure of Junior Congregation in cooperation with the Rabbi and Ritual Chairman.

e. The organization and supervision of all associated Learning Center curricular and extra- curricular school activities.

5. Bar/Bat Mitzvah Responsibilities

a. Order and distribute any texts necessary for the Bar/Bat Mitzvah student and/or tutor and assign tutors to students.

b.
Meet with tutor and parents on an as-needed basis.

c. Issue guidelines and any other information to parents.

d.
Coordinate and communicate the seventh grade Mitzvah program.

e. Include all Bar/Bat Mitzvah dates set by the Ritual Committee in the Learning Center calendar.

6. Operational and Fiscal Responsibilities

a. 
Keep up-to-date records concerning the enrollment and classification of students, making decisions concerning class and grade level assignments.

b. 
In conjunction with the Educational Vice President and the Learning Center Chairperson, present and submit the upcoming school year Learning Center budget by March 1.

c. 
A school calendar for the upcoming school year shall be submitted to the Rabbi by May 1 of that calendar year. Participate in the yearly synagogue calendar meeting.

d.
Maintain up-to-date records of all Learning Center expenses, including payroll records.

e. Prepare payroll for all Learning Center personnel and submit to the Synagogue secretary once a month.

f. Track expenses monthly against budgetary guidelines.

g.
Maintain a petty cash fund not to exceed $50, submitting receipts to the Synagogue’s Treasurer for reimbursement.
7. Synagogue and Community Responsibilities

a. Attend all meetings within the Synagogue and in the religious community in which the Learning Center Director should normally participate. This includes, but is not limited to: Learning Center Committee Meetings, Synagogue Board Meetings, Principals Council, Teen Tour, Federation.

b.
Be present at Synagogue Board meetings as requested and submit a monthly report written in conjunction with the Chairperson of the Learning Center Committee

c. Be present at monthly Learning Center Committee meetings and those sub-committee meetings at which the Learning Center Director's presence is requested.

d.
Support and represent Learning Center at all appropriate Synagogue events, e.g. Open House, New Member programs.

e. Be present at Learning Center-related religious services.

Curricular Goals Should Include:

· Hebrew language goals for each grade level.
· Modern Jewish life, leaders, heroes, etc.

· Comparative religion.
· Include more focus on the Diaspora Jewish experience, as well as the relationship between
· American and Israeli Jews.

· The ordered progression of Jewish life through history (Biblical, Rabbinic, Medieval, 
· Enlightenment, and Modern Jewish experiences—including the texts, personalities, and major developments in each period).
· Tefillah Goals for each grade (including recognition of completing those goals with a ceremony/presentation that parents are invited to attend).
· The inclusion of homework as a learning expectation.
Faculty
A thoughtful approach to faculty assignments is necessary. The Rabbi should be included in faculty hiring 
Faculty Goals Should Include:

· Assigning of native English speaking teachers to the early grades of Hebrew language instruction.
· Teachers of all levels must be required to provide a syllabus to their students’ parents with goals, texts, and specific classroom information.

· Director must continue to seek out new teaching candidates who bring skills, passion, and excitement to their teaching.
Parent Communication
Beyond weekly e-mail updates, parental communication must be considered a top priority by the Director’s office. Teachers should be incorporated in the chain of communication, possibly providing their own periodic (e.g. monthly) updates to parents. 
Some Additional Suggestions Include:

· - Placing a Comments/Suggestions Box outside Learning Center Office.
· - Publicizing the names of Learning Center Committee Members so that Learning Center parents feel that they have representatives to address their concerns.
Learning Center Committee
The relationship between the Director and the Learning Center Committee is analogous to a Board of Education rather than a PTA. Educational goals, curricular objectives, educational celebrations, etc. should be vetted by committee, and the committee’s ideas/feedback should be sought and seriously considered by Director. (See attached LC Committee Mission Statement. This document should be published in ’07-’08 Handbook.)
Discipline
The Director, in cooperation with the Learning Center Committee, must maintain a comprehensive discipline plan so that disruptive students do not unfairly affect the classroom setting. While attempts must be made through parent/teacher intervention, the culmination of the disciplinary process will involve removal from the Learning Center, if a student is unable or unwilling to change their behavior.

Programming
Programming must be planned and articulated well in advance. Committee Members and Room Parents should be advised six weeks in advance of the entire year’s events, and coordination of volunteers and supply acquisition should be handled at the outset.

Long Range Planning
The Director should work with the Learning Center Committee maintain a long range plan to address emerging educational and resource needs of the school. Some of the issues to consider may include:

- The increased use of technology as an educational tool.
- Updated texts.
- Purchase of Tanakhim for the Learning Center.
- Incorporating DVD’s into current video library.
- Developing a teacher resource center, outside of Director’s office, where teachers have easy access to materials, texts, etc.

- Projections regarding the unfinished space. When will we need it? How will we develop it?

Preschool Director

The Preschool Director is responsible for all facets of the school. See below for duties.

Professional Requirements & Skills

Background in early childhood
Excellent interpersonal skills

Experience supervising people

Strong management skills

College Degree – early childhood education

Completion of required administration credentials

General duties

Membership and involvement in local, state and national associations. 

ADMINISTRATIVE

Overall responsibility for registration, recruitment, and intake of children and parents in accordance with Center policies for all early childhood development program, including Parents’ Day Out, Toddler Care, Day Care Preschool, Pre-Kindergarten, extended care, and summer camp. Where appropriate, responsibilities can be delegated to other staff in the department.

Work with Preschool Committee to plan and develop budget and departmental programs, etc.

Assist in securing funds for on-going budget and special projects, where and when possible.

Organize publicity; develop brochures, and news releases for school. 

Research and develop curriculum and order appropriate supplies and equipment for department.

SUPERVISION

In accordance with budget guidelines, and subject to departmental budget requirements, the Preschool director shall select, appoint, and determine the duties and compensation of the staff members of the department.

Arrange regular conferences with teachers and program coordinators.

Arrange for regular staff meetings for training and administrative purposes.

Provide for “on the job” supervision for Preschool faculty and staff.

Provide evaluations and recommendations for Preschool staff.

COMMITTEES
Plan with Preschool Committee chairperson for regular committee meetings for education, administrative and planning purposes. Together with chairperson, represent Preschool at Board Development and CBT meetings.
PARENTS

Work with Parents.

Organize individual, group, and class conferences and meetings as needed. 
COMMUNITY INVOLVEMENT

Represent preschool and Congregation Beth Torah in the community through service on various boards and committees.

Be an active role model in the Jewish and Secular community.

Youth Director

Part of a team created to inspire and encourage the congregation’s youths from Kindergarten through 12 grade to become actively engaged in formal and informal group activities, furthering their Jewish identity and their affiliation with the Conservative movement, both in the North Dallas area and the larger region. 

