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These written policies are considered the basic policies of the church.  
Clarifications, minor additions and other modifications in keeping with the spirit 

of the original intent of these basic policies may be made by the Board of 
Deacons without requiring a vote of the congregation.    Major changes to the 

policies of the church require the approval of the Board of Deacons and the 
church membership. It is the responsibility of the Board of Deacons to decide if 

recommended changes are considered to be major. 
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MEMBERSHIP 

 

Basis of Membership 
Membership in this church shall be open to any person who professes faith 

in Jesus Christ as Savior and Lord and expresses a desire to become a 
member.   

 

Procedure for Accepting New Members 
An invitation to membership may be extended at each Sunday service or 

other church meetings.  A person may be admitted to membership: 
a) upon profession of faith in Christ and baptism by immersion, or 

b) upon transfer of membership from any other Christian church, or 
c) under watch-care (temporary membership). 

 
Termination of Membership 

The membership of any person may be terminated: 
a) upon request of the member, or 

b) upon recommendation of the Board of Deacons  
 

Non-Resident Members 
Copies of the First Baptist Church News shall be mailed to all non-resident 

members whose addresses are known.   

 
Every reasonable effort shall be made by the clerk and office secretaries to 

locate all members for whom addresses are not known. 
 

If no response is received from a member during a five-year period, it shall 
be assumed that he/she has affiliated with another church or for other 

reasons is not interested in remaining a member of this church.  It shall be 
the policy in such cases for the name of the member to be presented to the 

Board of Deacons which may direct that the name be removed from the roll.  
If the address of the member is available, it shall be the duty of the clerk to 

notify him/her in advance before action is considered. 
 

The clerk, with the approval of the pastor, shall be authorized to restore to 
the membership roll of the church any person whose name had been 

removed previously because of no response. 
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CHURCH CONFERENCE 

 
Quorum 

A quorum shall consist of those in attendance at the conference 
provided it has been properly scheduled and/or called.  

 
Presiding Officers 

Church conferences shall be presided over by a moderator.  The 
moderator shall be an affirmed officer of the church.   

 

In the moderator's absence, church conference shall be presided over 
by the Chair of the Board of Deacons. 

 
Rules 

Robert's Rules of Order (Latest Edition) shall regulate the 
deliberations. 

 
Agenda of Conference 

The moderator, in consultation with the Senior Minister and Chair of 
the Board of Deacons, shall determine the date, time and agenda of 

regular as well as special church conferences. 
 

A digest of agenda for conferences shall be published in the First 
Baptist Church News and/or other electronic media at least one week 

in advance. 

 
Recommendations presented from the floor that require church action, 

but are not on the agenda, will be deferred to a future church 
conference. 

 
Schedule of Conference 

A regular conference shall be held quarterly as needed.  Agendas for 
these conferences shall be disseminated prior to the conference at 

least one week in advance using electronic media and/or the monthly 
Newsletter. 

 
A special conference, called outside the normal schedule, shall be 

announced from the pulpit at least one week prior to the meeting and 
shall also be announced through other church communication media.   
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Committee and Team Manual        
 

Introduction 
 

The Organizational Structure of First Baptist Church, Athens, Georgia 
consists of 4 Divisions that includes 4 Committees and 18 Teams.  This 

Committee and Team Manual provides the basic responsibilities, 
organization and membership of each of these organizational units. 

 

Definitions: 

 

Division:  A Division consists of a specified group of Committees and/or 
Teams with similar categorical functions.    

Administrative Division:  consists of the organizational units that 
directly affect the administrative activities of the church and their 

activities.  The work of these entities has an influence on most of the 
other aspects of the Church Organization.   

 

Missions Division:  consists of the organizational units that primarily 

focus on Missions outreach for the local community and beyond. 
 

Service Division: consists of organizational units that generally focus 
internally to the Church membership. 

 

Ministry Division: consists of organizational units that provide 
support and input to the Ministerial staff within their specific ministry 

responsibilities. 
 

Committee:  A Committee is defined as a finite group of First Baptist 
Church members recommended by the Nominating Committee (or 

Deacons as appropriate), affirmed by the Board of Deacons and approved 
by the Church in Conference.   A Committee has a defined and specific 

set of responsibilities.  While a Committee may call upon additional 
individuals to provide consultation and input for specific needs, the 

normal activities would primarily involve the Committee membership.   
 

Team:  A Team is defined as a finite group of individuals recommended 
by the Nominating Committee, affirmed by the Board of Deacons and 

approved by the Church in Conference.  A member of a Team, while 

expected to be a participant in the life of First Baptist Church, would not 
necessarily be required to have formally joined the Church.  While Teams 

have a defined  
membership and activities, they are expected and encouraged to invite 

participation of those that have an interest in the role and responsibility 
of the specific Team.   
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All Committees and Teams shall meet on a regular basis or at least once 
a quarter or as specified.  All Committees and Teams must maintain 

appropriate minutes, records and reports. 
 

A Divisional Liaison to the Board of Deacons will be appointed to oversee 

the programming of each Division:  Administrative, Mission, Service and 
Ministry. Each Divisional Liaison shall be an active Deacon appointed by 

the Board of Deacons.  Divisional Liaisons are appointed for one year 
terms and may serve more than one term during their tenure as an active 

Deacon.   
 

Divisional Liaisons will attend all meetings of their respective 
Committees/Teams.  Divisional Liaisons will prepare a report to be 

presented at each Deacon meeting.   
  

Each Committee/Team will review its purpose, function and method of 

operation on a yearly basis.  A recommendation for change must be first 
communicated to the Church Council along with the rationale for the 

changes. The Church Council will review the recommended changes, 
clarify any questions and work with the Committee or Team in finalizing 

the recommendation.  The Church Council, when in acceptance and 
affirmation of the recommended changes, will then present to the Board 

of Deacons for endorsement.  The Board of Deacons will consider the 
recommended change and will decide on the proper disposition of the 

recommendation.  
 

The authority and responsibility for all Policies and Procedures of First 
Baptist Church lies with the Board of Deacons.  The Church Council, 

reporting directly to the Board of Deacons, has the responsibility for 
serving as the steering committee for ensuring that scheduled reviews of 

the Policies are performed.   All changes must be approved by the Board 

of Deacons who, in turn, will decide if the change should be classified as 
significant and requiring presentation to the Church in Conference for 

approval.   
 

Membership of Committees/Teams 
 

Unless otherwise specified, the Nominating Committee shall recommend 

appointments for the membership of all Committees/Teams.  The Board 
of Deacons nominates the rotational membership of the Nominating 

Committee.  
The Chair of the Board of Deacons will serve as a non-voting, ex-officio 

member of all Committees/Teams. 
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A designated staff representative will serve as a non-voting, ex-officio 

member of all Committees/Teams. Unless otherwise specified, the Senior 
Minister will assign responsibilities to the appropriate minister and/or staff 

member. 
 

The Board of Deacons will be responsible for establishing Ad Hoc Task 
Forces as needed. 

 
Committee/Team membership composition is described within this 

manual.  Unless otherwise stated, members will be elected to commit to 

three years of service, with terms arranged so one-third of the 
membership will be elected annually. 

 
Leadership Nominations for Committees and Teams 

• Congregational Teams:  The nominating committee shall 

recommend the name of a person to serve as Team Leader and Co-

Leader of each of the congregational teams.  These nominees shall 

then be included in the Nominating Committee report that is 

presented for endorsement by the Deacons and for approval by the 

church in conference. 

• Administrative Committees:  The Board of Deacons selects the 

Chairs-Elect of the Finance/Stewardship Committee; the 

Nominating Committee; the Personnel Committee; and the Property 

Management Committee. All these nominees are in addition to the 

membership of the various committees.  Additionally, the Board of 

Deacons nominates Active Deacons to serve as Deacon Liaisons for 

each of the 4 Divisions.  Leadership of the Board of Deacons shall 

submit all these nominations to the Nominating Committee for 

inclusion in the Nominating Committee report for approval by the 

Church in Conference.     

 

Members of each Team are considered a core group of planners and 
coordinators.  Each Team is encouraged to solicit assistance and support 

from other congregation members to implement vision and plans.   
 

A person may not serve on more than one Administrative Committee 
simultaneously.   Service on Teams is not restricted, however, any 

individual serving on more than one Team must understand that there is 
a commitment to be an active and productive member of each. 

 
An individual completing a term as a member or as Chair of an 

Administrative Committee must remain off the committee for a period of 

1 year before being eligible for nomination to the same Committee.  
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These individuals may, however, be appointed to a different 

Administrative Committee.  This does not apply to membership and 
leadership of Teams which have no such restrictions. 

 

 A member who is unable, for whatever reason, to complete a term on a 

Committee/Team should notify, in writing, the Chair/Leader and the Chair 
of the Nominating Committee. 

 
If a member does not participate nor have communication with the 

Committee/Team over a three-month period, the Chair/Leader will 

confirm whether the non-participating member wishes to remain as a 
member of said Committee/Team.  If no response, the Chair/Leader, has 

the authority to replace said member.  Committee/Team vacancies shall 
be filled as soon as possible through consultation between the 

Committee/Team Chair/Leader and the Nominating Committee. 
 

Vacancies that occur during the year for any reason may be filled by the 
Nominating Committee or Board of Deacons, whichever is appropriate, in 

consultation with the responsible Committee Chair or Team Leader.  The 
nominee to fill the vacancy will be endorsed by the Board of Deacons, but 

does not require approval by Church Conference. 
 

Organization 

Committees and Teams are divided into functional divisions to facilitate 

cooperation and avoid unintentional omissions and unnecessary 

duplication of effort in their work. (See organizational chart.) 
 

Each Committee/Team will be responsible for planning and carrying out 
the work assigned to it in this Manual, or requested of it by the church. 

 
Each Committee and Team may submit an annual budget request to the 

Finance/Stewardship Committee. The Teams of the Missions Division will 
submit annual budget requests to the Missions Team, who will coordinate 

and consolidate the submission and present to the Finance/Stewardship 
Committee.  Each Committee/Team will be responsible for the 

expenditure of funds designated for that activity in the church operating 
budget. Budget requests should be discussed with the Division Liaison 

prior to submission.  Expenditures in excess of this amount will require 
approval of the Finance/Stewardship Committee.  All purchases will follow 

the procedures established by the Finance/Stewardship Committee.    

