
 
 

 

 

 

To the council scribe (secretary): 

 

Greetings in Christ!  Thank you for your ministry on this important upcoming occasion.  Here are 

your responsibilities. 

 

Responsibility #1: Council attendance record.  At the conclusion of the council the moderator 

will give you (1) the sign-in sheet that participants initialed when they arrived at the council and (2) 

the official Council Membership Form (also found in this packet).  You will transfer the attendance 

recorded on the sign-in sheet to the Council Membership Form, yielding a legible, permanent 

record that will be submitted to our office with the council minutes.  This form can be submitted by 

email as an attachment. 

 

Responsibility #2: Minutes of the Council. You will be taking minutes during the council (on 

paper or on laptop computer, whichever you prefer), then transcribing an accurate summary of 

those minutes afterwards.  (The entire council will be recorded and you will have access to the 

recording as needed.)  Enclosed in this packet are guidelines for this, a template, and examples from 

actual council minutes. This is the bulk of your work. We will provide a transcribing machine to aid 

in the playing the tape and typing at the same time. 

 

The work of council scribe is challenging and demanding, yet very important, for the transcript is 

the permanent record of the council and the means by which the national Board of Ministerial 

Standing carries out its evaluation of the proceedings.  We would ask that you complete the minutes 

within 30 days of the council.  Please do not hesitate to contact our office if you need further 

clarification or have some questions.  

 

Thank you again for your valuable work! 
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COUNCIL MEMBERSHIP FORM 

FOR 

PERMANENT CREDENTIALS 
(Certificate of Ordination and Certificate of Christian Ministry) 

 

 

This form is to be filled out and presented with the minutes of the council when presented to the 

superintendent and The Board of Ministerial Standing. 

 

Candidate‘s Name: ________________________________________________________________ 

Credential: Ordination: ___________________ Christian Ministry: ______________________ 

Date of Council: _______________________ Location of Council:__________________________ 

District Conducting Council: ________________________________________________________ 

Name of Moderator: ______________________________________Phone No.________________ 

Name of Scribe: __________________________________________Phone No.________________ 

 

EVANGELICAL FREE CHURCH PASTORS PRESENT AT COUNCIL (MINIMUM 5) 

Name of Pastors     Church Serving 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

 

EVANGELICAL FREE CHURCH LAY PERSONS PRESENT AT COUNCIL(MINIMUM 5) 

Name of Lay Persons     Church Representing 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

 

OTHER INDIVIDUALS PRESENT AT COUNCIL 

Name and Title of Individual    Church or Group Representing 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

____________________________________ ______________________________________ 

 

____________________________________ Date: _________________________________ 

Signature of Superintendent   Paper & Minutes Received in District Office 



 

Guidelines for Recording the Minutes of a Certification Council 
(Certificate of Ordination or Certificate of Christian Ministry) 

 

Your main responsibility is to summarize accurately the questions and (especially) the answers 

that are given during the council proceedings.  These minutes are sent to and read by the 

National Board of Ministerial Standing along with the candidate‘s paper.  This is the only means 

by which this board can evaluate a candidate for certification, so accuracy and completeness is 

very important.  Minutes of both the questions and answers must be complete enough so that a 

reader can understand and make accurate decisions about the candidate‘s understanding and 

grasp of the biblical, theological, pastoral and personal issues. As the goal of the Council is to  

determine the beliefs of the candidate, so the goal of the secretary/scribe is to record the  

candidate‘s responses accurately.  The council will be recorded on cassette tape (and possibly 

digitally as well) so you will have that to refer to if needed.  You do not need to produce a 

verbatim transcript except in places where the important nature of the council exchange needs a 

verbatim record.  (Usually this is a place in the proceedings where the candidate was having 

difficulty with his or her answer.)  The council moderator will tell you after the council if any 

portions of the proceedings will require that.  Otherwise you need only produce an accurate 

summary.  See below for a sample. 

 

Before the council 
 Ask the candidate for a copy of his or her paper.  It will be helpful to look it over ahead of 

time, and it will be handy to have it for reference during the council.  It will also be helpful 

afterwards when you type the minutes. 

 Have a Bible available at the council. 

 It will be helpful to have a laptop computer available for your use during the council. 

 
During the council 
 Record the clear gist of what is being said.  Your summary should consist mostly of complete 

sentences, not just summary phrases consisting of a few words. 