 Primary responsibilities of the Youth Director include (but are not limited to): 

Project and Program Manager, creating, overseeing, organizing, all events and activities for the Beth Torah Youth Groups of Kadima and USY.  Actively market and recruit members for all Youth Groups, including students in the Beth Torah’s Hebrew School as well as students who attend other Hebrew day schools as permitted by contracts which predate this agreement.  

· Enthusiastically attend all synagogue events where children are present: Shabbat services, Sukkot, Simcha Torah, Purim, Shavuot, graduation/confirmation, and other events. 

· Help organize and implement the congregation’s Purim Carnival. 

· Help plan and implement High Holiday Youth Programs 

· Work closely and cooperatively with the United Synagogue Youth Regional Director. 

· Attend congregation Board meetings and staff meetings as required. 

· Attend all Regional meetings and events. 

The Youth Director must be a self starter, effective communicator, able to work within a specific budget and be able to see all projects to completion.  

Support Staff

The Beth Torah Support staff are the personnel primarily responsible for the day to day operations of the office and the physical facility. 

Financial Administrator / Bookkeeper 

Position Overview 

The Financial Administrator is responsible for day-to-day financial transactions, accounting, and reporting for all revenues and expenses of the synagogue, including its preschool and learning center operations. This position reports to the treasurer. 

Essential Job Functions 

· Keeps accurate records of financial transactions for synagogue, using computer programs (e.g. QuickBooks and/or Rakefet) 

· Verifies, allocates, and posts details of business transactions to subsidiary accounts in journals or computer files from documents, such as donations, pledge payments, tuition payments, invoices, receipts, computer printouts. 

· Summarizes details in separate ledgers or computer files and transfers data to general ledger, using computer. 

· Reconciles and balances accounts. 

· Prepare checks for payment of accounts payable. 

· May compile reports to show statistics, such as cash receipts and expenditures, accounts payable and receivable, profit and loss, and other items pertinent to operation of business. 

· Performs the tasks necessary to process payroll based on authorized inputs received 

· May compute, type, and mail monthly statements to members and other who have accounts. 

· Notify treasurer of past-due accounts. 

Non-essential / Marginal Job Functions 

· Prepare monthly list of donations received for the Treasurer to use in sending acknowledgements. 

· Propose changes to chart of accounts to Treasurer and other ideas for improving the efficiency and effectiveness of synagogue financial processes. 

Minimum Requirements 

· Associate Degree business, or similar course of study that includes coursework in accounting and bookkeeping. 

· 2 years experience using accounting programs like QuickBooks, spreadsheet programs like Excel, e-mail programs like Outlook, and word processing programs like Word. 

· Small office experience with Accounts Receivable, Accounts Payable, Payroll and taxes, Collections, and Financial Statements. 

Desired Traits 

· Excellent organization skills and attention to details 

· Track record of correctly handling confidential information 

· Ability to manage time effectively and manage multiple priorities. 

· Ability to interact effectively (answer questions, handle complaints, ask for assistance) with wide range of people, e.g. members, donors, vendors, employees, and volunteers. 

Membership-Communications Administrator 

Position Overview 

· The Membership-Communications Administrator is responsible for tracking non-financial synagogue member information and for the preparation and delivery of regular synagogue communications with its members. This position reports to the board secretary. 

Essential Job Functions 

· Maintains up-to-date, accurate records about the personal information of synagogue members. 

· Route and processes membership applications. 

· Prepares weekly announcement bulletin. 

· Consolidates and edits the monthly Family Record newsletter according to the monthly publication schedule. 

· Arranges for the printing and mailing of the newsletter. 

· Assists in the preparation, printing, and mailing of letters and informational pieces to the congregation. Generates address labels for committees. 

Non-essential / Marginal Job Functions 

· Serves as a consultant to committees in their planning of membership communications. 

· Serves as a conduit to the Webmaster concerning information that needs to be updated on the synagogue web site. Coordinates with Calendar-Facility Administrator when appropriate. 

· Prepares and prints reports as requested by staff, officers, and committee chairs (consistent with privacy practices), e.g. aliyah cards or common interest lists. 

Minimum Requirements 

· Associate Degree in business, or similar course of study that includes coursework in business computing, document preparation, graphic arts, or similar page-layout tasks. 

· 2 years experience using contact management programs like Act or membership record programs like Rakefet; experience using e-mail programs like Outlook, spreadsheet programs like Excel, page creation programs like Publisher, and word processing programs like Word. 

· 2 years experience in composition, editing, proofreading regular business communications, e.g. newsletters or bulletins. 

Desired Traits 

· Excellent organization skills and attention to details, particularly proofreading. 

· Ability to manage time effectively and manage multiple priorities. 

· Ability to interact effectively (answer questions, handle complaints, ask for assistance) with wide range of people, e.g. members, donors, vendors, employees, and volunteers. 

· Track record of successfully handing confidential information. 

Facility-Calendar Administrator 

Position Overview 

The Facility-Calendar Administrator is responsible for scheduling programs, managing facility reservations, keeping & updating the master synagogue calendar and for managing outsourced maintenance and repairs on the facility. This position reports to the executive vice-president. 

Essential Job Functions 

· Develops, maintains, and publishes the master synagogue calendar. 

· Maintains accurate and current records of synagogue facility use. Serves as primary contact point for committees and other groups scheduling programs inside or external to the synagogue. 

· Managing external rentals of the facility, including preparing contracts for signature by the congregation president. 

· Manages service requests and other contractor/vendor interfaces associated with building repairs in cooperation with the synagogue custodian and the chair of the facilities committee. 

· Answers phones, routes calls, take messages. 

· Checks off-hours voicemail boxes for emergency messages and routes information to appropriate professionals and committee chairs. 

· Maintains the master list of alarm codes and key assignments. Updates code and key assignments and the alarm call list as indicated by changes in leadership assignments. Schedules regular tests of the alarm system. 

Non-essential / Marginal Job Functions 

· Schedules & coordinates major life cycle events: weddings, bar/bat mitzvahs, conversions, etc. that take place in the synagogue or which involve the Rabbi (in cooperation with Rabbi’s secretary). 

· Maintains the weekly misheberach list. Serves as the contact point for congregants wishing to add people to the list. 

· Maintains list of congregants in the hospital or otherwise needing special support from the Rabbi and/or members of the congregation. This may include organizing and scheduling meals, transportation, and other services. 

Minimum Requirements 

· Associate Degree business, or similar course of study that includes coursework in accounting and bookkeeping. 

· 2 years experience personal computers and applications similar to Calendar Creator, iCal, e-mail programs like Outlook, spreadsheet programs like Excel, and word processing programs like Word. 

· Small office facilities management experience dealing with handymen, plumbers, electricians, window repair, and similar trades. 

Desired Traits 

· Excellent organization skills and attention to details 

· Ability to manage time effectively and manage multiple priorities. 