 
Each Committee/Team member is personally responsible for 

understanding the purpose and the duties of the Committee/Team and for 
entering into its business with an open, positive and willing attitude. 
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Administrative Division 

 
Finance/Stewardship Committee 

 

Purpose 

The Finance/Stewardship Committee is responsible to the church for 

developing an annual budget, monitoring all receipts, ensuring that all 

expenditures are made properly within approved budget allocations and 

planning, implementing and conducting a continuing year-round church 

stewardship program. (See also Finance section of the Policies and 

Procedures of the First Baptist Church.) 

 

Membership/Composition 

Membership consists of: 

 9 members, 3 elected annually 

 1 ex-officio member, voting (church treasurer) 

 2 ex-officio members, non-voting (Chair of Board of Deacons, 

Senior Minister) 

Chair and Chair-Elect serve in addition to the 9 members.  

 

Method of Selection: 

 Rotational members nominated by Nominating Committee 

 Ex-officio members by nature of office 

Chair-Elect nominated by Board of Deacons.  In the event a serving 

Chair-Elect cannot assume the role of Chair at the appropriate time, 

the Board of Deacons will make an alternative selection for the 

Chair and for a new Chair Elect.   

 

Terms of Service: 

 Rotational members serve for three years 

 Ex-officio for duration of term in office 

Chair-elect serves for one year, assuming responsibilities of Chair 

the following year for a total of 2 years of service on the 

Committee. 

 

Function 

1. Develop an annual stewardship plan. 

2. Provide a continuing, congregation-wide program encouraging member 

responsibility in the financial support of the church and its ministry. 
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3. Conduct a stewardship promotion emphasis for new members, 

encouraging a quick and continuing commitment to the stewardship 

responsibility of church membership. 

4. Prepare and recommend an annual financial budget for approval no 

later than the October meeting of Board of Deacons and the following 

church conference. The committee is given the authority to appoint a 

sub-committee to execute this task if needed, but is not required to do 

so. 

5. Develop and recommend financial policies and procedures to ensure 

proper accountability and efficient use of church funds. 

6. Designate the depositories in which church funds will be kept. 

7. Review receipts and expenses to ensure proper accountability of funds 

and recommend adjustments to the church budget as needed. 

8. Approve monthly financial statements prepared by the church 

treasurer. Report statements to the Board of Deacons and to the church 

as requested. 

9. Approve quarterly and annual financial statements as prepared by the 

church treasurer and report in the church newsletter. 

10. Authorize an annual professional finance review and prepare a report.  

Reports will be maintained in the finance office by the financial secretary. 

11. Review, jointly with the Property Management Committee, the 

church’s insurance and bonding programs. Recommend appropriate 

changes to ensure adequate protection of the church’s assets and 

minimize liability. 

 

Meeting Schedule 

Frequency: 

 The Finance/Stewardship Committee meets monthly, and otherwise 

as needed. 

 

Reports to: 

 Division Chair of the Administrative Division and to the Board of 

Deacons 

 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

 Finance/Stewardship Committee 
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Nominating Committee 

 

Purpose 

The Nominating Committee shall be responsible for the annual 

presentation to the church in conference of a slate of church officers, 

standing committee nominees and congregational team nominees for 

election by the congregation. The Nominating Committee will name the 

Team Leader and Co-Leader for all the congregational teams. 

 

Membership/Composition 

Membership consists of: 

 6 members, 2 rotational members selected annually 

 2 ex-officio members, non-voting (Chair of Board of Deacons, 

Senior Minister) 

Chair and chair-elect Elect serve in addition to the 6 members. 

 

Method of Selection: 

 Rotational members nominated by the Board of Deacons.  

Chair-Elect nominated by the Board of Deacons.  In the event a 

serving Chair-Elect cannot assume the role of Chair at the 

appropriate time, the Board of Deacons will make an alternative 

selection for the Chair and for a new Chair Elect. 

 

Terms of Service: 

 Rotational members serve for three years 

Chair-elect serves for one year, assuming responsibilities of Chair 
the following year for a total of 2 years of service on the 

Committee. 
 

Function 

1. The committee shall nominate the following church officers and 

liaisons for church election annually: 

 Clerk 

 Assistant Clerk 

 Director of Library Services 

 Sunday School Coordinator 

 Moderator 

 Scout Institutional Representative 

 Treasurer 

 Assistant Treasurer 
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 Vacation Bible School Director 

 Vacation Bible School Director-Elect 

 Church Historian 

 

2. The Nominating Committee shall nominate all members of the 

standing committees and teams of the church, except for the 

membership of the Nominating Committee.  The Nominating 

Committee membership and leadership are selected by the Board of 

Deacons. 

 

3.    Leadership Nominations for Committees and Teams: 

• Congregational Teams:  The nominating committee shall 

recommend the name of a person to serve as Team Leader and 

Co-Leader of each of the congregational teams.  These nominees 

shall then be included in the Nominating Committee report that 

is presented for endorsement by the Deacons and for approval 

by the church in conference. 

• Administrative Committees:  The Board of Deacons selects the 

Chairs-Elect of the Finance/Stewardship Committee; the 

Nominating Committee; the Personnel Committee; and the 

Property Management Committee. All these nominees are in 

addition to the membership of the various committees.  

Additionally, the Board of Deacons nominates Active Deacons to 

serve as Deacon Liaisons for each of the Divisions and appoints 

the Chair of the Memorial Council. Leadership of the Board of 

Deacons shall submit all these nominations to the Nominating 

Committee for inclusion in the Nominating Committee report for 

approval by the Church in Conference.     

4. The Nominating Committee shall work with the Committee Chairs, 

Team and Co-Leaders of the appropriate teams to nominate rotational 

members for service. 

 

5. No later than March 1 of each year, the Nominating Committee 

should start planning for the presentation of a slate of church 

committee and congregational team nominees for election by the 

church at the June church conference.  
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Meeting Schedule 

Frequency: 

 The Nominating Committee meets as needed. 

 

Reports to: 

 Division Chair of the Administrative Division and to the Board of 

Deacons 

 

Budget Requirements 

Budget Amount:  (see current annual budget) 

 

Budget Requests made to: 

 Finance/Stewardship Committee 
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Personnel Committee 

Purpose 

The Personnel Committee provides assistance to the Senior Minister 

and the church in matters relating to personnel policy, administration 

and management.  (See the Personnel Policies and Procedures section 

in the Policies and Procedures Manual of First Baptist Church)  

 

Membership/Composition 

Membership consists of: 

 6 members, 2 elected annually 

 2 ex-officio members, non-voting (Chair of Board of Deacons, 

Senior Minister) 

Chair and Chair-Elect serve in addition to the 6 members. 
 

Method of Selection: 

 Rotational members nominated by the Nominating Committee 

Chair-Elect nominated by the Board of Deacons.   

In the event a serving Chair-Elect cannot assume the role of Chair 

at the appropriate time, the Board of Deacons will make an 

alternative selection for the Chair and for a new Chair Elect. 

 

Terms of Service: 

 Rotational members serve for three years 

Chair-elect serves for one year, assuming responsibilities of Chair 

the following year for a total of 2 years of service on the 

Committee. 

 

Function 

1. Function in consultation with the Senior Minister in all matters 

pertaining to personnel, administration and management. 

2. Generate and recommend personnel policies of the church for 

approval as needed. 

3. Assist the church in interpreting and implementation of personnel 

policy and management procedures. 

4. Provide coordination and study to examine church staffing needs on 

a regular basis. 

5. Update and revise job descriptions for church employees as needed. 

6. Provide leadership to recruit, interview and recommend the 

employment of all church personnel excluding the Senior Minister. The 
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committee shall consult with the respective ministry team regarding 

the choice of a future minister. 

7. Annually review the salaries and staff benefit programs and make 

recommendations to the Finance/Stewardship Committee. 

8. Coordinate all matters relating to personnel requests and grievances 

or policy interpretation. 

9. The committee shall follow the guidelines laid out in church policy 

with regard to conducting evaluations of staff. 

10. Secure pulpit replacement as needed in the event the church is 

without the services of a Senior Minister. The committee is given the 

authority to appoint a sub-committee to execute this task if needed, 

but is not required to do so. 

 

Meeting Schedule 

Frequency: 

 The Personnel Committee meets quarterly, and otherwise as 

needed. 

 

Reports to: 

 Division Chair of the Administrative Division and to the Board of 

Deacons 

 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

 Finance/Stewardship Committee 
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Property Management Committee 

 

Purpose 

The Property Management Committee is responsible to the church for 

overseeing the maintenance of the physical facilities and grounds.  

(See also the Property Management Policies and Procedures section in 

the Policies and Procedures Manual of First Baptist Church)  

 

 

Membership/Composition 

Membership consists of: 

 9 members, 3 elected annually 

2 ex-officio members, non-voting (Chair of Board of Deacons, 

Senior Minister) 

 Facilities Manager (ex-officio) 

Chair and Chair-Elect serve in addition to the 9 members.  In the 

event a serving Chair-Elect cannot assume the role of Chair at the 

appropriate time, the Board of Deacons will make an alternative 

selection for the Chair and for a new Chair Elect. 

  

Special Hostess/Host Sub-Committee:  

The Property Management Committee will ensure that a 

Hostess/Host Sub-Committee is in place with the duties as 

described below.  While the majority of the Subcommittee 

assignments will be for weddings, there may be additional 

occasions of facility use that warrant the involvement of the 

Subcommittee.  The Subcommittee will consist of a Coordinator and 

as many members as determined to be needed.  The individuals 

that serve as host/hostess may come from within the Property 

Management Committee or may be external to the Committee.  The 

Sub-Committee will report to the Property Management Committee 

and must be familiar with the wedding and property use policies. 

 

Method of Selection: 

Property Management Committee: 

 Rotational members nominated by the Nominating Committee 

 Chair-Elect nominated by the Board of Deacons 

 

Hostess Sub-Committee: 

 Coordinator is named by the Property Management Committee 



Revised and Approved April 16, 2012 

 

17 

 

 Sub-Committee members are named by the Coordinator 

 

Terms of Service: 

Property Management Committee: 

 Rotational members serve for three years 

Chair-elect serves for one year, assuming responsibilities of Chair 

the following year for a total of 2 years of service on the 
Committee. 

 

Hostess/Host Sub-Committee: 

Hostess/Host Sub-Committee members may serve consecutive 

terms. In the event a serving member decides to leave the Sub-

Committee the Coordinator of the sub-committee will work with the 

chair of the Property Management Committee to get a replacement.  

