


1. The more information about the members we 

have, the more effective can pastoral care be. 





1. The more information about the members we 

have, the more effective can pastoral care be. 

2. Information is relevant when it is up-to-date 

and when it is used.

3. Up-to-date membership records provide key 

information for effective pastoral care.





- What is the situation of one of the sheep?

- What is the pastoral care? 

- How does the pastor know that one of his 

sheep is lost?

It is lost.

The pastor goes and finds it. 

He has to count them!





4 to 6 

members 

chosen by the 

church board.

Pastor, elder, clerk, 

treasurer and two or 

three more members 

who are familiar with 

the congregation.

It should 

operate permanently. 

The board may replace 

the members as needed.
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These lists are confidential. Members must be classified on ACMS based on them.



Regular, Frequent Members

• Members who attend frequently.

• Newly baptized members (last 12 months).

• Other members.

Procedures

1. Update the information on their membership 

records. 

2. Have a permanent visitation plan.

3. Involve them in church ministries.



Are included:

1. Members with irregular attendance.

2. Members with difficulty of locomotion.

• Elderly members

• Members who are ill

• People with special needs.

Procedures:

1. Update the information on their membership records. 

2. Develop a visitation plan that meets the needs perceived for each case.

3. Involve them in church ministries, especially the Sabbath School Branch.

4. Note: Try to create condition so that they may become regular, frequent members.



Are included:

1. Members to be received.

2. Members to be send.

Procedures:

1. Members to be received

• Follow the process as outlined in Church Manual and move their name to the 

regular members’ list.

2. Members to be send

• Inform the church where they currently are members, that they desire a 

transfer and wait for this church to send the Letter of Transfer.



Are included:

• Members who have not attended church services for more than six months 

and whose whereabouts are unknown.

Procedures:

1. Post the list on the church’s bulletin board and publish in absent list on 

ACMS.

2. Distribute this list to church officials and other members who can help.

3. After you have spent at least two years with no success in locating the 

member, and exhausted all resources in this search, follow the process of 

the Church Manual and remove the name from the auxiliary list.



Are included:

• Members who are not living in harmony with church doctrines.

Procedures:

1. Organize the Reunion Project, which includes a visitation plan.

2. In case the member returns, move their name to the auxiliary list of regular 

members.

3. After having made every effort to rescue, but had no success, apply the 

corresponding disciplinary measure according to the procedures specified in 

Church Manual and remove their name from the auxiliary list.











• The need for a path.

• Many new, inexperienced clerks did not know 

what was expected of them in a practical way, nor 

how to go about their responsibilities.

• The idea came from a church clerk.



Concept

Encouragement and motivation to carry out their job with excellence.



• One of the secrets to the effectiveness of this plan is 

the monitoring process throughout the year.

• Quarterly reports, controls and incentives.

• At first, all clerks communicatedwith the 

Conference.

• The work was gaining a clear direction, but we still 

needed to gain speed to meet their every need.



• Each activity has a specific score, totaling 1000 

points.

• Awards were given to all secretaries who reached 

1000 points.

• However, the greatest prize is to do a job with 

excellence, for our God is worthy of this service.



The level of difficulty of the requirements 

increased over time.

Each year, requirements were changed, 

taken out or added.

Next, the comparison between the years 2018 

and 2019.







At this point, we felt the need for a means 

through which the clerks, who by now knew 

the way, to know how to move in it. We felt 

they needed someone who could accompany 

and aid in their difficulties. That is how the idea 

for district secretaries came about!

The process of implementing the district 

secretaries program is relatively simple and 

quite natural. We can divide it into four parts.



Appointment Training Mission Motivation



Profile Needed: Experience and technical 

knowledge are important in this function, but 

accessibility, availability, agility, and ability to 

relate and motivate are much more. The position 

of clerk is technical. The position of district 

secretary is one of leadership. Demand and profile 

are different.



It may happen through a voting process among 

church clerks, but we have seen good results 

when we ask for the suggestion of the district 

pastor. This brings authority and support to the 

district secretary.



The district secretary will need to be trained, 

instructed, and closely monitored, especially 

after their appointment. Because the profile 

and demands of this function are different 

from those of a church clerk, district 

secretaries need to know exactly what is 

expected of them, what tools they will have 

and how to use them.



Annual meeting of district secretaries 



In person, by the executive secretary, auditor or 

conference secretariat, especially for those 

newly appointed 



Videoconference meetings (Zoom, Skype, etc.) 



On-line tests/quizzes about the Secretariat’s 

Guide and Church Manual



Team work Quarterly 

and annual 

incentives

Quarterly and 

annual evaluations 

(SN1000)

Follow-up through 

telephone and 

WhatsApp



Quarterly 

meetings

Occasional 

visits

Assistance 

from 

District 

pastor 

Support from 

the 

Conference

Much prayer, 

friendship, 

relationship, 

and love



The district secretariat is the vehicle, but 

the road is the plan for excellence. To 

maximize results, the district secretariat 

must have a very clear and measurable 

mission.



• The district secretaries measures their efficiency as 

local clerks develop in the plan for excellence, the 

Class A Clerk.

• This is where the vehicle finds a road to excellence.

• District secretaries know that a large part of their job 

is to help local church clerks reach their goals during 

the year in each church of their district.



Keeping the group happy, integrated and 

motivated is just as important as the 

previous items. Suggestions to be 

practiced:



• Annual awards for those who reach a percentage of the 

proposed goals;

• Annual meeting in a pleasant place;

• Quarterly meetings with the purpose of interaction of 

clerks in their districts/regions;

• Sporadic visits from Conference employees in their 

homes



• Phone calls

• Contact via WhatsApp messages and groups

• Make funds available for their work

• Total availability, fast and priority service to 

this group