· Experience working with PDAs and similar personal time management tools. 

· Ability to interact effectively (answer questions, handle complaints, ask for assistance) with wide range of people, e.g. members, donors, vendors, employees, and volunteers.

Rabbi's Secretary 

Position Overview 

The Rabbi’s Secretary is responsible for helping the rabbi manage his calendar, review and prepare his correspondence, assist in his preparation for programs, and managing his phone calls and voicemail. This position reports to the rabbi. 

Essential Job Functions 

· Screen and process all phone calls to the Rabbi 

· Schedule all appointments for the Rabbi; assist the Rabbi in time management to maintaining his schedule 

· Act as a gatekeeper, monitoring the Rabbi's calls, appointments, and walk-in’s requesting time with the Rabbi 

· Manage all correspondence, letters, thank you notes, life cycle certificates. 

· Maintain roster of Rabbi's teaching schedule, while assisting with gathering and reproduction of materials needed. Store and maintain program materials. 

· Gather and maintain materials for classes, rosters, distribute information to group via email. 

Liaison with Administrator for calendar time for such events 

Non-essential / Marginal Job Functions 

· Receive and process calls for outside speaking engagements, associated travel arrangements, flights, directions etc. 

· Make arrangements for all rabbinic events: i.e. trip to Israel. 

Minimum Requirements 

· Associate Degree in business, or similar course of study that includes coursework in business computing, document preparation, and business communications tasks. 

· 5 years experience as executive assistant or office manager 

· 3 years experience using e-mail programs like Outlook, spreadsheet programs like Excel, presentation creation programs like Powerpoint, and word processing programs like Word. 

· 3 years experience in composition, editing, proofreading regular business correspondence. 

Desired Traits 

· Excellent organization skills and attention to details, particularly proofreading. 

· Ability to manage time effectively and manage multiple priorities. 

· Ability to interact effectively (answer questions, handle complaints, ask for assistance) with wide range of people, e.g. members, donors, vendors, employees, and volunteers. 

· Track record of successfully handing confidential information. 

Senior Custodian 

Position Overview 

The Senior Custodian is responsible for the maintenance and appearance of the buildings and grounds belonging to the congregation. In addition, the person in that position plays a key role in making the people who use our facility feel at home and welcome, and at that point, is a key person in the leadership of Congregation Beth Torah. Reports to: Executive Vice-President, Facilities Committee Chair.

Essential Job Functions 

· Perform or supervise the performance of those specific duties outlined in "Custodial Responsibilities".

· Supervise and coordinate the work of cleaning crew, contractors, and volunteer help in work done on the buildings and grounds. 

· Order cleaning products and other supplies used in the maintenance of the building, property, and equipment.

· Ensure facilities are ready for religious ceremonies. 

· Maintain the security of the building by seeing that doors and windows are locked, lights are out, and the security alarm is set. Respond as appropriate when alarm is triggered. 

· Ensure that there is custodial coverage on Saturdays, when required for regular programming, and for special occasions, such as bar/bat mitzvahs, weddings, receptions, community events, etc. 

· Assist staff and synagogue members in preparing rooms, providing equipment, and making arrangements for meetings and other events as needed. 

· Provide input into performance assessment of cleaning crew contractors, and repair tradesmen. 

· Develop and maintain maintenance schedules for the building and associated equipment, and to file manuals and literature on same. 

Non-essential Job Functions 

· Maintain a list of projects suitable for volunteers (e.g. for Eagle Scout) 

· Provide input into the facilities/maintenance budget for each year. 

· When invited, attend staff meeting and facility committee meetings Requirements 

· Lifts and carry up to 40 lbs. with the aid of mechanical assistance. 

· Ability to work at heights up to 50 feet from ladders, scaffolds and lifts. 

· Ability to work in a squatting, kneeling and standing position for an extended period of time. 

· Ability to work with a wide variety of cleaning chemicals, using personal protective equipment as deemed necessary by the product manufacturers. 

· Complies with all local, state and federal safety regulations. 

Other Skills/Abilities 

NOTE: This job description is not intended to be alt-inclusive. Employee may perform other related duties as negotiated to meet the ongoing needs of the organization.

Building Maintenance 

· Keep floors clean - sweeping, mopping, stripping, waxing, buffing. 

· Vacuum/Shampoo carpeted areas. 

· Dusting. 

· Setting up chairs, tables etc. for special activities, in circles, etc. 

· Open and close up classrooms as needed. 

· Check windows, lights, and for people left in building when leaving. 

· Order necessary cleaning & maintenance supplies. 

· Adjust thermostats. 

· Turn security system on and off as needed, check system as needed. 

· Minor touch-up painting as needed. 

· Caulking and weather stripping as needed. 

· Plumbing - repair dripping faucets, unclog drains, etc. 

· Minor carpentry. 

· Basic electrical, repair cords, replace fuses, reset breakers. 

· Replace bulbs. 

· Keep faucets clean. 

· Take out garbage as needed. 

· Clean restrooms; Toilets, sinks, walls, urinals, mirrors, floors, etc. 

· Dust and sweep stairwells. 

· Air conditioners: perform routine checks 

· Heating / Furnaces: perform routine checks 

· Replace ceiling tiles. 

· Check fire alarms and extinguishers as needed. 

· Keep a current list of who to call for orders, and repairs on electrical, heating, carpentry plumbing, elevator; and phone problems. 

· Keep dispensers full of soap, towels, air fresheners as needed. 

· Keep accurate records, e.g. schedule of regular periodic maintenance. 

· Related items as needed. 

Outside Maintenance 

· Trim trees. 

· Remove any winter precipitation from sidewalks, steps and entryways. 

· Salt or sand where slippery. 

· Adjust timing of external lighting as required. 

· Check and repair exterior lighting 

· Accountability and Miscellaneous 

· Supervise grounds service, cleaning service, contractors, part-time help and volunteers. 

· Cooperate with rabbi, office staff, officers and committee chairs. 

· Advise grounds service, cleaning service, contractors, part-time help and volunteers. 

· Maintain supply inventories. 

· Establish and maintain systems of communication with rabbi, staff, officers, board members, and committees. 

· Other related items as needed.

Event Planning

Event Planning requires several considerations. The primary considerations need to be Halacha, Financial and Member Value. Events MUST consider and be welcoming to the full range of religious observance reflected by the membership of Congregation Beth Torah. 

When events are planned there must be a committee responsible sponsoring  the event and be championed by the respective Executive committee VP. All major changes to an event shall be approved by the Executive VP. 

Halacha 

This is reflected by ensuring that events occurring both on and off of Beth Torah premises are consistent with Conservative Judaism. The timing of an event, or equipment used during an event should consider the time and day (e.g. no road trips on Shabbat). The location at which an event would be held The ultimate arbiter shall be the Rabbi of Beth Torah.