    

 Function 

1. Provide a continuing maintenance schedule for the building and 

grounds. 

2. Implement all facets of the building use policies and provide 

revisions as necessary. 

3. Recommend budgetary needs for maintenance of property annually 

to the Financial Stewardship Committee 

4. Approve the inventory of all equipment annually. 

5. Determine jointly with the Finance/Stewardship Committee, 

annually, the adequacy of the church’s insurance in concurrence with 

the Facilities Manager. 

6. Oversee the management of accrual funds for building maintenance, 

repair and replacement. 

 

Hostess/Host Sub-Committee: 

Weddings: 

• Ensure that the couple to be married has received a copy of the 

church’s wedding policies and to explain and interpret the 

policies (see “Wedding Policy” in the First Baptist Church Policies 

and Procedures Manual)  

• Ensure that Director of any special event has received a copy of 

the church’s policies for facility use and interpret the policies; 

• To acquaint the wedding party with the church’s facilities; 

• To assist Wedding Director at rehearsal and at wedding; 
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• To ensure that the church is cleaned and readied for its next use 

after special functions;  

• To verify that all of the church’s wedding accessories and or 

special event accessories are returned in good condition to their 

proper location and that the facilities have not been damaged or 

abused in any way. 

• To maintain an inventory of wedding equipment and supplies. 

 

Other Events: 

• Insure that proper scheduling and use of the facility is per the 

latest Facilities use Policies and Procedures. (See Property 

Management and Use section of the Policies and Procedures 

Manual of First Baptist Church) 

 

Meeting Schedule 

Frequency: 

 The Property Management Committee meets monthly, and 

otherwise as needed. 

 

Reports to: 

 Division Chair of the Administrative Division, and to the Board of 

Deacons 

 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

 Finance/Stewardship Committee 
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Missions Division 
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Missions Team 

 

Purpose 

The Missions Team is responsible to the church for the ministry of the 

church in missions within the local community as well as the state and 

global levels. It also facilitates ministry to persons in need within the 

community and encourages and empowers members of the church to 

take part in “hands-on” ministry projects in partnership with established 

helping agencies in our community as well as on a direct basis. 

 

Membership/Composition: 

Membership consists of: 

 12 members, 4 elected annually 

 1 ex-officio member, voting (AIM chair) 

 2 ex-officio members, non-voting (Chair of Board of Deacons, 

Senior Minister)  

 Chair and Chair-Elect are included in membership 

 

Method of Selection: 

 Rotational members nominated by Nominating Committee 

 Ex-officio members by nature of office 

 Chair-Elect nominated by the Nominating Committee  

In the event a serving Chair-Elect cannot assume the role of Chair 

at the appropriate time, the Nominating Committee will make an 

alternative selection for the Chair and for a new Chair Elect.  

 

Terms of Service: 

 Rotational Members serve for three years 

Co-Leader serves for one year, assuming responsibilities of Leader 
the following year. 

 

Function 

1. Design specific missions programs as part of the ministry of the 

church. 

2. Communicate missions opportunities to the congregation for support 

for the local, state and global levels. 

3. Cooperate with Adults in Missions in response to church wide mission 

objectives. 

4. Recommend disbursement of funds for local, state and global missions 

needs, requests and projects. 
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5. Communicate to the church options for community service usage of 

our facilities and grounds. 

 

Meeting Schedule 

Frequency: 

 The Missions Team meets monthly, and otherwise as needed. 
 

Reports to: 
Division Chair of the Administrative Division and to the Board of 

Deacons 
 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 
 

Budget Requests made to: 
 Finance/Stewardship Committee 
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Interfaith Hospitality Network of Athens 
 

Purpose 

The Interfaith Hospitality Network is responsible for identifying and 

managing volunteers during the church’s host week, delegating tasks and 

responsibilities during the host week, recruiting and training prospective 

volunteers and communicating the activities of IHN of Athens to the 

congregation. 

 

Membership/Composition 

Membership consists of: 

Rotational Volunteers 

Church Coordinator 

Method of selection: 

Volunteers identified by Church Coordinator 

Church Coordinator identified by IHN of Athens 

Terms of Service: 

 Members serve on an indefinite and volunteer basis 

 

Function 

1. Identify, recruit and manage volunteers to assist the church during its 

rotational host weeks 

2. Adequately train volunteers according to current IHN of Athens 

guidelines and policy 

3. Schedule volunteers to handle the various responsibilities during the 

host weeks 

4. Communicate to congregation the need for volunteers and the 

assignments for the host weeks 

5. Disseminate information from IHN of Athens to volunteers and to 

congregation at large 

 

Meeting Schedule 

Frequency: 

 Meets as necessary 

Reports to: 

 Missions Division Liaison 

 

Budget Requirements 

 Requests made to Missions Team who will submit to the 

Finance/Stewardship Committee 



Revised and Approved April 16, 2012 

 

23 

 

Adults In Missions 

 

Purpose 

To identify, encourage church-wide participation, and carry out mission 

activities within our community, state and world.  This is done through 

three circles with each one choosing their own leadership and individual 

missions.   

 

Membership/Composition 

Membership consists of: 

 12 board members, 2 elected annually 

 1 ex-officio member, non-voting (Designated Staff Representative) 

 President is included in the membership 

 

Method of Selection: 

 Three chairs of the circles are chosen by their respective circles 

 Membership nominated by President 

 President is nominated by Nominating Committee 

 

Terms of Service: 

 Rotational members serve for two years 

 President serves a two-year term and two additional years as Past 

President 

 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

Requests made to Missions Team to be submitted to 

Finance/Stewardship Committee 
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Communication Team 

 

Purpose 

The communication team serves as an advisory group for First Baptist 

Athens staff, committees and teams to improve and promote more 

effective communication within the church congregation and the 

community at large to build the life and ministry of our church 

 

Membership/Composition 

Membership consists of: 

 6 members, 2 elected annually 

 1 ex-officio member, voting (Church Historian) 

 2 ex-officio members, non-voting (Scout Institutional 

Representative, Designated Staff  Representative) 

 Team Leader and Co-Leader are included in the membership 

 

Method of Selection: 

 Rotational members nominated by Nominating Committee 

Team Leader and Co-Leader nominated by Nominating Committee 

out the unexpired term.  Each year the Nominating Committee 

selects a Co-Leader, who serves for 1 year as Co-Leader then 

becomes the Team Leader.  In the event an individual cannot fulfill 

the duties at their designated time, the Nominating Committee will 

name another to serve 

 

Terms of Service: 

 Rotational members serve for three years 

 

Function 

1. Work with church staff as an advisory group that provides support and 

guidance in the publication of church newsletter and church bulletin 

2.  Work with church staff, committees and teams to offer church 

members clear and timely communication so they are more prepared for 

service and participation. 

3. Develop comprehensive promotional strategy designed to promote the 

church in the community and serve as a means of reaching out to 

prospective members in the community 

4. Coordinate ways of utilizing the newspaper, radio and other public 

means of communication 
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5. Evaluate the publications and website used to communicate the 

program and ministry of the church and recommend options for more 

effective communication 

6. Work with church staff to develop effective strategy for utilizing New 

Media to promote the church’s activities to the congregation and 

community at large 

 

Meeting Schedule 

Frequency: 

 Communications Team meets every other month and otherwise as 

necessary 

Reports to: 

 Board of Deacons 

 

Budget Requirements 

Requests made to Finance Committee. 
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Flower/Decorations 

 

Purpose 

The Flower Committee shall provide floral arrangements for the services 

and decorations for special occasions. 

 

Membership/Composition 

Membership consists of: 

 12 members, 4 selected annually 

 1 ex-officio member, non-voting (Designated Staff Representative) 

 Team Leader and Co-Leader are included in the membership 

 

Method of Selection: 

 Rotational members nominated by Nominating Committee 

Additional members can be selected from congregation at large on 

as needed basis 

Team Leader and Co-Leader nominated by Nominating Committee  

Each year the Nominating Committee selects a Co-Leader, who 

serves for 1 year as Co-Leader then becomes the Team Leader.  In 

the event an individual cannot fulfill the duties at their designated 

time, the Nominating Committee will name another to serve out the 

unexpired term.    

Terms of Service: 

 Rotational members serve for three years 

 

Function 

1. Prepare calendar to assure floral arrangements for Sunday services. 

Distribute flowers according to the wishes of the donor. 

2. Christmas decorations should try to include the following: nursery 

foyer, youth area landing, children’s area, office foyer, fellowship 

foyer, to include the fellowship hall during the Christmas season and 

the sanctuary vestibule. 

3. Easter decorations should try to include the following: nursery foyer, 

office foyer, fellowship foyer and the sanctuary vestibule. 

4. Christmas Banquet –Flower/Decorations Team, Food Services Team, 

and Recreation Team will work in collaboration.  The Food Service 

Team Leader will chair the meetings. 

5. Upkeep and maintenance of flower pots in storage. 
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Meeting Schedule 

Frequency: 

 The Flower/Decorations Team meets as needed. 

 

Reports to: 

 Divisional Liaison 

 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

 Finance/Stewardship Committee 
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Food Service Team 

 

Purpose 

The Food Service Team shall be responsible for the food service 

operations, including any associated monetary collections, relative to the 

various programs and organizations of the church. 

 

Membership/Composition 

Membership consists of: 

12 members, that may serve consecutive years.  

1 ex-officio member, non-voting (Designated Staff Representative) 

Team Leader and Co-Leader are selected from within the Team 

membership.    

 

Method of Selection: 

Membership recruited and coordinated by the Team Leadership. 

Nominating Committee will assist if needed in replacing any 

members that are needed. Each year those serving will be part of 

the Nominating Committee report to the Church.  

 

Additional members can be selected from congregation at large on 

as needed basis 

 Team Leader and Co-Leader nominated by Nominating Committee 

 Rotational members of sub-committee nominated by Co-Leader 

 

Terms of Service 

Rotational members serve on an annual basis and may serve 

consecutive years 

Each year the Nominating Committee selects a Co-Leader, who 

serves for 1 year as Co-Leader then becomes the Team Leader.  In 

the event an individual cannot fulfill the duties at their designated 

time, the Nominating Committee will name another to serve the 

unexpired term.   

 

Functions 

Team Members: 

1. Work in planning, preparing and serving of the family night supper and 

other food serving occasions of a church-wide nature. 