 As much as possible, use the words and expressions that the speaker does.  Don‘t reword 

substantially.  Don‘t correct mistakes.  If the speaker misspeaks, record it as such. 

 You need not identify the individual asking the question, except where knowing the 

questioner‘s identity (such as the candidate‘s senior pastor, or a district representative) would 

be helpful to the reader of the minutes in understanding the dialogue. 

 It is good to include important comments (as distinguished from strict question-and-answer) 

made by the moderator, other members of the council, and the candidate during the course of 

the examination.   

 You do not need to include non-essential instructions/comments from moderator or 

participants, such as ―does anyone have any other questions on article III‖, ―let‘s move on to 

article IV‖, ―what page are we on‖, ―let‘s break for supper‖, etc. 

 You do not need to type anything if there are sections of the paper on which no questions are 

asked.  If the candidate covered the subjects well in his or her paper, the council may not ask 

questions on some sections.  Simply state ―no questions.‖ 

 The council will be recorded on cassette tape.  See the moderator to obtain those tapes before 

you leave for the evening.  The tapes will be necessary in getting the candidate‘s accurate 

response to the questions.  



 Some specific guidelines for the council proceedings: 

 

Introductions/opening instructions: 

- You do not need to record opening comments and instructional information given by the 

moderator. 

- You do not need to record introductions of council members. 

- The candidate may be asked to give additional biographical information from his paper.  

Record this additional information.  There may be an exchange of a few questions in this 

area, so record the question and answer.  
 

Q & A portion:  (This is the bulk of the council time) 

- Group the questions according to article number (see sample template).  Occasionally the 

council will return to earlier questions. 

- No blank spaces are necessary between the question and the answer and the following 

question. 

- Include a question mark after all questions asked by questioner or by candidate.  In the 

haste of transcription, question marks are often omitted. 
 

Deliberations of the council: (after the Q&A portion) 

- Include all deliberation comments from voting and non-voting participants. 

- Include any recommendations from the council to the candidate regarding areas of further 

study or remedial investigation. 

- Include any other information which the council or moderator directs be placed in the 

record. 
 

Vote: 

- Include the council‘s decision/final vote as to recommendation for or against certification 

- Include any follow-up assignments suggested by the council. 
 

After the council 
 The minutes must be typed.  Transcribe a summary as quickly as possible.  The days 

immediately following the council are best.  You have to do this task sometime, and it might 

as well be when the details are still fresh in your mind. 

 Do not consult with the candidate.  Standard protocol in these things is that the candidate 

does not have access to the minutes of the proceedings.  If you have questions, check with 

our office.  We will involve the candidate if we think it necessary. 

 Format the minutes using one-inch margins and 12-point Times New Roman font.  Run a 

spell check when completed.  Don‘t worry about spelling technical theological terms exactly 

right.  We will do a final edit. 

 Send to the District Office as soon as possible (ncd@ncdefca.org):  

 The white ―Council Membership Form‖ (attach to an email) 

 The minutes (attach to an email) 

 The audio cassettes of the council 

 The transcribing machine (contact us so we can arrange for this transfer) 
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Certification Council Minutes – Sample format 
 

Candidate: 

 

Date: 

 

Place: 

 

Scribe:   

 

 

 

BIOGRAPHICAL 

Q:  

A:  

 

ARTICLE 1— 

Q:  

A:  

 

ARTICLE 2— 

Q:  

A:  

 

ARTICLE 3— 

Q:  

A:  

 

(. . . ) 

 

CURRENT ISSUES 

Q:  

A:  

 

 

Council Deliberations 

 

 

Council Motion 

 

 

Council Vote 

 



 

What was actually said Written summary 
Q:  If you would speak to a Jew or Muslim or non-

Christian, how would you describe in short order what 

the Trinity means to you as a Christian? 

A: First of all, I would avoid some of the analogies we use 

(egg, water, etc – I think they are unbiblical) because 

they really can be quite heretical. Biblically, the idea of 

the Trinity is throughout Scripture – The Father is not 

the Son, the Son is not the Holy Spirit, etc.  And yet, in 

Scripture, they are all God.  I would take them to John 

1.  I would go to Acts 5 – where it says that they lied to 

the Holy Spirit and calls the Holy Spirit God.  There is 

a unity in the Godhead where they have different roles.  

This is a very difficult concept.   

Q:  If you spoke to  a Jew or Muslim, how would you 

describe the Trinity? 

