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History of the Organization 

The True Holiness congregations have been in existence since 1966.  In 1998, these congregations formed a central organization called True Holiness Assemblies of Truth United International to provide guidance for the growth and synchronize the efforts of all its churches and auxiliaries.  Its corporate headquarters is located at 865 Altoona St, 3rd Floor, Cincinnati OH 45206.
The Bylaw and Constitution of True Holiness Assemblies of Truth United specify that the office of Presiding Bishop is the highest governing appointment and will be the pastor of the whole church and a teacher of this church’s faith.  She exercises pastoral care by giving leadership and support to the members of the Board of Bishops and Board of Elders.  

The Presiding Bishop serves as 

· The president and chief executive officer of the corporation, 

· As the chief representative of True Holiness Assemblies of Truth United International to all other organizations in which THAT United holds membership, 

· Acts as the chair of the Board of Bishops holds responsibility for the preparation of the Annual Assembly’s agenda, as well as the agenda of the Board of Bishops, and various other groups related to the national organization.  

· In addition the presiding bishop, or the bishop’s representative, has the responsibility of providing for the preparation of the budget of the corporate administration,  

· Serves as an advisory member, on all committees of this union of churches and on all boards or committees of the units of the national organization.

Board of Bishops is the highest governing body of the organization and constitutes the union, community, and corporate mission among all its congregations and lesser governing bodies. Although their congregations are located in Ohio, Northern Kentucky, Southern Indiana, and Delaware, they constitute one church that is unified for one purpose, which is to enrich their communities by modeling and teaching principles of Jesus Christ.

The congregations are the essential mission arms of the corporate administration, as well as the corporate ministry. They are integrated into a volunteer workforce, which ensures that the projected goals are reached each fiscal year.  Their participation enables the Executives to effectively diagnose the organization’s existing strengths and weaknesses, and projected problems and opportunities.  
Purpose as a department
The Department of Information Systems and Communication (ISC) is the management and technical support section for all computer and communication systems in True Holiness Assemblies of Truth United International.  The department provides service to the organization in four areas:  Workstation Customer Support, Network and Systems Maintenance, Workstation Customer Support, Audio/Video Administration, and Web Design and Maintenance.  Its operation is based on a team approach, that groups staff members on project teams to troubleshoot PC and communication matters for the organization.  In collaboration with the Volunteer Management & Personnel, ISC also provides training for all corporate volunteer personnel in THAT United.

The purpose of this handbook is to orientate staff members to the scope of operations and to departmental policies and procedures.  The information provided is maintained and updated regularly for compliance with industry standards and with state and federal security laws.



Job Descriptions
Department Head

· Develop, plan, and implement the overall strategic goals of the organizations network system.

· Determines the organization’s long-term systems needs and hardware acquisitions to accomplish the organization’s business objectives.

· Evaluates information systems and operating procedures.  Determines and recommends improvements in current standards and implementation of system changes.

Network Administrator

The responsibilities of this position are:

· Establishes, plans, and administers policies and goals for Network and Systems Maintenance.

· Provides tactical and strategic input on overall network planning and related projects.

· Troubleshoot network systems and recommend improvements; provides documentation/project tracking and management reporting; Installs new software releases, evaluate and installs patches and resolves software related problems; upgrades or replaces hardware systems.

· Operates and monitors computer equipment.  Performs routine tasks to maintain computer equipment and their peripherals.

· Supports, monitors, tests, and troubleshoots hardware and software problems pertaining to LAN.  Recommends and schedules repairs, provides end users support for all LAN-based applications.  Installs and configures workstations.

· Familiar with a variety of the field concepts, practices, and procedures.

· Observes peripheral equipment and error messages displayed on monitor of terminal to detect faulty output or machine stoppage.

· Participates in, and conducts technical training programs.

· Relies on experience and judgment to plan and accomplish goals.

· Provide a variety of reports to the Department Head

Workstation Support

The responsibilities of this position are:

· Establishes, plans, and administers policies and goals for Workstation Customer Service.

· Responds to telephone calls, email, and customer requests for technical support.

· Provides support to end users on a variety of issues.  Identifies researches, and resolves technical problems, recommends and schedules repairs.

· Participates in and conducts technical training programs.

· Coordinates the deployment, maintenance, support and upgrade of servers, desktop PC, hardware, software, operating systems and distributed printers by handling service tickets of end users (customers).