2. Responsible for the collection and crediting of charges to the 

membership who have a reservation for family night supper. 
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3. Christmas Banquet – Flower/Decorations Team, Food Services Team 

and Recreation Team will work in collaboration.  The Food Service Team 

Leader will chair the meetings. 

Team Leader:  

1. Prepare a yearly serving schedule for family night suppers 

2. Provide input to the Personnel Committee in the event there is a need 

for the employment of kitchen staff or evaluation of current kitchen staff 

3. Provide input to the Finance/Stewardship Committee regarding annual 

budgetary needs for the food service committee 

4. Work in conjunction with the Property Management Committee on the 

annual inventory of food service equipment 

5. Report any pertinent information to the Property Management 

Committee regarding any repair maintenance issues should they arise 

during the year 

 

Co-Leader: 

1.  Provide assistance to the Team Leader as needed with the above 

responsibilities 

2. Select the members of, and monitor the activities of the sub-

committee responsible for the collection and crediting of charges to the 

membership who have a reservation for family night supper 

3. Schedule sub-committee members as needed to fulfill this function 

 

Meeting Schedule 

Frequency: 

The Food Service Team holds a yearly orientation/training meeting 

as determined by  Team Leader prior to new church year, and 

otherwise as needed. 

 

Reports to: 

Divisional Liaison 

 

 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

 Finance/Stewardship Committee 
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Sanctuary Preparation and Ordinances Team  

 

Purpose 

The Sanctuary Preparation and Ordinances Team shall be responsible for 

keeping the sanctuary ready for any services held in the sanctuary of 

First Baptist Church to include the preparation for the services of 

Communion and Baptism. 

 

Membership/Composition 

Membership consists of: 

 12 members, 4 selected annually 

 1 ex-officio member, non-voting (Designated Staff Representative) 

 Team Leader and Co-Leader are included in the membership  

 

Method of Selection: 

Rotational members nominated by Nominating Committee 

Additional members can be selected from congregation at large on 

as needed basis 

 Team Leader and Co-Leader nominated by Nominating Committee 

Each year the Nominating Committee selects a Co-Leader, who 

serves for 1 year as Co-Leader then becomes the Team Leader.  In 

the event an individual cannot fulfill the duties at their designated 

time, the Nominating Committee will name another to serve out the 

unexpired term.    

 

Terms of Service: 

 Rotational members serve for three years 

 

Function 

Weekly 

1.  Check pews very carefully to be sure nothing is left on them. 

2.  Be sure there is a visitor’s booklet at each pew and an offering 

envelope in each holder. 

3.  Be sure there is a special offering envelope when one is needed and 

that it is taken up when is not needed. 

4.  Check to be sure there are hymnals in place. 
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In preparation for the Baptism of Individuals 

1.  Meet with the candidates at least one week in advance to discuss 

Baptism, where to meet, proper clothing, and address the candidate’s 

questions. 

2.  Ensure there are sufficient gowns and towels. 

3.  Pick up gowns and towels and take to dressing room. 

4.  Prepare the dressing rooms. 

5.  Meet the candidates in the Senior Minister’s office, escort them to the 

dressing room and assist when needed. 

6.  Sort the wet clothing, makes arrangements for proper cleaning, and 

return garments and towels so as to be ready for next use. 

 

In preparation for Communion 

1.  Ensure that the trays, plates and cups are clean. 

2.  Prepare sufficient number of trays and plates according to expected 

attendance. Be available to prepare more if attendance is greater than 

expected. 

3.  Set the Communion Table. 

4.  Collect all cups, trays and plates following the service and return to 

the kitchen so they may be cleaned by the janitorial staff. 

 

Meeting Schedule 

Frequency: 

 The Sanctuary Prep Team meets as needed. 

Reports to: 

 Divisional Liaison 

 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

 Finance/Stewardship Committee 
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Senior Adult Team 

  

Purpose 

Provide Christian nurture and fellowship for and with senior adults. 

  

Membership/Composition 

Membership consists of: 

12 members, 4 elected annually 

1 ex-officio member, non-voting (Designated Staff Representative)

   

  

Method of selections: 

Team Leader, Co-Leader and four rotational members are elected 

each year at the May Senior Adult Luncheon.  Leadership may serve 

successive terms if so elected. 

 

The current Team Leader of the Senior Adult Team will submit to 

the Nominating Committee Chair each year the selections of the 

four new members and Team Leader/Co-Leader positions. 

 

Terms of service: 

Rotational members serve for three years  

 

Functions 

1. Plan and promote activities/programs involving church members. 

2. Study needs of older members that meet their needs for Christian 

growth and fellowship. 

3. Show concern for ailing members that are home, in hospitals, and 

nursing homes. 

4. Show concern for inactive members. 

5. Plan recreational programs that promote physical fitness and mental 

alertness. 

6. Promote spirit of volunteerism in community needs. 

  

Meeting Schedule 

Frequency: 

 The Senior Adult Team meets once every two months or as needed. 

 

Reports to:  

 Division Liaison 
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Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

 Finance/Stewardship Committee  
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Welcome Center and Hospitality Team 

 

Purpose  

The Welcome Center and Hospitality Team greets individuals attending 

the worship services and programs of the church and assists in 

establishing and sustaining a feeling of warmth and welcome for all those 

in attendance. 

 

Membership/Composition  

 

Membership consists of: 

24 members that serve on an annual basis and may serve 

consecutive years   

1 ex-officio Staff Representative  

Team Leader and Co -Leader are selected from within the 

Membership 

 

Method of Selection: 

Members nominated on an annual basis by the Nominating 

Committee as may be needed.  Each year the Nominating 

Committee must coordinate with the Team leadership in order to 

determine the members that need to be replaced.   

Team Leader and Co-Leader nominated by the Nominating 

Committee 

 

Terms of Service: 

Members serve on an annual basis and may serve consecutive 

years 

 

Functions: 

 

1. Members are expected to serve at the times designated by the master 

schedule.  If an individual scheduled to serve has an unexpected conflict 

it is the responsibility of the individual to secure a replacement and to 

notify the Team Leader. 

2. Team members should arrive to fulfill their assigned duties at the times 

designated by the master schedule. 

3. Team members will greet all persons attending the services, open 

doors, distribute programs, seat individuals, assist the elderly and 
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handicapped, respond to emergencies, monitor sound system and in 

general assist in establishing and sustaining a feeling of welcome and 

warmth prior to, during and following the services of the church. 

5. Record names and addresses of visitors in the provided visitor’s book. 

6. Team members should have a general knowledge of the light panel 

that supports the sanctuary. 

7. Team members should acquaint themselves with the location of the 

emergency telephone, fire extinguisher, first-aid kit, stretcher, 

wheelchair, and be alert to any physical needs of those in attendance or 

other emergencies that may arise.  (Chair or designated committee 

member should make sure that the emergency phone is in place during 

each and every service) 

8. Coordinate activities with the Property Management/Hostess Sub-

Committee as needed 

9. Team members should be willing to serve as greeters at other church 

activities when asked. 

10. Team members should be willing to participate in any scheduled 

training session to include: CPR, use of the AED, and operation of the 

handicap lifts located throughout the church.  

11. Members are called upon from time to time to provide assistance at 

funeral services that are held at the church.  Circumstances may occur 

such that Team Leaders (or their designee) find it necessary to recruit 

individuals to serve that are not currently on the Team, but are willing 

and able to assist.   

 

Sunday Mornings:   

1. Two people serve at the Branyon Foyer and two at the Fanning Foyer 

prior to Sunday School beginning at 9:25 a.m. and between Sunday 

School and the 11:00 a.m. service.  One person keeps the guest register 

and hands out programs and one person is available to open the door and 

provide outdoor assistance as needed.  

2. One of the people who serve in the Branyon Foyer also comes back 

following the service to speak to people as they exit the church 

3. Each entrance into the sanctuary from the Branyon Foyer has an 

individual stationed to hand out programs prior to the 11:00 a.m.service.  

The Narthex is handled by the Usher Team. 
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Meeting Schedule 

Frequency: 

The Welcome Center and Hospitality Team holds a yearly 

orientation/training meeting as  determined by Team Leader prior to 

new church year, and otherwise as needed. 
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Usher Team 

Purpose  

The Ushers of the Church greet individuals attending the worship services 

and programs of the church and assist in establishing and sustaining a 

feeling of warmth and welcome for all those in attendance. 

 

Membership/Composition  

 

Membership consists of: 

16 members that serve on an annual basis and may serve 

consecutive years   

1 ex-officio Staff Representative  

Team Leader and Co -Leader are selected from within the 

Membership 

 

Method of Selection: 

Members nominated on an annual basis by the Nominating 

Committee working with the Usher Team leadership to replace 

members as may be needed.   

Team Leader and Co-Leader nominated by the Nominating 

Committee 

 

Terms of Service: 

Members serve on an annual basis and may serve consecutive 

years 

 

Functions: 

 

1. Members are expected to serve at the times designated by the master 

schedule.  If an individual scheduled to serve has an unexpected conflict 

it is the responsibility of the individual to secure a replacement and to 

notify the Team Leader. 

 2. Team members should arrive to fulfill their assigned duties at the 

times designated by the master schedule. 

3. Team members will greet all persons attending the services, open 

doors, distribute programs, seat individuals, assist the elderly and 

handicapped, respond to emergencies, monitor sound system and in 

general assist in establishing and sustaining a feeling of welcome and 

warmth prior to, during and following the services of the church. 

5. Record names and addresses of visitors in the provided visitor’s book. 
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6. Team members should have a general knowledge of the light panel 

that supports the sanctuary. 

7. Team members should acquaint themselves with the location of the 

emergency telephone, fire extinguisher, first-aid kit, stretcher, 

wheelchair, and be alert to any physical needs of those in attendance or 

other emergencies that may arise.  (Chair or designated committee 

member should make sure that the emergency phone is in place during 

each and every service) 

8. Coordinate activities with the Property Management/Hostess Sub-

Committee as needed 

9. Team members should be willing to serve as greeters at other church 

activities when asked. 

10. Team members should be willing to participate in any scheduled 

training session to include: CPR, use of the AED, and operation of the 

handicap lifts located throughout the church.  

11. Members are called upon from time to time to provide assistance at 

funeral services that are held at the church.  Circumstances may occur 

such that Team Leaders (or their designee) find it necessary to recruit 

individuals to serve that are not currently on the Team, but are willing 

and able to assist.   

