
Name
Maintenance Committee

Purpose
This maintenance committee is to make sure that all of the facilities and maintenance items 
in the parish are being addressed or covered by someone, whether paid or volunteers.  This 
includes routine and preventive maintenance, cleaning, and new capital investments and 
upgrades.  This means that they are to assign to the responsibility list someone who the 
secretary or anyone can call if there is a problem.  They are also responsible along with the 
secretary to maintain a preferred vendor list.  The secretary is to call the person responsible 
for the item who in turn is to then make a decision.  If the person on the responsibility list 
can’t do the work then they are to let the secretary of whomever is the maintenance manager 
know who then will have the contractor contacted.  If the cost is over $1000 then the 
person responsible has to get approval from the pastor who may consult with the 
maintenance committee.  

The committee is advisory to the pastor on major projects and will get bids and the 
information necessary for them to make a recommendation to the pastor on a given facility/
maintenance item, an item which is of value over $1000. They can solicit the secretary for 
help in this area.  Those on the committee can do the work themselves or make 
recommendations as to who can do the work.  

Membership
The committee consists of around 7 members through a process appointment or 
volunteering.  All are responsible to help out were they can, helping get issues tracked 
down and other things.  If for example, bids need to be done, members can help with this.  
The term is left to the discretion of the pastor or the individual.  If the individual leaves, he/
she is to make a recommendation for another person.  One trustee and the pastor should be 
present at the two annual meetings and can be at other meetings.   
 
A member of the maintenance committee may resign by submitting a written resignation to 
the pastor.  This notification need not state a reason but must include a date the stated 
resignation will take effect.  Pastor has sole authority to remove a member from the 
maintenance for any reason.  Issues which may lead to removal may include but are not 
limited to: concerns against scandal, conflicts of interest, a number of unexcused absences 
from monthly meetings.

The maintenance committee shall have three (4) elected officers: Chairperson, Vice-
chairperson, Secretary,  and a Liaison each to complete a one (1) year term.  Appointment 
of these responsibilities will be yearly in the month of July.  The secretary is there de facto.  

The maintenance committee will meet two times a year (Jul and Jan) and additionally as 
needed.  Calendar dates and location of meetings will be determined by the committee and 



pastor on a yearly basis.  A quorum of two thirds (2/3) of the total maintenance committee 
members including the pastor must be present at any one meeting before decisions are 
made.  Any decision not reached by a consensus will be decided by the pastor.

Responsiblities
Chairperson:
Conducts meetings and is familiar with parish structures, committee guidelines and 
activities and consensus decision-making so as to provide continuity for the group.
Prepares meeting agendas along with the pastor.
Distributes minutes and meeting agendas to committee members and pastor.
Works cooperatively with the pastor, parish committees and staff members.
Works with the pastor to determine yearly maintenance committee calendar.

Vice Chairperson:
Conducts monthly meetings (in absence of chairperson) and is familiar with the parish 
structures, committee guidelines and activities and consensus decision-making so as to 
provide continuity for the group.
Become chairperson in case of vacancy.
Performs special tasks consistent with the office as assigned by the chairperson.

Liaison 
Attends the maintenance meetings of the other parishes in the cluster.  This allows for 
continuity amongst the three groups.  
Promotes sharing of resources and other things amongst the clustered parishes.  

Secretary 
Takes minutes at the meetings.  

Meetings:
Agenda:
A formal agenda will be disseminated after approval of the pastor to all members of the 
maintenance committee.

Decisions:
Decisions of the maintenance committee are to be made by consensus where possible but 
the ultimate authority to act comes exclusively from the pastor.  A quorum must be present 
for a maintenance committee to be considered in effect unless the pastor signifies action 
must be taken regardless of a quorum.  No decisions can be made in the absence of the 
pastor without his specific approval.

Minutes:
Minutes will be kept by the secretary and approved at the next maintenance committee 
meeting by the members and the pastor.  These approved minutes will be kept in the parish 



archives.  Roberts Rules of Order shall prevail at all meetings. 

Amendments
Amendments to this constitution or its by-laws must be submitted to the parish council 
prior to the next meeting.  A quorum(2/3) of the parish council members must be present 
and agree to any amendments to this constitution as well the pastor's consent to said 
amendment.