A:  I would avoid some of the analogies we use (egg, water, 

etc.) because they can be unbiblical and heretical.  

Trinity is found throughout Scripture.  The Father is 

not the Son, the Son is not the Holy Spirit, yet they are 

all God.  I would take them to John 1 and Acts 5, 

where they lied to the Holy Spirit and the Spirit is 

called God.  In the unity of the Godhead they have 

different roles.  This is a very difficult concept. 

Q: Page 9, line 22:  How are we to understand and apply 

Jesus‘ teaching in the Lord‘s Prayer about ―forgive us 

our debts as we forgive our debtors‖?  Why are we to 

pray for forgiveness? 

A: The forgiveness is there.  Eschatologically, Jesus‘ blood 

is there for all our sins.  From an application point of 

view, how we apprehend or appropriate forgiveness is 

by our forgiving others.  If we have not forgiven others, 

Jesus has not promised to forgive our sins.  Imputed 

righteousness doesn‘t change, but how we apprehend 

and appropriate the forgiveness that is already there is 

really affected by how we forgive others.  We have to 

acknowledge our sins (1 John 1:9 quoted).  There is a 

sense in which he knows he died for all my sins – past, 

present, and future. But we have to live it out day by 

day, because we are commanded to.   

Q:  P.9, line 22.  How are we to understand and apply Jesus‘ 

teaching about ―forgive us our debts as we forgive our 

debtors‖?  Why are we to pray for forgiveness? 

A:  The forgiveness is there.  Eschatologically, Jesus blood 

is there for all our sins.  Applicationally, how we 

appropriate forgiveness if by our forgiving others.  If 

we don‘t forgive others, Jesus has not promised to 

forgive us.  Imputed righteousness doesn‘t change, but 

how we apprehend and appropriate the forgiveness 

that is there is affected by how we forgive others.  We 

must acknowledge our sins (1 John 1:9).  He knows he 

died for all my sins, past, present, future.  But we must 

live it out because we are commanded to. 

Q:  How do you practically work with those you minister 

with to help them discover their gifts? 

A:  I really think that if you help people know the gifts and 

give them opportunity to do it (take it on a ―test drive) – 

it will become clear to them whether they have that gift 

or not.  When I first went to _______ church and helped 

with 3-4th grade Sunday School class, I discovered that 

crowd control was not my gift! Yes, I have six kids.  I 

love peer review – I think that in a small group, other 

people can tell you.  The internet has a lot of surveys, 

but when I take them, I always cheat – I don‘t mean to, 

but I know the right answers.  When it asks, ―do you 

have a heart for the lost,‖ well what am I supposed to 

say?  You can‘t say ―3‖, so you say ―5‖, and all of a 

sudden you have the gift of evangelism.  It‘s ‗gift 

projection‘.  

Q:  How do you help people discover their gifts? 

A:  If you help people by giving them the opportunity to do 

it (test drive), it will become clear to them.  When I 

once helped with children‘s Sunday School I 

discovered crowd control was not my gift!  Small 

groups help—people can tell you.  Surveys can be 

good, but you can cheat on them.  You give the 

answer you think you should.  It‘s ―gift projection.‖ 

Q: Some churches require people be baptized to be a 

member of a church. Do you have to be baptized to be 

saved, or to be a member?  Can you defend this 

Scriptually?  

A: We know that baptism is commanded in Matt. 28 – I 

was baptized as a baby under the auspices of the 

Catholic Church, then in a Baptist church I felt 

convicted to be baptized as an adult.  Scripturally I 

don‘t see that you have to be baptized to take 

communion, but you do have to be identified with the 

body to take communion.  Baptism is a sign of 

identifying with the body – go to Rom. 6 – he‘s talking 

about identifying with Christ (v. 5 read).  Go back to 

verse 4 (read). There seems to be in the early church – 

when people came to the Lord, they were baptized to 

show they were part of the community of faith.   

Q:  In some churches baptism is required for membership.  

Do you have to be baptized to be saved or be a 

member? 

A:  Baptism is commanded in Matt. 28.  I was baptized as a 

baby in the Catholic Church.  In a Baptist church I felt 

convicted to be baptized as an adult.  You don‘t have 

to be baptized to take communion, but you do have to 

be identified with the body.  Baptism is a sign of 

identification with the body (Rom. 6:4-5).  In the early 

church when people came to the Lord they were 

baptized to show they were in the community of faith.   

 