 

Sunday Morning Worship: 

1.  Ushers are stationed in the Church Narthex and hand out programs, 

greet all entering and provide assistance to those that need it.  

2.  Remain in the Narthex proximity during worship and be alert to any 

needs that may arise. 

3.  Maintain the guest register in the sanctuary Narthex 

4.  Serve as Ushers at other services and events as may be needed. 

 

Meeting Schedule 

Frequency: 

The Usher Team holds a yearly orientation/training meeting as 

determined by Team Leader prior to new church year, and 

otherwise as needed. 
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Recreation Team 

Purpose 

To provide recreational, social and cultural opportunities which encourage 

fun and fellowship that nurtures the church family as a result of 

evaluating and identifying entertainment needs for the congregation. 

 

Membership/Composition 

Membership consists of: 

 6 members, who may serve consecutive terms 

 1 ex-officio member, non-voting (Designated Staff Representative) 

 Leader and Co-Leader are selected from within the membership 

 

Method of Selection: 

Members nominated by the Nominating Committee in consultation 

each year with Team Leadership to replace members as may be 

needed. 

Additional members can be selected from congregation at large on 

as needed basis 

 Team Leader and Co-Leader are nominated by the Nominating 

Committee 

Each year the Nominating Committee selects a Co-Leader, who 

serves for 1 year as Co-Leader then becomes the Team Leader.  In 

the event an individual cannot fulfill the duties at their designated 

time, the Nominating Committee will name another to serve out the 

unexpired term.    

 

Terms of Service: 

 Members serve on an annual basis and may serve consecutive 

terms. 

  

Function 

1. Seek out and be aware of recreation interests of the membership. 

2. Plan, discuss, present and evaluate recreational and social activities for 

church and community events, including the annual Church Picnic. 

3. Stay in contact with Ministry Teams to provide recreation and social 

activities as appropriate. 

4. Coordinate opportunities for members to participate in community 

sports leagues. 
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5. Christmas Banquet – Flower/Decorations Team, Food Services Team 

and Recreation Team will work in collaboration.  The Food Service 

Team Leader will chair the meetings. 

6. Responsible for the coordination and delivery of meals from the 

Christmas Banquet to shut-in members. 

 

Meeting Schedule 

Frequency: 

 The Recreation Team meets quarterly, and otherwise as needed. 

 

Reports to: 

 Divisional Liaison 

 

Budget Requirements: 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

  Finance/Stewardship Committee 
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Outreach Team 

 

Purpose 

The Outreach Team represents the congregation by providing initial 

contact with visitors, working in conjunction with a member of the 

Ministerial Staff designated by the Senior Minister. 

 

Membership/Composition 

Membership consists of: 

6 members, 2 rotating off every 3 years. 

 1 ex-officio member, non-voting (Senior Minister) 

 Team Leader is included in the membership 

 

Method of Selection: 

 Members nominated by Nominating Committee 

Team Leader and Co-Leader nominated by Nominating Committee. 

Each year the Nominating Committee selects a Co-Leader, who 

serves for 1 year as Co-Leader then becomes the Team Leader.  In 

the event an individual cannot fulfill the duties at their designated 

time, the Nominating Committee will name another to serve out the 

unexpired term.   

 

Terms of Service 

 Members serve for three years 

  

Function 

1. It is important for the growth and future of this church that the 

Outreach Team, the Ministerial Staff and the Board of Deacons take 

spiritual responsibility for increasing a spirit of prayerful concern for 

each visitor, of any age, who comes into this church for any event 

including Sunday School, Worship Services, Wednesday Fellowship 

Dinner, or any relevant church activity.  

2. An Outreach Team member via email, telephone or personal written 

note makes initial contact to visitors.  Other creative means of 

communication with visitors is encouraged. 

3. Information packets about the Church, will be displayed in each of the 

three foyers.  At the time of contact with a visitor, the person making 

the contact will make an information packet available. 
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Maps showing the location of each Sunday School class will be 

readily available in each foyer in order that the Hospitality and 

Greeting Team may offer meaningful assistance to a visitor. The 

Sunday School Coordinator shall coordinate the printing and 

distribution of maps showing the location of each Sunday School 

class. 

 

4. The Outreach Team will organize a means for contact with each 

Sunday School class covering all age groups – ranging from 

Preschool/Children through our Senior Adult Ministry - in order to 

inform the classes of new prospects and to gain knowledge of visitors 

not previously identified.  

5. The designated Ministerial Staff will make contact with the visitor by 

whatever means are appropriate as soon as possible. 

6. Both a member of the Outreach Team and designated Minister will give 

an oral and written report to the Board of Deacons on a monthly basis.  

This reporting will raise awareness and accountability for the necessity 

to communicate with visitors and bring attention to prospective 

members. 

 

Meeting Schedule 

Frequency: 

 The Outreach Team meets as needed. 

Reports to: 

 Divisional Liaison 

 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Budget Requests made to: 

  Finance/Stewardship Committee 
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ARCHIVES TEAM 

 

Purpose: 

The Archives Team is responsible for gathering and preserving church 

records and helping the church to know and appreciate its heritage. 

Membership/Composition: 

Membership consists of: 

3 At Large Members  

Church Clerk 

Church Historian 

Librarian 

Administrative Secretary 

 

Method of Selection: 

At Large members nominated by the Nominating Committee  

Church officers by nature of position  

 

Terms of Service: 

At Large Members serve on an annual basis and may serve successive 

terms 

Church officers serve annually according to position 

 

Function: 

• Assist the church in making and keeping accurate, 

comprehensive records of its current activities. 

• Develop guidelines specifying which current records should be 

preserved. 

• Inventory and preserve materials relating to the church's Plan 

events to help the church understand and learn from its own 

history and its larger heritage as Baptists. 

• Develop a heritage display, either in the church library or a 

separate room. 

 

Meeting Schedule: 

Frequency: 

The Archives Team meets semi-annually and otherwise as needed  

Reports to: 

Service Division Liaison  
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Budget Requirements: 

Budget Amount: (See current annual budget) 

Budget Requests made to: Budget Preparation committee through 

Service Division Liaison  
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Ministry Division 
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Ministry Teams 

 

Purpose 

The five Ministry Teams work in faithful collaboration with the ministers to 

provide servant leadership to the various ministries of First Baptist 

Athens: 

 Discipleship (Minister of Education) 

Music (Minister of Music) 

Youth Team (Minister to Youth) 

College Team (Minister of Education) 

Children (Minister to Children)   

 

Membership/Composition 

Membership consists of: 

A minimum of 6 and no more than 9 members, selected by the 

nominating committee in consultation with the respective Team and 

Minister as to need for accomplishing the mission of the Team. 

   

Members normally selected for 3 year terms.  Shorter terms may 

appropriate as determined in consultation with the respective 

Minister, Team Leader and Nominating Committee. 

 

1 ex-officio member, non-voting (Respective Minister)  

 

Team Leader and Co-Leader are selected from within the 

membership. 

 

Method of Selection: 

Rotational members are nominated by Nominating Committee after 

consultation with respective Minister. 

Team Leader and Co-Leader are named by Nominating Committee 

after consultation with respective Minister.  Each year the 

Nominating Committee selects a Co-Leader, who serves for 1 year 

as Co-Leader then becomes the Team Leader.  In the event an 

individual cannot fulfill the duties at their designated time, the 

Nominating Committee will name another to serve out the 

unexpired term. Members are chosen because of their vision, 

passion and respect of the respective Team’s ministry. 
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Terms of Service: 

Members normally selected for 3 year terms.  Shorter terms may 

appropriate as determined in consultation with the respective 

Minister, Team Leader and Nominating Committee. 

 

Functions: 

1. Works in collaboration with the minister to give leadership to the 

overall ministry, to include planning, implementation and 

evaluation.  

2. Supports and encourages the respective Minister – acts as a 

   “sounding board” to the respective Minister. 

3. Assists in the logistics of the particular ministry.  Promotes and 

Educate others as to the goals and objectives of the particular 

ministry. 

4. In consultation with respective Minister and the Property 

Management Committee, each Team establishes policies for the 

use of facilities, equipment and materials that are considered to 

belong to that ministry. 

 

Meeting Schedule 

Frequency: 

 The Ministry Teams meet as needed. 

Reports to: 

 Divisional Liaison 

 

Budget Requirements 

Budget Amount: 

 (see current annual budget) 

 

Reports to: 

  Finance/Stewardship Committee 
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FINANCIAL MATTERS 

 

Deeds and Contracts 

All deeds and contracts which transfer an interest in real property of 

the church shall be executed by the Chair of the Board of Deacons and 

the church clerk.  Such transactions must be authorized by the church 

in conference. 

 

Indebtedness 

Any debt which exceeds the financial reserves of the church and/or 

increases the annual operating budget must be authorized by the 

church in conference.   

 

Fiscal Review 

An independent annual fiscal review will be performed to verify and 

review the records, and procedures of collection, deposit and 

expenditure of church funds.  The Finance Committee will assure that 

the review is performed by an independent source and the report shall 

be delivered to the Board of Deacons and the Finance Committee.  The 

report will be available to the congregation upon request. 

 

Protection Against Loss of Money and Securities 

To provide protection against loss of money and securities the 

treasurer and financial secretary shall be adequately bonded by the 

church.  The adequacy of the bond shall be determined annually by the 

Finance Committee. 

 

Insurance 

The church shall be adequately protected by insurance which covers 

the buildings and their contents.  Furthermore, adequate 

comprehensive general liability insurance, as well as comprehensive 

automobile liability insurance for employees on church business, shall 

be provided.  The adequacy of the insurance coverage shall be jointly 

determined annually by the Property Management Committee and the 

Finance Committee 

 

 

 

 



Revised and Approved April 16, 2012 

 

50 

 

BOARD OF DEACONS 

 
It shall be the purpose of the Senior Minister and the Board of Deacons to 

pursue all the interests of the church.  They shall be held responsible to 

the congregation. 

 

FUNCTION: 

The Board of Deacons shall cooperate in carrying out the policies of the 

church in the areas of administration and ministry through the Council, 

Staff, Committees, Officers and Trustees.  Deacons shall nominate chairs 

of all administrative division committees, as well as the divisional liaisons.  