Timing and Deadlines

Considerations include date of the event and other events in the greater community that may compete or compliment the event.

Advertising and publicity materials should be finalized no less than two months in advance. This ensures that content can be run, at a minimum, in the Family Record the month prior to the month the event occurs. 

Financial

All events charging an admission or fee should have member and nonmember/guest pricing. This ensures that the Beth Torah membership sees an ongoing financial value to their membership. Associate members  shall pay member prices for these events

Costs to conduct an event either on or off of Beth Torah premises include space rental, Building maintenance, utilities, security, babysitting and personnel 

Guide To Effective Programming

Putting together an effective program, or series of programs, is not difficult if you organize and follow through.  These steps are guidelines - you may find that by modifying a little they are more effective for your group.

Start early  

In order to have enough time and avoid calendar conflicts with other groups, plan as far in advance as possible.

Involve people

Choose a committee of people who have a natural interest in the program and assign them responsibilities, especially those which make use of their special talents.  Don't "load" a committee with non-workers.

Target your audience  

Decide which kinds of people you hope to attract to the program.  Is this designed for the general community or the Jewish community at large?  Is it a program of particular interest to your membership, or to segments of it?  Once you have targeted the audience, be sure to ask the question: Does this program meet their needs? Try to take attendance. This helps to identify over time future volunteers and helps to track 

Set goals  

Decide what you hope to accomplish.  Are you educating people on a subject?  Do you want them to take some kind of personal action?  Is an examination of many sides of a subject necessary?  Are the people there just for a good time?

Choose a technique  

Choose the proper program strategy for your topic and goals, not the topic for the program.  If you come up with a great program idea that doesn't meet your goals, save the idea!

Use resources 

Investigate what is available and adapt it to your own needs.

Identify limits  

By knowing the constraints of budget, attendance, time and volunteers, you can proceed realistically.  Look for alternatives if you are going to exceed your budget-members with the special skills, local people with expertise, outside funding in exchange for a partnership.  If the program is too long, consider limiting the scope or allowing two sessions to accomplish goals.

Publicize  

The earlier you inform people, the better, and the more frequently, the more effective. Having targeted your audience, use the most effective means of reaching them. Leverage the Family Record for most 'in house advertising' and use the weekly announcements to remind the congregation as the event gets close.  Work with the Publicity Committee  Local print and broadcast media can help you reach the general public.

Texas Jewish Post can reach the Jewish Community, as the congregational bulletin can reach your membership. Telephone contact can both reinforce interest and give you an idea of response.  Include in your publicity all important details; date, time, location, topic, participants, cost.  A little time spent developing enticing copy will pay big dividends.

Relax  

Once your program is planned and has begun, trust all the work that has gone into it and enjoy.  Remember, if it doesn't occur exactly as you had intended you and your committee are the only ones who know.

Evaluate  

Solicit reactions from both planners and attendees.  The comments of those with first-hand experience can be invaluable the next time around as you plan for your specific group.

Each committee should record its activities in a specific and meaningful way (i.e. portfolio, minutes) in order to provide year to year continuity.

Appreciate

Please remember to THANK everyone who worked on the program.  Whether you print or announce the names at the time or in The Family Record, you'll not only find it easier to recruit next time - it's the menschlikh thing to do. 

Sample event planning considerations

· • Target community CBT, Dallas Jewish, Open 

· • Identify CBT physical resources 

· • Identify Advertising venues and lead times 

· • Provide basic budget analysis 

Rented materials 

Food costs 

Decorations

Prizes/Awards

Advertising

Security

Ticket prices 

Cleaning and maintenance services 

· • Provide basic volunteer needs 

?? people to set up 

?? people to clean up 

?? people to run 'kitchen' 

?? ushers 

?? sound people 

Communication

This is how we communicate to the congregation

Publications

Monthly

The Congregational monthly magazine, also known as the Family Record,

Weekly

Shabbat announcements and regular e-news.

Web Site

Yada.
Publication Guidelines

Employees whose responsibilities include preparation of publications have a right to receive input from staff members and committees in a timely and thorough manner. This allows for sufficient time to prepare, review, and distribute the publications within the scheduled timeframe. Following are the guidelines for all current publications: 
	The Family Record
	Shabbat Announcements
	e-News

	Frequency:

Once per month

Published no later than the 25th of the month
	Frequency:

Once per week 

Published on Thursday of each week

	Frequency:

Congregation-wide emails will be limited to 2 per week

One regular e-news sent on Thursday or Friday 

One extra edition sent Saturday-Wednesday (see “missed deadline” & “content target” below) for emphasis purposes only

Shiva announcements and the like are not considered ‘e-News’ and will be sent as often as necessary 

	Deadline: 

1st of the month @ 9:00 am

Content in it’s entirety 
	Deadline: 

Tuesday @ 2:00 pm each week

Content in it’s entirety
	Deadline: 

Tuesday @ 2:00 pm each week

Content in it’s entirety

	REMINDERS:

Calendar set to automatically email reminder of deadline one week and 1 day prior 
	REMINDERS:

Calendar set to automatically email reminder of deadline 1 day prior
	REMINDERS:

No reminder sent 

	content target: 

Cover items/events at least two months in advance to give enough notice to members to plan 
	content target: 

Cover items/events three weeks in advance to give enough notice to members to plan

Should NOT be a fallback for lack of planning 

Should NOT take the place of The Family Record 
	content target: 

Cover items/events three weeks in advance to give enough notice to members to plan

Should NOT be a fallback for lack of planning 

s

Should NOT take the place of The Family Record

	SubmitING Content:

Via email to family_record@

Unformatted plain text, graphics
Limits flexible at this time 
	SubmitING Content:

Via email to shabbat_announcements@

Unformatted plain text

Maximum of 250 characters
	SubmitING Content:

Via email to shabbat_announcements@

Unformatted plain text

Graphic to be included at the editors discretion 

Maximum of 250 characters

	Missed Deadline:

Material will not be included unless there is a compelling reason for the delay and acceptance is approved by the board secretary
	Missed Deadline:

Material will not be included unless there is a compelling reason for the delay and acceptance is approved by the board secretary
	Missed Deadline:

Material will not be included unless there is a compelling reason for the delay and acceptance is approved by the board secretary

	Standard Inclusions:

Celebrations (births, new members, birthdays, anniversaries) 
Financial reporting 

Monthly Calendar

Rabbi's, President's message

Prayer List


	Standard Inclusions:

Announcements 

Prayer list

Yahrtzeit list 
Shabbat event and oneg sponsor
	Thu/FrI Inclusions:

Same content as the Shabbat Announcements 

Rabbi's Message (optional) 
Early WEEK Inclusions:

Announcements and reminders 



	Size: 

Up to 28 pages (8.5x11) in even numbers

1 pg = 1000 wd (no pics)

½ pg = 500 wd (no pics)

¼ pg = 250 wd (no pics)
	Size: 

Paper - Up to 1 page as currently formatted

Electronic - ??? 