· Functional knowledge of software packages including:

· Microsoft Word, Microsoft Works, WordPerfect 

· Microsoft PowerPoint, Microsoft Publisher, Print Shop, Corel Draw, Microsoft Draw

· Microsoft Excel, Corel Quattro, Microsoft Access

· Adobe Acrobat, Illustrator, Adobe PageMaker, Adobe Photoshop

· Quicken, QuickBooks, Quick Money

· Functional knowledge of various PC hardware and printers including:

· Compaq




· IBM

· Macintosh

· Unix

· HP

· Cannon

· Lenox

· Techtronik

· Performs a variety of minor and complicated tasks.  May work as team leader directing the work of others.  Designs, plans, and coordinates work teams.

· Provide a variety of reports to the Department Head.

Web Design & Maintenance

The responsibilities of this position are:

· Produces graphic sketches, designs, and copy layouts for online content.  Determines size and arrangement of illustrative material and copy, selects style and size of type, and ranges layout based upon available space, knowledge of layout principles, and aesthetic design concepts.

· Have knowledge of HTML, DHTML, JavaScript programming languages.

· Develops and designs interface, front pages, and the tools to navigate on the web site.

· Performs unit testing at the page level.  Sets code standards, and leads code reviews.

· Reviews specifications and provides time estimates on the development of projects and features.

· Determines look-and-feel of entire site.  Creates original graphics and icons for use on the site.

· Implements the web design parameters, style guides and visual standards.

· Performs a variety of minor and complicated tasks.  May work as team leader directing the work of others.  Designs, plans, coordinates work teams

· Participates in, and conducts technical training programs

· Relies on experience and judgment to plan and accomplish goals

· Provide a variety of reports to the Department Head.

Audio/Video Administration & Communications

The responsibilities of this individual are:

As Video Administrator, 

· Set up and facilitate video interfacing.  Provide expertise to coordinate electronic visual transmission.  Troubleshoot connection problems.

· Research most cost effective audio/visual programs

· Investigate and recommend video-conferencing vendors for corporate contracts.  

· Maintain equipment for video conferencing in corporate office and district sites.

· Have knowledge of desktop publishing software for assistance with video presentations.  Maintain electronic library of video presentations for the corporate administration

· Participates in and conducts technical training programs

· Provide a variety of reports to the Department Head.

As Audio Administrator,

· Researches most cost-effective audio conferencing service.  Maintain conference equipment.  

· Coordinate connection for audio-bridge conference meetings.  Some administrative work.

· Investigate and troubleshoot transmission problems.

· Provide a variety of reports to the Department Head.

As Communications Administrator,

· Responsible for the set-up of corporate internet and email accounts

· Knowledge of dial-up, DSL, and cable Internet systems.

· Research most cost-effective telecommunication services 

· Responsible for hardware and communications equipment for set-up of telecommunications in corporate office and district sites.

· Oversee the distribution and usage of phone cards and/or corporate cell phones.  Keep log of phone assignments and usage.

· Performs a variety of minor and complicated tasks.  May work as team leader directing the work of others.  

· Provide a variety of reports to the Department Head.

Policies & Procedures

SYSTEM SECURITY POLICY GUIDELINES

Computer Software

Licensed computer software should be used strictly in accordance with the terms and conditions of the software license.  Any unauthorized use (or copying) of computer software should only be loaded or installed onto organization computer systems by authorized personnel and only for the organization’s business.

Computer Hardware
Computer Hardware should only be purchased through approved suppliers and in accordance with the organization’s purchasing policy and ISC standards.  Computer hardware of any kind that is unauthorized should not be connected, interfaced or otherwise used within the organization’s systems and network9s) to access, create, or store data.

OBJECTIVES

· To protect the organization’s business information and any client or customer information within its custody or safekeeping by safeguarding its confidentiality, integrity and availability.

· To establish safeguards to protect the organization’s information resources from theft, abuse, misuse and nay form of damage.

· To establish responsibility and accountability ISC in the organization

· To encourage management and staff to maintain an appropriate level of awareness, knowledge and skill to allow them to minimize the occurrence and severity of ISC incidents.

· To ensure that the organization is able to continue its commercial activities in the event of significant ISC incidents.

COMPLIANCE POLICY

Accountability

Individuals will be personally responsible for understanding and following ISC Policy, and personally accountable for the consequences of any security violation resulting from their failure to observe such policy.

OBTAINING APPROVAL FOR SECURITY POLICIES

Once security policies have been created and reviewed, they can be submitted to the CEO for approval in accordance with the following:

“The Department of ISC hereby submit to the CEO of THAT, Inc. for approval and ratification, the security policies of THAT, Inc. proposes to adopt henceforth.

The approved policies will form an integral part of the security management structure, which is being developed to enhance the organization’s security process.

All policies are believed to accurately reflect and support THAT, Inc.’s organization practice.