Deacons are called for unique service to God and the church.  The 

ongoing goals and objectives of the church will determine the ministry 

response of the deacons in cooperation with the Senior Minister. The 

Senior Minister and Board of Deacons shall recommend policies, practices, 

or procedures they deem advisable to the church in conference.  The 

Board of Deacons and Senior Minister shall be responsible for the overall 

function of the Church as carried out through the Church Council, Church 

Staff, Church Committees and Teams, Church Officers, and Trustees of 

First Baptist Foundation. 

 

Each year the Board of Deacons shall choose their own officers from 

those serving as active Deacons.  These officers, which normally include a 

Chair-Elect and recording Secretary, are selected using internal 

procedures as developed and adopted by the Deacons.  The Chair Elect of 

the Board of Deacons must have at least 2 years remaining on his/her 

term serving 1 year as Chair-Elect and then assuming the role of Chair at 

the beginning of the following church year.  In the event a current Chair-

Elect cannot assume the role of Chair at the appropriate time, the 

Deacons must choose a new Chair and Chair-Elect.  The Secretary may 

serve successive terms. 

   

The Board of Deacons nominates the Chairs-Elect of each of the 

Administrative Committees:  the Finance/Stewardship Committee; the 

Nominating Committee; the Personnel Committee; and the Property 

Management Committee.  These Chairs-Elect serve in addition to the 

membership.  The Board of Deacons also shall nominate the rotational 

members of the Nominating Committee and the Chair of the Memorial 

Council.  Likewise, the Board of Deacons nominates Active Deacons to 

serve as Deacon Liaisons for each of the Divisions.  Leadership of the 
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Board of Deacons shall submit all these nominations to the Nominating 

Committee for inclusion in the Nominating Committee report for approval 

by the Church in Conference.     

 

A.   Eligibility for Membership on the Board of Deacons 

The position of deacon shall be open to all *resident adult members 

of First Baptist Church, Athens, Georgia who, as of the date of the 

Nomination Ballot are twenty-one (21) years of age and have been a 

member for two (2) years.  

 

B. Election to the Board of Deacons  

1. General 

Deacons shall serve a term of three (3) years commencing 

September 1st following their election.  At the expiration of this 

three-year term, these individuals will not be eligible for re-election 

for a period of two (2) years. The Board of Deacons and other 

appropriate church committees or staff will be responsible for 

informing the congregation as to the purpose and responsibilities of 

Deacons prior to and/or during the election process.  This may be 

done through written materials, Sunday School lessons, continuing 

education programs, etc.  The Board of Deacons shall provide 

orientation and education for new and existing Deacons to assist 

them in understanding and carrying out their responsibilities. 

 

2.  Nominations  

Starting at least thirty (30) days prior to mail out of the Nomination 

Ballot, notices  will appear in all church news publications strongly 

encouraging eligible members who do not wish to serve to notify the 

Church Office either by letter or e-mail; no calls. The names of those 

members who have provided this notification to the Church Office will 

be placed on an “Opt-Out” list.            

 

No later than the first Tuesday in February, one (1) Nomination Ballot 

for each Church member in the family will be mailed to the family 

address.  Only the ballot mailed will be available and no additional 

ballots will be distributed. The Church Office will keep a record of the 

number of ballots printed and the ballots will be numbered or 

otherwise marked in a distinctive way.  Each *resident church 

member is eligible to nominate up to twelve (12) resident adult 

members, but ballots with less than twelve (12) names will be 
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counted.   A list of the *resident adult membership will be available 

in both church foyers and the Pulaski Street Vestibule. If desired, a 

copy of this roster can be obtained at the Church Office or by e-mail 

or postal request. 

 

By letter from the Deacon Chair, to be enclosed with the Nomination 

Ballot, members will be urged to thoughtfully and prayerfully 

consider their nominations, taking into consideration, from personal 

observation, those members who are: 

 

• Regular in attendance & support for FBC church services 

• Financially supportive of the Church 

• In the opinion of the person making the nomination, meet the 

Biblical principles and conditions set forth in Acts 6:3-6 and 1 

Timothy 3:8-13. 

 

Current Deacons, Deacons Emeritus and those required by Church 

Policy to take a two (2) year hiatus are not eligible to be nominated 

and will be listed as a part of the Deacon Chair’s letter to the 

membership. 

 

Church  members will be responsible for either mailing their ballots 

to the church, putting them in the collection plate, or  in  foyer or 

vestibule ballot boxes to be received no later than the Tuesday 

following the second Sunday after the ballot is received (i.e. church 

members will have two (2) weeks to complete and return their 

ballot.) 

 

After the ballots are counted, the twenty-four (24) members 

receiving the highest number of votes (the “Nominees”) will be listed 

on the Election Ballot.    

 

3. Election Ballot    

 

Immediately following the completion of the First Ballot count, the 

Deacon Election Counting Committee will contact each of the twenty-

four (24) nominees and inform them that their name will be placed 

on the Election Ballot. The Deacon Election Counting Committee 

Chair will thereafter advise Nominees by letter that they will be 

required to (1) provide the Church Office with a brief biographical 
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sketch and (2) sign an enclosed Certificate, both of which must be 

returned to the Church no later than the second Sunday following the 

counting of the Nomination Ballots. The biographical sketch will 

include information on length of Church membership, Sunday School 

involvement, committee assignments, other Church-related activities 

and service to the community. The enclosed Certificate will provide 

for the Nominee to affirm that they will serve if elected and, to the 

best of their ability, (1) be regular in attendance & support FBC 

church services, (2) be financially supportive of the Church and (3) 

strive to meet the Biblical principles and conditions set forth in Acts 

6:3-6 and 1 Timothy 3:8-13. 

   

A ballot with the names of the twenty-four (24) Nominees, along 

with biographical sketches, will be mailed to church members no 

later than six working days following the deadline for the receipt of 

the biographical sketches and Certificate.  Only the ballot mailed will 

be available and no additional ballots will be distributed.    The 

Church Office will keep a record of the number of ballots printed and 

ballots will be numbered or otherwise marked in a distinctive way.  

Each *resident church member is then eligible to vote for twelve 

(12) of these twenty-four (24) names.  Church members will be 

responsible for either mailing their ballots to the church, placing 

them in the collection plate the following two Sundays or in foyer or 

vestibule ballot boxes.  All ballots must be received by the second 

Sunday following the mailing of the ballots. 

 

C. Policy for Counting Nomination and Election Ballots 

 

Counting will take place on the first Wednesday night following the 

deadline for receiving ballots for each election.  The Chair of the 

Deacons will appoint one person from the Board of Deacons to serve 

as chair of the counting procedure. The counting can be done by the 

Deacons at large or by the outgoing Deacons (the “Deacon Election 

Counting Committee”).  The Deacon Election Counting Committee 

will be furnished a list of those church members who have previously 

“Opted-Out” and will not total any votes those members might have 

received on a Nomination Ballot. A list of the 20 persons receiving 

the most votes in the Election Ballot shall be given to the Church 

Administrative Secretary, who will maintain the list in the event 

vacancies on the Board occur prior to the next election cycle.  Any 
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vacancies shall be filled in the order of the top vote receivers on that 

list. 

 

 

*Resident member is one who belongs to First Baptist Church of 

Athens and who resides close enough to attend church functions on 

a regular basis. (Approved Church Conference 9-7-86) 
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FIRST BAPTIST CHURCH 

Athens, Georgia 

DEACON EMERITUS STATUS 

 

{Previously Approved in Church Conference - May 6, 1984} 

 

Deacon Emeritus Status shall be open and available to any current 

member of the First Baptist Church who has both served one or 

more terms on the Board of Deacons and attained the age sixty-

five (65). Deacon Emeritus status is totally voluntary.  It shall be 

up to the discretion of the church members meeting these criteria 

to request this status of Board membership.  Deacon Emeritus 

status may be made at any time by notification in writing to the 

Secretary of the Board of Deacons and requires no further action 

by the Board.  Unless otherwise requested, Deacon Emeritus 

status shall continue for the lifetime of the requesting member, 

unless he/she chooses to cancel their earlier acceptance of this 

designation by written notification to the Secretary of the Board of 

Deacons. 

 

Church members designated as Deacon Emeritus shall be eligible 

for service on such committees as requested by the Chair and, 

with the exception of a voting right, shall be further entitled to all 

the privilege and perform all the duties and responsibilities, etc. of 

the Board of Deacons. 
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Section 6. 
Appendix 1. 

 
RESOLUTION OF THE BOARD OF DEACONS 

DEACON NOMINATING COMMITTEE 
 
Whereas, the Church policies of First Baptist Church of Athens provide 

that the Board of Deacons has the responsibility for nominating the 

Committee Chairs within the Administrative Division, the Divisional 

Liaisons, the rotational members of the Nominating Committee and the 

Chair Elect of the Nominating Committee, and Chair of the Memorial 

Council; and 

 

Whereas, the Board of Deacons has the additional responsibility of 

naming its own officers, which have traditionally included a Chair, 

Chair-elect, and a secretary; and 

 

Whereas, various procedures have been used in naming such 

leadership; and 

 

Whereas, the Board of Deacons desires to set a procedure for naming 

such positions;  

 

Now therefore, be it resolved by the Board of Deacons of the First 

Baptist Church of Athens that the individuals for the aforesaid 

positions, as needed, be nominated by a committee to be known as 

the Deacon Nominating Committee (DNC).  The DNC shall be 

composed of the Chair-elect of the Board of Deacons, who shall serve 

as DNC Chair; the current Chair of the Deacons and four Deacons 

selected from those individuals rotating off the Deacon Board.  These 

four representatives will be chosen by the Chair and Chair-elect of the 

Deacons.  The Senior Minister serves as an ex-officio member of the 

DNC. 

  

Be it further resolved that such Deacon Nominating Committee shall 

act to nominate the Deacon Liaisons to each of the Divisions, the 

Chair-elect of each Administrative Committee, the chair of the 

Memorial Council, two rotational members of the Nominating 
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Committee and the Chair Elect of the Nominating Committee; the new 

Deacon Chair-elect and the Secretary of the Board of Deacons.  Such 

nominations shall be made as soon as possible following the annual 

Deacon election.  
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Church Council   
 

Purpose 

The Church Council is responsible for evaluating the church programs, 

events and all Committees/Teams as well as serving as a 

clearinghouse for dialogue on specific issues as assigned by the Chair 

of the Board of Deacons. 