	Size: 

Not to exceed bottom of right margin static content

	Formatting: 

Veranda 10 pt font 

6 to 9 pt b/w paragraphs

¼ inch indent (no spaces)
	Formatting: 

Veranda 10 pt font 

1 paragraph 

¼ inch indent (no spaces)
	Formatting: 

Ariel 8 – 10 pt (varies) 

1 paragraph 

¼ inch indent (no spaces)

	Editing: 

To fit space limitations and font colors only

Grammar/Spelling liability falls to the author
	Editing: 

To fit space limitations and font colors only

Grammar/Spelling liability falls to the author
	Editing: 

To fit space limitations and font colors only

Grammar/Spelling liability falls to the author


Phone tree (automated)

We have an automated phone calling mechanism, generally unused now it started receiving very negative feedback due to overuse.

This is how the congregation talks to us...

Phone

Email Usage 

Sending of emails that conduct the business of, or are sent to the members of Congregation Beth Torah should be consistent with, and respectful of the values of Conservative Judaism.  Please refrain from sending emails on Shabbat, Yom Tov, and the High Holidays. 

Membership Approval Process

Initial Request 

When request for information is received from prospective new members:

· Membership Committee and Board are emailed the names and contact information

· Board members provide input on the prospect via email

· Prospective member is sent a letter and application packet

· Prospective member is contacted by Membership Committee about a week after information is sent to answer any questions

Application Received

When an application for membership is received from prospective new members:

· Membership Vice President checks their “standing” at prior synagogue

· If they are a former member at Beth Torah, Membership VP also checks with Financial VP on their standing at the time that they left

· If member is not currently in good standing at their prior synagogue, or has Beth Torah they are required to clear things up before their application is processed further

· Once standing is cleared by prior synagogue, application can be processed

· In the case of conversions or interfaith marriages with children, Rabbi checks that the conversion certificates are in order

Once the above items are completed:

· Board notified via email that application has been received, and approved by Membership VP, Financial VP and Rabbi as appropriate again with contact information and names

· Board members provide input on the prospect via email

· Applicant receives letter telling them that application may take a couple of weeks to process, and encouraging them to join in any ritual, social, or educational activities at the shul that interest them

Approval

After the applicants are approved by the Membership Vice President, or other designee of the President:

· Board and other groups (e.g., Learning Center, Men’s Club, Sisterhood, etc.) are notified with short bios, contact information, and areas of expressed interest for each new member for follow-up

· A letter of welcome will be sent to new member from Rabbi and President

This process was approved by the Beth Torah Board of Directors on September 30, 2009.

Membership Departure Process

It is important that people not feel like we just see them as a dues-paying entity, and therefore it is appropriate that the Membership Committee and not that Finance conduct exit conversations.  Finance will have information that will be helpful to understanding certain departures, the exiting member should feel like it is the person we are sorry to see go, not the check.

Resignations can come in via different methods (e.g. verbally, by letter, email, or phone call) or  through different contacts (office staff, Rabbi, Executive Committee member or other)

Within 24 hours 

All of the Executive Committee (including the Rabbi) would be notified by the first contact

Ideally, a copy of the letter or email would be circulated to share as much information as possible. If it is a phone call, a summary of the key points  (If there is confidential information in the communication, then that information should be redacted).

The reason it is important for this information to be shared are:

· This is the best information we have as to the reason until further follow-up is done.

· This information can be used to avoid potential awkwardness in follow-up communications with that individual

We can decide whether this information is shared with everyone or with a smaller group (e.g., Finance, Membership, Ombudsman and Rabbi)

Within 1 week

The ombudsman should speak with Finance to determine if there is anything to be aware of prior to contacting the departing member(s) from past conversations or correspondence that would be helpful. The ombudsman and/or membership VP should determine who will contact the departing member in order to conduct an "exit conversation". This is a conversation, rather than an interview, during which the caller would try to gather information...

??? and communicate whatever message we feel is appropriate ??? 

The conversation should be documented to facilitate the tracking of causes and incase there are any further conversations with the departing member(s), it helps to have a record of what was said in the past

A detailed report should be provided for Membership VP, the Ombudsman, and the appropriate member(s) of the Executive Committee. Causes of resignation shall be put in categories for distribution to the Board of Directors.

Expenditure and Cash Income Process

The context for these rules is that the annual budget and committee budgets have been approved by the board for the fiscal year. 

Exec liaisons responsible for providing Committee Chairs with electronic copies of their budgets and educating committee chairs as to what their budgets are. 

Exec liaisons responsible for providing Committee Chairs a document (ie. ledger) to track expenditures and set up periodic checkpoints. 

Anything over 110% of budget per account code is to be approved by Exec Committee. 
EXPENDITURES

Authorization to expend Congregation Beth Torah funds shall be granted only upon approval of the Budget and Financial Committee as follows:

· Only the President, or delegate that the President specifies, shall sign contracts.

· Monies shall only be expended within the limits of the approved budget and funds on hand;

· Chair can approve up to flat dollar amount per expenditure mutually agreed upon with Exec liaison (no more than 80% of total monthly budget per account code). 

· Exec liaison must approve over the above agreed to flat dollar per expenditure instance and must approve all expenditures exceeding 80% of monthly budget per account code up to 110% of monthly budget per account code.

· Expenditures that exceed the current approved budget cannot be reimbursed until the budget variance has been reviewed at the next board meeting;

· All expenditures should be made on a tax-exempt basis, as tax cannot be reimbursed to the purchaser.

· When there are insufficient funds on hand to pay all budgeted expenses, the Executive Committee shall set spending priorities and restrict budgeted expenditures as needed.

Reimbursement of approved expenditures shall be handled as follows:

· Complete and submit a reimbursement/payment request form with proper account code, along with original, itemized receipt(s) or invoice, to the Treasurer or Bookkeeper within fourteen (14) days of expenditure (any exceptions need to be approved by the Treasurer or Financial VP);

· The treasurer will reimburse the purchaser by check for approved amount;

· Check signers may sign the check when accompanied by a check request and appropriate documentation;

· All routine checks can be signed by the President, Financial VP or the Treasurer;

· All Congregation Beth Torah reimbursement/payment vouchers must be reviewed by the Financial Vice President;

· All reimbursements made to the President must be reviewed and approved by the Financial Vice President and Treasurer;  

· All reimbursements made to an Executive committee member of Congregation Beth Torah must be reviewed and approved by the Financial Vice President and Treasurer.

INCOME

The context for these rules is for a when an Employee or Board Member of Congregation Beth Torah collects cash from a congregant or collection box.

Prior to an Event

Board members should direct congregant to give cash to office staff and collect receipt.