We therefore recommend the attached policies to the CEO for approval and ratification.”

Ethics & Personal Conduct
In appropriate access to data may breach organization policy and violate legal regulations.

The right to access systems and data is based upon identified and approved business needs and should be withdrawn when the need ceases.

Denying unauthorized persons physical access to the organization’s systems is part of an effective security process.  

Conference Call Services
ConferenceCall is a teleconference service for THAT United.

A teleconference is a telephone or video meeting between participants in two or more locations. Teleconferences are similar to telephone calls, but they can expand discussion to more than two people. Using teleconferencing in a planning process, members of a group can all participate in a conference through an online service, with the ConferenceCall manager as the monitor. 

Teleconferencing uses communications network technology to connect participants’ voices. In many cases, speaker telephones are used for conference calls among the participants.  ISC uses Polycom Sound Station for teleconferencing. 



Appendix A
Computer Audit and Systems Evaluations

The Department of Information Systems & Communication is conducting a computer audit of all computer equipment and systems utilized by True Holiness Assemblies of Truth United International.  You should have been contacted prior to your site visit today.  
The evaluation will take approximately _________to complete.  Thank you for your assistance and cooperation in answering these questions.  Your input will help us to define the   technological and communication needs of THAT United., and give insight on how to serve our organization in the future.  

Audit Conducted by: 
___________________________________

Date of Evaluation: 
___________________________________

1.
No. of Computers located at Office/Church



__________

· Type (s) __________________________/_______
(Serial no. on file?)

             __________________________/_______
(Serial no. on file?)


   __________________________/_______ 
(Serial no. on file?)

-
MHZ ___________

-
RAM ___________

-
ROM____________

2. Name type of operating system and version

______________________________________________________________

3. Name type word processing software used:

_______________________________
_____________________________

_______________________________
_____________________________

_______________________________
_____________________________

5.
Name type of spreadsheet software used:

_______________________________
_____________________________

_______________________________
_____________________________

6.
Name type of desktop publishing software used:

_______________________________
_____________________________

_______________________________
_____________________________

_______________________________
_____________________________

7.
Name type of graphic/clipart packages software used:

_______________________________
_____________________________

_______________________________
_____________________________

_______________________________
_____________________________

8.
Name type of database packages used:

_______________________________
_____________________________

_______________________________
_____________________________

_______________________________
_____________________________

9.
Any other pertinent software used:

_______________________________
_____________________________

_______________________________
_____________________________

_______________________________
_____________________________

10.
No. of Printers (Color, B/W)





__________

· Type(s) __________________________/_______
(Serial no. on file?)

  __________________________/_______
(Serial no. on file?)

  __________________________/_______
(Serial no. on file?)

11.
Modem 

___________

12.
Scanner

___________

13.
Internet Access
___________

14.
CD/CD Burners
____________

15.
Sound/Speakers
____________

16.
Camera

____________

Appendix B

ISC TECHINICAL SUPPORT LOG

	Date
	ISC Initials
	Nature of Call (Include thorough diagnostic explanation and appropriate course of troubleshooting or work provided) 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix C
Organizing a successful teleconferencing session

Organization & Planning

· Develop an agenda that includes: 

1. Goals 

2. Participant expectations 

3. Timeline of deliverables 

· Plan accordingly: 

1. Ask participants to review the agenda prior to the call 

2. Consider the impact of  participant comment  volume  on time available when determining the number of agenda items 

· Scheduling and Preparation: 

1. Make sure all the participants have all the required information (the access phone number, the conference code, etc.) 

2. Distribute supporting documents/files before the call start 

· Starting the call: 

1. As the facilitator,  dial-in 5-10 minutes early and be the first to arrive 

2. If appropriate, ask early arrivals to greet subsequent arrivals as a team-building activity 

3. Find out if there are any individual time constraints and adjust accordingly 

· Stay on topic: 

1. Sticking to the published agenda reduces costs and makes the teleconference more profitable 

2. Provide your participants contact information in order to contribute possible topics for future conferences 

· Share leadership duties: 

1. Help less engaged people become more involved in the call 

2. Ask individuals to “lead” sections of the agenda 

3. During the call, pause occasionally and ask for feedback 

· Wrap things up: 

1. Provide a brief recap of all items discussed 

2. Re-iterate the contact information for those participants that need further clarification or would like to contribute future topics 

Network Administrator








Trustee Robert Thompson





Workstation Support





Evangelist Lisa Pointer





Web Design & Maintenance





Evangelist H. Kris Oliver





Audio/Video Conferencing & Communications





Minister Terrance Johnson
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