 

Membership/Composition 

Membership consists of: 

Chair-Elect, Board of Deacons 

Ministerial Staff 

4 Divisional Liaisons 

Chair, Board of Deacons (ex-officio) 

Ad Hoc participants may be appointed by the Chair, Board of 

Deacons for the purpose of providing input regarding specific 

issues.  The Ad Hoc participants will be invited to meetings for 

the purpose of sharing information and ideas on the particular 

issue.   Ad Hoc participants do not vote.   

 

Method of Selection 

Staff and elected leadership by nature of positions 

Chair of Board of Deacons designates additional members on an 

Ad Hoc basis 

 

Terms of Service 

Staff and elected leadership for duration of service  

Chair-Elect of Board of Deacons serves as Chair of Church 

Council 

 

Function 

1.  Evaluate Church programs, events and all Committee/Teams on a 

continuing basis.  Make recommendations for the development and 

addition of new Committees/Teams, make recommendations for 

modifications to standing Committees/Teams, and recommend the 

deletion of Committees/Teams deemed no longer needed.  
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2. Serve as a clearinghouse for dialogue on specific issues assigned by 

Chair of Board of Deacons. For purposes of this function, Chair of 

Board of Deacons may designate up to three additional congregational 

ad hoc “members-at-large” to serve for the duration of the needed 

dialogue on an issue. 

 

3.  Every 3 years or sooner as may be deemed appropriate, the  

Church Council will initiate a review of the Church Policies to determine 

if updates or changes are needed.  If it is determined that changes are 

needed, the Council will serve as the steering committee for 

assignment of a work group to study the specific need and to develop 

recommendations for changes.  These updates may include the 

forming, deleting or altering of committees or teams.  When finalized 

and approved by the Council, the recommendation will be presented to 

the Board of Deacons for endorsement.  The Deacons will then make a 

decision as to whether the change is major and requires presenting to 

the Full Church in Conference or is a minor change, which would only 

require the approval of the Deacon Board.    

 

4.  Provide regular reports to the Board of Deacons of their activities 

and research. 

 

 

Meeting Schedule 

Frequency: 

 The Church Council meets quarterly and otherwise as needed. 

 

Reports to: 

 Board of Deacons 

 

Budget Requirements 

Church Council has no budget.  Special needs, if they arise, would be 

presented to the Board of Deacons. 
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FIRST BAPTIST CHURCH 

FACILITIES USE POLICY 
 

Statement of Purpose and Philosophy 

First Baptist Church buildings and facilities are first a house of 

worship entrusted to us by the members of FBC past and present.  

As inheritors, we strive to preserve and protect its integrity.  A spirit 

of cooperation with other churches, groups, and individuals has long 

characterized the work and mission of First Baptist Church.  It is our 

wish to share our facilities within reasonable and established limits. 

 

General Policy 

1. First priority for the use of buildings and facilities of First Baptist 

Church will be to the members, organizations and functions that 

are an integral part of the life and ministry of the Church  

 

2. The buildings and facilities may be approved for use by other 

worthy organizations whose integrity and character of mission 

are aligned with the standards of use of the Church. Each 

request for use outside the normal life and ministry of the church 

shall be evaluated by the Ministerial Staff and presented to the 

Property Management Committee for review and approval as 

appropriate.  

 

3. Weddings at First Baptist Church shall be limited to those who 

are members of the church or are a family member of a member 

of the church.  Weddings will be in accordance with the Wedding 

Policies as outlined in the most current version of these policies 

and of the “Weddings” brochure of First Baptist Church.  Any 

deviations from the Wedding Policies must be approved by the 

Property Management Committee and the Board of Deacons 

 

4. All events, once scheduled, shall be honored on a 'first come, 

first served' basis. Unplanned or unexpected events, such as 

funerals, when in conflict with a planned event shall be evaluated 

and coordinated in accordance with specific circumstances.  Care 

will be given to maintain sensitivity to the bereaved family, while 

also respecting the planned event. Each unique set of 

circumstances must be evaluated by representatives of the 
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Property Management Committee in consultation with the Church 

Staff in setting the final schedule 

 

6. Whenever possible, non-church organizations and groups shall 

be required to deposit in advance sufficient funds to cover their 

costs to the church, including utilities and personnel for setup, 

operations, and maintenance. 

 

7. Fees for use of the church facilities shall be set annually by the 

Property Management Committee.  (Please refer to the fee 

schedule in Administrative Offices.) 

 

    

Specific Policies: 

 

1. Normally, all events are scheduled through the Facilities Manager 

in coordination with the Administrative Secretary, who maintains 

the master calendar for the Church. In those instances where 

conflicts of schedule cannot be easily corrected, the specifics of 

the conflict will be referred to the Ministerial Staff who will 

coordinate with the Property Management Committee as 

appropriate for resolution.  

 

2.  Use of the facility that requires any rearrangement of furniture, 

use of decorations, or the need of janitorial assistance must be 

coordinated with the Administrative Secretary and the Facilities 

Manager.  No church furnishing or decoration may be moved 

without consulting the Facilities Manager in consultation with the 

Ministerial Staff. All requests for facilities use that fall outside the 

normal routine must be coordinated with the Ministerial Staff 

and, if appropriate, approved by the Property Management 

Committee.  

 

3. Any church group or church organization planning to use the 

Fellowship Hall, sanctuary, kitchen and/or any of the educational 

facilities must make advance application to the Administrative 

Secretary or the Facilities Manager.  
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4. Any room in which furnishings are rearranged should be returned 

to their original configurations when the meeting is concluded.  

The leader of the group is responsible for this action. 

 

5. When a group has a meeting anywhere in the church, the leader 

shall be responsible for securing the building.  This will include 

the closing of windows, turning off lights, and securing all doors. 

This also applies to church personnel when they are working in 

the building at night. 

 

6. The Minister of Music shall administer the scheduling of the use 

of any musical instruments (including the organ) or sound 

equipment either on the grounds or within the facilities of the 

church. Musical Instruments of the church may only be used as 

approved by the Music Minister in consultation with the Music 

Team.  

 

7. In day to day operations the Facilities Manager has the 

responsibility to protect and preserve the property of the Church 

and, working within these policies, is authorized to make 

decisions in the best interest of the Church.  In all non-routine 

requests the Facilities Manager shall present the issue to the 

Ministerial Staff and to the Property Management Committee for 

assistance in resolution.  

8. Prohibited Acts: 

 

A. Posting signs or distributing notices without the approval of 

the minister/committee responsible for that area. 

B. Attaching tacks, nails, tape, or other materials which may 

damage church property. 

C. Using candles, glitter or other materials on carpeted 

surfaces without adequate safeguards. 

D. Non-church related organizations selling tickets for events 

held on church property. 

E. Use of the Sanctuary by For-Profit individuals, groups or 

organizations. 

F. Alcoholic beverages in any form. 

G. Smoking. 
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Expenses 

 

1. Arrangements for special assistance from the FBC janitorial staff 

will be made with the Facilities Manager and at a cost to the 

requestor set annually by the Property Management Committee 

of the church.  Janitorial staff will not normally be available for 

special assistance during their regular working hours.   

 

Equipment 

 

1. An inventory of all movable equipment will be taken once each 

year, as soon as possible after the beginning of the fiscal year.  

This inventory will be coordinated and/or conducted by the 

Facilities Manager and reports to the Property Management 

Committee. 

 

2. No equipment, such as chairs, tables, hymn books, tools or other 

furnishings shall be moved from the church premises.  Tools will 

only be used by the Custodian or under his supervision. 

 

Procedures 

 
1. The Application for Church Use Form must be completed by the 

person or group scheduling the event.  The form should be 

returned as soon as possible to the Facilities Manager or 

Administrative Secretary.  

 

2. All fees must be paid to the church office at least seven days 

before the use of the facilities.   

 

3. All fees will be forfeited if the reservation is not cancelled at least 

24 hours in advance of the scheduled event. 

 

Funerals 

 

1. Requests to use the Church for a funeral should be first directed 

to the Senior Minister or his designee prior to publication or 

announcement of the service. 
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2. Music for the service must be coordinated with the Minister of 

Music. 

 

3. Funeral directors are requested to use every precaution to 

protect the church with respect to the use and placement of 

flowers.  

 

4. Funeral directors must see that all shattered flowers or other 

litter is cleaned up immediately following a funeral. 

 

Weddings (Please refer to the wedding policies)  

 

Kitchen and Fellowship Hall (Please refer to the Kitchen and 

Fellowship Hall Policies below) 

 

Library (Please refer to the Library Policies – Section 11. FBC Policies) 
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KITCHEN & FELLOWSHIP HALL POLICIES 

 

RESERVATIONS & GENERAL GUIDELINES 

 

a) Any church group or organization planning to use the fellowship 

hall and kitchen must make advance application at the church 

office to avoid conflicts.  A minimum of one week is required to 

reserve fellowship hall and kitchen. 

 

b) The fellowship hall and kitchen may be reserved for church 

member weddings, receptions, anniversaries, etc. at no charge. 

Church member functions will take precedent over non-member 

functions.  All reservations will be given priority on a first come 

first served basis.  All persons will be required to pay a custodial 

fee.  

 

c) Church members and or family of church members using the 

church for wedding ceremonies may reserve the fellowship hall 

for a reception following.  There is a fee for use. (see security 

deposit and custodial fee).  All kitchen and building policies will 

be followed.   

 

d) Tablecloths are available for use by our church members.  The 

fee schedule includes the cost for use of tablecloths.  Tablecloths 

will be cleaned immediately following the event at which they are 

used.  The fee, paid by individuals or groups using these, 

provides for the maintenance of the tablecloths. 

 

e) A Sound System is available for use with some functions as 

needed.  Request for use is required and subject to any 

guidelines which apply. 

 

f) Alcoholic beverages and tobacco products are prohibited on the 

grounds or within the buildings of First Baptist Church.  
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GUIDELINES AND POLICIES FOR USE OF FACILITIES 

 

a) Fellowship Hall 

Contact the church office 

 

Please provide the needs for: 

a. Room set-up 

b. Time of use 

c. Type of function 

d. Contact person for Group/Event 

 

No decorations of any kind will be tacked, taped, glued, 

stapled, pinned or wired to the walls, woodwork or furniture in 

the fellowship hall. 

 

  Tables, chairs and any other furnishings are not to be loaned 

or removed from fellowship hall.  Use of tables and chairs in 

fellowship hall are subject to fees as described on fees 

schedule.   

 

A security deposit is required for non-member use. 