When hosting an event

· All monies, cash & check, shall be counted by two (2) unrelated persons and both shall sign the itemized receipt form which shall then be submitted with all monies to the Financial Vice President, Treasurer or bookkeeper as soon as possible;

· The Financial Vice President, Treasurer or bookkeeper shall then count the monies and sign the itemized receipt form.  All signers of the itemized receipt form should retain a copy of the signed form; and

· Monies should be deposited in the bank by the Financial Vice President, Treasurer or bookkeeper on the day received or as soon as possible thereafter, using the night depository if necessary.

· All cash and check payments or donations (perhaps above $5 or another set amount?) should be recorded, so that congregants get proper credit on their year end statement for tax purposes. 

These rules were approved by the Beth Torah Board of Directors on September 30, 2009. To be re-approved on or after January 25, 2010

Death

When the death of a loved one occurs, we are devastated. There are so many questions to answer, so many arrangements to be made. You feel torn because you are hurting inside, yet you have to pull yourself together and organize the funeral. Whether the death is the culmination of a long illness or a sudden unanticipated tragedy, we can never be fully prepared. Even so, it can be helpful and reassuring to know some of the first steps to take as a member of Congregation Beth Torah.

The first call you should make is to the synagogue office at 972-234-1542 x221 so we can offer support in a variety of ways, according to your needs and preferences. If you cannot reach the synagogue office, call the Rabbi or the President of the congregation. 

The Rabbi will get in touch with you as soon as possible to console you. He will also begin to talk with you about the funeral service. Whomever you reach will arrange for you to talk to the chairs [or one of the senior members] of the Cemetery Committee. It is their job to work with you in making a variety of decisions regarding funeral and burial arrangements. Some of the key things they will discuss with you are:

Do you need help selecting a funeral home or acquiring a burial plot? Depending on circumstances, it may be important to notify or remind the funeral home NOT to embalm the body. The funeral home will provide a Shomer (a person who sits near the body and reads Psalms), but let us know if you have family members who would like to share in this mitzvah. 
The Cemetery Committee will organize the mitzvah of Tahara, the ritual washing and dressing of the body. Let them know if you have friends or relative whom you know would want to a part of the Chevre Kadisha that performs this most holy act.

When and where will the funeral be held? Will it be graveside or at the funeral home? How many shiva minyanim would you like to have, where will they be held, on which days, and at what times? Would you like a notification to go out to the congregation by e-mail about the funeral and minyanim?

Do you have a friend you would like us to contact to coordinate the meal of condolence after the funeral, as well as any meals during the shiva period?

How would you like us to answer congregants who may ask “is there anything I can do?” Perhaps you would like flowers sent to your home or a donation made to a worthy cause in memory of your loved one?

In some cases, multiple congregations and rabbis may be involved in helping you. In others, the funeral arrangements may be out of town, but you’d like to schedule some minyanim when you return. Please let us know your preferences.

We will also confirm the date and time information about the death of your loved one so we can include it on the synagogue Yahrzeit calendar as well as in the annual Yizkor book.

Losing a loved one is one of the most difficult things we have to bear. We are truly sorry for the loss of any family member and are here to help you through a difficult and challenging time. It’s part of being a member of a committed community
Finances

OPERATIONS

The Operations category is what funds the day-to-day things at the synagogue. This includes Rabbi, staff and teacher salaries, utilities, repairs, supplies, etc. Just about every expense we have, except paying the mortgage, is considered part of Operations. Operations income comes from your dues payments, your generous additional donations throughout the year, Preschool and Learning Center tuition & fees, a wide range of fundraising events and activities, donations from Sisterhood and Men’s Club, plus a few grants and other community donations.

In April each year, the Board of Directors approves the Operations budget for the coming fiscal year. (Beth Torah’s fiscal year is July 1 to June 30.) The budget is put together by a team led by the Financial Vice-President and Treasurer, with inputs received from the various committee heads, officers, and the synagogue staff. Each committee, including Preschool and Learning Center, makes a proposed budget that both expenses and income. 

At appropriate times during the year, Preschool and Learning Center must also have their proposals for their tuition and fees for the coming year approved. These proposals are reviewed against information from other organizations to be sure they are competitive within our local market. The same process of proposal and market review is used when setting the rates for synagogue dues and other fees.

The operating budget is organized and analyzed by the major activities, committee, and programs that are part of Beth Torah. This helps the Executive Committee, Committee Chairs, and Board understand the financial plan they approve for the coming year. The same analysis and summary formats are used to review the Operating finances with the Board each month.

Capital 

The Capital category is what pays the long term debt (“the mortgage”) on the building. Payments made to building fund commitments, capital campaign pledge, from specific fund raisers or buying a brick, fall into this category. 

Chartered Funds 

There are currently 11 chartered funds which have been set up by the Board. These funds are not a part of day-to-day operations. They operate more like savings accounts, collecting donations from congregants or community members and infrequently making disbursements according to their specific charter or purpose. 

GRUEN LIBRARY FUND

Purpose: The purchase of adult books for the Beth Torah Library and moneys for Adult Educational speakers. 

Committee Members: Vice President – Education, Designated Member of the Gruen Family, Beth Torah Librarian or, in the absence of an official Librarian, an appointee by the President of Beth Torah
DEE DEE FIELDS McKITTRICK TORAH FUND 

Purpose: The maintenance of any torah at Beth Torah and for the purpose of any youth studies program at Beth Torah. 

Committee Members: Vice President – Ritual, Designated Member of the Fields Family, Chairperson of the Ritual Committee

PRESCHOOL FUND

Purpose: Offset future annual deficits of the Beth Torah Preschool and fund major school needs of the Preschool generally of a capital nature, but not required to be of a capital nature. 

Committee Members: Vice President – Education, Director of the Preschool, Chairperson of the Preschool Committee

MARK A. SIEGEL ADULT EDUCATION FUND

(FORMERLY THE CZECH TORAH FUND)

Purpose: To fund Holocaust studies and other adult programming and education at Beth Torah.

Committee Members: Vice President – Education, Member of the Adult Education Committee, Chairperson of the Adult Education Committee
SARA ACKERMAN FUND
Purpose: To purchase children’s books for the Beth Torah Library and maintenance of the Beth Torah Library.

Committee Members: Vice President – Education, Designated Member of the Ackerman Family, Beth Torah Librarian or, in the absence of an official Librarian, an appointee by the President of Beth Torah
BETH & GERRY HOCH YOUTH FUND

Purpose: To purchase equipment and furniture to be used by any youth group on the premises of Beth Torah and for authorized youth activities by established youth groups at Beth Torah.

Committee Members: Vice President – Membership, Chairperson of the Youth Committee, Beth Torah Youth Advisor
LEARNING CENTER FUND

Purpose: Offset future annual deficits of the Beth Torah Learning Center and fund major school needs of the Learning Center generally of a capital nature, but not required to be of a capital nature.

Committee Members: Vice President – Education, Chairperson of the Learning Center Committee, Learning Center Director
ESTHER COHEN PRESCHOOL SCHOLARSHIP FUND

Purpose: To give scholarship assistance in paying tuition to families who have difficulty in paying Preschool tuition. Such payments may only be made directly to the Preschool on such family’s behalf.

Committee Members: Vice President – Education, Chairperson of the Preschool Committee, Preschool Director
CAMP SCHOLARSHIP FUND

Purpose: To help pay the fees for any domestic Jewish Conservative Summer Camp for a Beth Torah member’s child. The family must show a need for financial help. No funds may be used for any trip to Israel. The lifetime maximum amount that may be given to any one child is $500.

Committee Members: Vice President – Education, Learning Center Director, Preschool Director

EDUCATION AND ENDOWMENT FUND 
Purpose: To give scholarship assistance in paying tuition to Beth Torah families who have difficulty in paying Learning Center tuition. Such payments may only be made directly to the Learning Center on such family’s behalf. There shall be no principal of this Fund disbursed. Only the income from this endowment fund may be disbursed for the above purpose.

Committee Members: Vice President – Education, Chairperson of the Learning Center Committee

General Rules of all Chartered Funds

1 – With the exception of those situations described in 2 below, any disbursement of money from a Fund may only be made by a vote of all three committee members with approval by at least 2 of the 3 committee members. 

2 – Those committee members who are family members of a particular Fund may be excluded from a vote if, after a reasonable attempt to notify an appropriate member of the family, no member of the family can be found or the family lets the committee know that it does not wish to participate.

3 – In addition to in-person meetings and voting, committee meetings and voting may be held by phone, email, instant messaging or any other reasonable means of communication.

4 – All Funds shall have a minimum balance of $1,000 at all times. No disbursement may be made that brings the balance of any Fund below such $1,000 minimum.

5 – All disbursements of a Fund must be handled by the Vice Presidential member of the Fund in conjunction with the Treasurer or Vice President - Finance.

6 – On a monthly basis, the Treasurer or Vice President – Finance shall report to the Board of Directors all disbursements, Fund balances and interest earned for all Funds.

7 – The Board of Directors may, by a majority vote, change the committee members of any Beth Torah Fund (according to the guidelines in rule 2 under “Creation of a new Fund”) and may change the wording of the purposes clause of any Beth Torah Fund, but not change the basic intent. 

8 - All money in any Fund shall remain the property of Beth Torah. No Funds or money in a Fund may be transferred from Beth Torah to any other organization or agency, except in an approved disbursement pursuant to the purposes of a particular Fund benefiting Beth Torah or its members.

Dissolution of a Fund

1 - A Fund may be dissolved upon the approval of the Board of Directors if a written request of such dissolution is sent to the Executive Committee of Beth Torah (“Executive Committee”) by any one of the following people: 1) the person who established the Fund, 2) an heir or member of the family of the person who established the Fund, 3) a majority of the Committee Members of the Fund, or 4) a member of the Board of Directors.

2 – All money in the dissolved Fund shall remain the property of Beth Torah. Any one of the persons described in 1 above may request that the remaining money in the dissolved Fund be transferred to any existing Fund at Beth Torah. If the Board of Directors approves such transfer, the remaining money shall be transferred to the designated Fund. If the Board of Directors approves the dissolution of a Fund and no transfer is requested, or the requested transfer is denied by the Board, then all remaining money in the dissolved Fund shall be transferred into the general operating funds of Beth Torah, without any restriction whatsoever. No Funds or money in a Fund may be transferred from Beth Torah to any other organization or agency.

Creation of a new Fund

1 - A new Fund may be created by submitting a request to the Executive Committee for the creation of the Fund. Such request shall state the name and detailed purpose of the Fund and the initial amount of money that will be donated. No new Fund may be created unless the initial funding is a minimum of $1,000.00. The Executive Committee shall vote to approve the request. The Executive Committee shall have absolute discretion in its approval or denial of a new Fund request. If the request is approved, the Executive Committee shall submit the request to the Board of Directors for approval. The new Fund may only be established upon approval by the Board of Directors.

2 - The Executive Committee shall appoint the three Fund Committee Members according to the following rules: 

· one member shall always be the appropriate Beth Torah Vice President, 

· the second member shall be the Committee Chairperson for the most appropriate standing committee connected to the Fund’s purposes and 

·  the third member shall be an appropriate additional person according to the nature of the Fund and its purposes, i.e. family member, Beth Torah staff member, etc. The Executive Committee may appoint as the second Committee Member an appropriate Beth Torah staff member, if the specific situation calls for such

These rules were approved by the Beth Torah Board of Directors on August 26, 2002.

Non-Chartered Funds

Non chartered funds can be used for day-to-day operations. They also operate like savings accounts, collecting donations from congregants or community members and regularly making disbursements according to their specific mandate or purpose.

ATID

To cover the costs associated with Academy of Torah In Dallas 

Burn the Mortgage

For funds to make direct payments upon Beth Torah's mortgage. The funds are initially collected into a money market account and payments made when the collected amount is at an appropriate level or when timing is appropriate (quarterly). 

Cemetery

Maintenance of CBTs cemetary

Operating

To help cover various costs associated with the operation of Beth Torah and ongoing maintenance of  the facilities

Rabbi's Discretionary

To be used at the discretion of the Rabbi for appropriate purposes to assist individual, educational and communal needs as the Rabbi shall deem necessary or appropriate in accordance with "The Rabbinical Assembly Discretionary Fund Guidelines" available at http://www.uscj.org/Discretionary_Fund_G5669.html

Ritual

The ritual fund is used for the purchase of ritual items such as but not limited to siddurim, chumashim and items used for ritual worship.  The fund is also used directly to purchase wine, liquor and challah for Shabbat and Yom Tovs and to underwrite the weekly kiddush when there is not a Bar/Bat Mitzvah.

Social Action

Help people 

Kitchen 

Kashrut Guidelines for Congregation Beth Torah 

Standards for food service on synagogue premises 

Revised July 2005/Tammuz 5765 Rabbi Adam J. Raskin 

Kashrut is central to religious observance as defined by Conservative Judaism. Congregation Beth Torah is fortunate to be located in a community with numerous, readily available, fresh kosher options. As a Conservative synagogue, Beth Torah will do everything possible to endorse and promote the observance of kashrut both within the synagogue and in support of local kosher establishments. We will also endeavor to have a maximalist approach to Jewish observance so that the synagogue can be open to a wide variety of observance levels, and be a model to our congregants for traditional Jewish life. 

Meat/Poultry 

All meats, including poultry and fowl must be prepared by kosher facilities as indicated by an appropriate hechsher (kosher symbol) on the packaging. “Glatt kosher” meats are not required. 

No pork products or non-kosher meat products or derivatives are permitted on the synagogue premises at any time. 

Fish 

Kosher fish must have both fins and scales. Fish is intrinsically pareve and may be served on either dairy or meat dishes. 

The kashurt status of swordfish is in dispute and is not permitted for synagogue functions. 

No shellfish or shellfish derivatives are permitted on the synagogue premises at any time. 

Dairy, Cheese, and Egg Products 

The Conservative movement endorses the use of domestic cheeses that do not contain a hechsher. Due to the widespread availability of certified, kosher cheeses, and the importance of supporting this resource in our community, it is preferable that all cheeses used in synagogue food service have an appropriate hechsher. 

Nevertheless, non-hechshered, domestic cheeses are approved for use as well. 

“Cholov Yisrael” is not required. 

Milk and other dairy products must also have a hechsher. 

Pizza that is brought into the building or served at synagogue functions must come from a kosher establishment (e.g. Café Fino), or be a prepared/frozen product (e.g. Empire Pizza Bagels). Cheese or vegetarian pizzas from non-kosher establishments are not acceptable on synagogue premises. 

Eggs are kosher and pareve. When using eggs in cooking, one must be attentive to blood spots, which render them unusable. It is recommended that eggs be broken first into a separate container to examine for blood spots before adding to the mixture. 

Fruits and Vegetables 

Fresh fruits and vegetables are kosher and pareve. They may be cooked and served with either dairy or meat meals. 

Canned fruits and vegetables that include syrup, brine, or sauce must have a hechsher. Frozen fruits and vegetables that contain no other ingredients are acceptable without a hechsher. 

Vegetables such as broccoli, cauliflower, and lettuces must be carefully inspected for bugs before preparing/serving. 

Wines and Grape Products 

All wines and grape juices used for any purpose in the synagogue must have a kosher symbol. “Mevushal” products are not required. 

Cakes, Breads, Pastas, Chips/Crackers, and Baked Goods 

All cakes, breads, pastas, chips/crackers, baked goods and their derivatives must have a kosher symbol. Not all such products are pareve, and one must be careful to note their possible dairy status. 

Candies and Gums 

All candies and gums served in or by the synagogue must be certifiably kosher. 

“Ingredient Kosher” 

It is not acceptable, for synagogue purposes, to judge the kashrut status of a food by reading package ingredients, due to the complexity of deciphering ingredients, flavors, etc. With the wide proliferation and availability of kosher products, the synagogue should always provide certifiably kosher products and ingredients. This allows the synagogue to be inclusive of the widest variety of kashrut practices. 

Cooking on Shabbat 

It is not permitted to cook on Shabbat. Pre-cooked foods may be reheated on Shabbat, and oven settings can only be adjusted by non-Jewish help who understand this as part of their overall responsibilities to the synagogue. For the use of boiling water on Shabbat, water should be brought to a boil before Shabbat begins and may be dispensed from a coffee urn throughout Shabbat. 

Cooking on Yom Tov (Passover, Shavuot, Sukkot) 

It is permissible to cook on Yom Tov for food consumption on the Yom Tov itself. It is also permissible to adjust oven temperatures on Yom Tov. 

Synagogue Endorsement of Non-Kosher Eateries/Foods 

The synagogue shall not advertise, endorse, provide as prizes or gifts endorsements of eating establishments that are primarily non-kosher. Exceptions include coffee shops and grocery stores (where there are both kosher and non-kosher foods), and with the rabbi’s approval, restaurants that primarily serve fish or dairy fare. 

Synagogue Functions Off-Site 

Every effort shall be made to engage kosher food providers, kosher products, and/or kosher venues for synagogue functions. Events may, however, take place in an establishment where exclusively dairy products are being served. The rabbi must be consulted in the planning of such events. Pot-luck events outside of the building may only include dairy or pareve products, preferably prepared and served on disposable dishes. 

Passover 

The entire facility will be kashered and prepared under the rabbi’s supervision for Passover. No foods or drinks may be brought into the building or to any synagogue function during Passover under any circumstances. A separate list of Passover guidelines will be provided by the rabbi. 

Non-Jewish Staff 

Non-Jewish staff may bring lunches that are not kosher, but they must not contain meat/poultry/shellfish and should be eaten discreetly to preserve the integrity of the synagogue as a kosher facility. 

Under no circumstances should such foods be brought into the synagogue kitchen or warmed/eaten on synagogue cookware or dishes. 

Foods Made Available for General Consumption 

Any food left for general consumption in the synagogue must be certifiably kosher. 

Supervision 

The rabbi of the synagogue is the final authority for kashrut matters in the synagogue. The rabbi may appoint a mashgiach (supervisor) to assist in kashrut matters. All kashrut questions or concerns should be directed to Rabbi Raskin for clarification or assistance. 

Approved Restaurants 

· Café Carmel (Dairy) 

· Café Fino (Dairy) 

· Felafel/Esther’s Grille (Meat) 

· Madras Pavilion (Vegetarian/Indian) 

· Milk & Honey (Meat) 

· Natalie’s Kitchen (Meat) 

Acceptable Heksherim 

The list of acceptable hechsherim is a sample and there are many others deemed acceptable as well. Please contact the rabbi with any questions. 
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Dallas Kosher
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Union of Orthodox Jewish Congregations
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Organized Kashrus Laboratories
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Vaad Hakashrus of Denver
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Rabbinic Administrator of Upper Midwest
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Vaad Hakashrus of Massachusetts
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Montreal Kosher
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KOF-K Kosher Supervision
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Vaad Hoeir of Saint Louis
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Star-D
	[image: image12.wmf]QuickTime™ and a

 decompressor

are needed to see this picture.


Star-K Kosher Certification
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All Other Outside Foods 

Except as outlined above no food prepared in any commercial or residential kitchen outside the premises of Congregation Beth Torah may not be brought into the shul. 

Appendix: Worksheets and Forms 

Recommended Templates 

Sample meeting agenda 

A well run meeting will respect the time and commitments made by all who attend. There are various online resources to help you run a meeting, the two biggest problems come from not working to a prepared agenda and digression via war-stories. 

D'var Torah 

A few minutes should be dedicated at the start of each meeting to have a reflection on the parsha of the week. 

Review/Acceptance of previous meeting minutes 

Old Business 

As you move through unresolved old business it is important to determine if the action is still relevant, of high enough priority or should if it be tabled to work on other tasks. 

New Business 

As you move through new topics and assign actions it is highly recommended that actions be assigned to individuals and specify due dates as appropriate. Small, simple action items are a good way to introduce new committee members to how things are done. 

Calendar and Publicity Review 

Review the CBT calendar for the next three months to ensure that all upcoming events for your committee or group are advertised properly in CBT weekly announcements, monthly newsletter and general community. Lead times can be 6 or more weeks. 

Events occurring in the first two weeks of a month should be advertised in the monthly publication for two months.

Don't forget to solicit for volunteers three months in advance.
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