 

b) KITCHEN 

 

When the kitchen is used, it must be in accordance with the 

policies of the food service committee which are as follows: 

 

All groups using the kitchen and facilities and its equipment 

are responsible for following the kitchen checklist which is 

provided to each group/organization.  (See checklist for Using 

Kitchen and Fellowship Hall.)  Checklist will also be posted and 

visible in kitchen area. 

 

Each group should have one member designated as the 

"Designated Host" who will be responsible for coordination with 

the church office and food services coordinator. 
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All groups and individuals using the kitchen are to contact the 

food service coordinator for instruction and coordination of this 

use of the facility. 

 

The Designated Host of each event will receive the "cleaning 

checklist".  The Designated Host may pick up the checklist in 

the church office, and is responsible to verify that the checklist 

is completed after the event. 

 

If a private caterer is using the kitchen facility, the caterer is 

responsible for providing their own equipment/utensils/trays, 

etc.  The caterer is responsible for leaving the kitchen clean 

and orderly.  If cooking equipment or dish machines are used, 

trained personnel should instruct caterer on proper use. 

 

Anyone using large kitchen equipment should receive proper 

training of its use either through a scheduled training or 

individually by food service coordinator. 

 

All flatware, dishes, serving trays, punch bowls and all working 

utensils/pots and pans, etc. will not be loaned or removed from 

the kitchen.  Any exceptions will be made only after approval 

of food service coordinator and/or food service committee. 

 

Only food service related items to be stored in kitchen area. 

 

Dry storage area is to remain locked at all times and available 

only for functions for which Food Service Coordinator is 

responsible. 

 

Any food left in refrigerator/freezer must be properly covered 

and labeled with content and date.  Custodial staff/food service 

staff may dispose of any "questionable" food items left in 

refrigerator/freezer.  Any items not properly labeled will be 

thrown away at discretion of Food Services coordinator. 

 

Kitchen should at all times meet required health standard of 

sanitation and safety. 
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The kitchen shall remain locked at all times when not in use. 

 

MAINTENANCE OF KITCHEN AND FELLOWSHIP HALL 

 

A yearly inventory will be completed by the Food service 

coordinator/food service Team in coordination with the 

Facilities Manager and the Property Management Committee. 

Those performing the inventory shall prepare a report to be 

reviewed by the Property Management Committee and 

maintained by the Facilities Manager.   

 

A training session is to be held with all custodial/food service 

staff to instruct them in proper use and cleaning of equipment.  

This training is to be done by equipment representatives, and 

open to all church members who might use large equipment 

for various functions, etc. 

 

Anyone wishing to use large equipment must have training in 

the use of the equipment or must have instruction of proper 

use by the food service coordinator or other qualified 

individual.  

 

An annual inspection is to be held by the local health 

department environmental specialist on sanitation standards 

and practices. This is to reinforce that kitchen practices meet 

required health standards to ensure the health and safety of 

the FBC family. It is, therefore, imperative that the food 

service area be well maintained. The scheduled inspection shall 

be coordinated with the Food Service Team and the Facilities 

Manager.  Additionally, there may be instances of unscheduled 

inspections by local officials.    Reports received from all 

inspections shall be the responsibility of the Food Service Team 

and the Facilities Manager to insure that any corrective actions 

are properly completed and documented as completed.  
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A weekly cleaning check is to be completed by designated 

custodial staff.  This should be an assigned day each week for 

custodian to check kitchen for cleanliness. 

 

All equipment and serving units should have laminated step-

by-step instructions for use posted near each piece of 

equipment to help ensure safety.  

 

All drawers, shelves, cabinets, etc. should have laminated 

labels to describe contents.  This will make it easier for people 

to find and return items to their proper place.   

 

Fellowship Hall should be cleaned and vacuumed following all 

food events. 
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CHECKLIST FOR USING KITCHEN/FELLOWSHIP HALL 

 

a)Before beginning food preparation or service of food all persons shall 

wash their hands with soap and water in the hand lavatory. 

 

b) The triple compartment sink is to be used for washing equipment only. 

 

c) The two prep tables are equipped with sinks for use with food 

preparation. 

 

d) Each group using the kitchen shall leave the kitchen in a neat and 

orderly fashion with equipment washed and put in its proper place.  All 

debris should be removed from Fellowship Hall and placed in trash 

cans so the carpet can be vacuumed by the janitorial services of the 

church. 

 

e) Used dish towels and dish cloths should be placed on the towel racks.  

Please do not take them home. 

 

f) Cabinets, tables, range and serving window should be wiped clean 

after each use. 

 

g) The kitchen floor is to be mopped, following each time the kitchen is 

used, by the janitorial services of the church. 

 

h) The garbage cans in the kitchen should be emptied and contents 

removed to the dumpster each time the kitchen is used. 

 

i) Any food left in the refrigerator should be covered and labeled with 

content, date, and its intent.  Labels and pen are provided for your use 

on the refrigerator door. 

 

j)  Return all dishes, flatware, glasses, etc. from the dining hall to the 

dish-return window for the custodial staff to wash. 
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Section 8.  

Appendix 1.  

 

WEDDINGS 

We believe the wedding ceremony is of genuine significance.  It is 

not a social event but a service of worship.  The ministers and 

staff, along with the church family, genuinely wish to make your 

marriage ceremony a beautiful and sacred event.  We want to 

extend to you every possible courtesy. 

 

In order to establish a uniform and regular practice with regard 

to weddings in First Baptist Church, the following procedures 

have been instituted. 

 

Expenses 

The facilities of First Baptist Church are for the weddings of members or close 

relatives of members (children or grand-children of members).  Non-members are 

not normally allowed the use of FBC facilities for weddings, however, the Board of 

Deacons are authorized to grant special approval upon appeal by a non-member. 

A service fee will be charged to offset expenses.  The fee for members or a 

member’s family: 

 $450.00 for a rehearsal and wedding;  

 $525.00 for a rehearsal, wedding, and reception. 

The service fee for an approved non-member wedding will be: 

- $900 for rehearsal and wedding; 

- $1050 for rehearsal, wedding, and reception. 

The fee covers services provided by a custodian, a sound technician, wedding 

hostesses and the maintenance and cleaning of the Bridal Room.  These fees are 

inclusive for 5 hours of the custodian’s time.  Any time required of the custodian 

prior to or after the use of the facility in excess of the normal 5 hours will be 

charged and added to the fee at 1.5 times the custodial hourly rate. 
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Custodial responsibilities are limited to preparing the sanctuary for 

the wedding, and being on hand to open for the florist three hours 

prior to the wedding and then for the wedding party. 

 

He will clean bathrooms following the service and prepare the 

church for use on Sunday. 

 

During weddings it is necessary to have a sound technician in the 

sanctuary.  This assures that the microphones are adjusted properly 

during the service so that everyone may hear.  Additionally, the sound 

technician makes an audio tape of the service which is then given to 

the bride.  

 

You must secure the services of a wedding director for your ceremony. 

Church policy also requires that a First Baptist Church wedding hostess be 

present to represent the church at your rehearsal and your wedding, as well 

as to provide assistance to the wedding party.  The church hostess, however, 

does not serve as a wedding director 

 

The church will secure a security guard to patrol the parking lot during the 

wedding events and the guard fee will be added to your final bill.  

 

A deposit of $25.00 must accompany the application for reservation to confirm 

the date on the church calendar.  The deposit is non-refundable in the event the 

request is later cancelled. 

 

Payment of service fees must be made prior to the wedding ceremony. The deposit 

will be subtracted from the total fee due. 

 

Please return the form to the Church Office promptly.  Until this form is received, 

your reservation is not final. 
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The Date 

Your choice in exchanging your vows at the altar of the church is indicative of the 

seriousness to which you envision your covenant. 

 

To keep the church calendar available for member weddings and other church 

events, we regret that we cannot, under normal circumstances, allow non-

members to use our facilities.  If you are a member, or if your parents or 

grandparents are members, the facilities are available for your use.  Other 

individuals may be considered upon written appeal to the Board of Deacons.   

 

Your first contact should be to the Church Administrative Secretary, who will clear 

the date for the church and make a tentative reservation.  If you have not already 

received this brochure one will be mailed to you.  After you have read the 

brochure, fill in and sign the reservation form on the back page and return it, 

along with a deposit of $25.00.  Once this has been received, you may then 

consider the arrangements definite.  Do not have invitations printed until this 

process has been completed. 

 

In any instance where a requested wedding rehearsal conflicts with another 

wedding, the wedding shall take precedence over the rehearsal. 

 

Saturday evening weddings must be scheduled to allow ample time to prepare the 

church for Sunday morning worship and activities. 

 

Weddings will not be scheduled for Good Friday through Easter Sunday, 

Thanksgiving weekend, Christmas Eve and Day, New Year’s Eve and Day. 

Sunday weddings must occur only between the hours of 2:30 and 6:00.  

 

Minister 

The Senior Minister is available for weddings and should be contacted as soon as 

possible so that he may reserve the date on his calendar.  The bride and groom 

should arrange a pre-marital conference with the pastor as far in advance as 

possible. 
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Couples using the church for the wedding ceremony, who desire the services of 

another minister, will consult the Senior Minister of First Baptist and let him join 

you in inviting another minister to perform your wedding. 

 

Wedding Music 

All music and musicians must be approved by the Minister of Music. 

 

A conference should be scheduled with the Minister of Music as soon as possible 

after the wedding and rehearsal dates have been confirmed and placed on the 

official church calendar.  While First Baptist's Music Staff will be available to 

provide music for your wedding, it is understood that, on occasion, other musicians 

will be preferred.  In either case, the music conference will need to occur.  Three 

primary issues will be discussed at that meeting:  1. music as an act of worship 

(prerecorded or secular music may not be used during the wedding ceremony); 2. 

music and the music personnel for the ceremony; and 3) music rehearsal times - if 

applicable.  Note that any fees for wedding musicians will be made between  

you, the wedding party, and the musicians.  

 

Facilities 

The church will be open three hours before and one hour after the wedding.  

 

No Sanctuary furniture may be moved.  This includes the piano, pulpit chairs, and 

communion table. A maximum of 14 chairs may be moved from the choir loft.  

 

Small wedding ceremonies may be held in the Prayer Garden.  Chairs and other 

equipment needed for a Prayer Garden ceremony will be provided by the wedding 

party at their expense.  No tents will be allowed.   

 

Receptions may be held within the walls of the Prayer Garden. 
 

Nursery rooms and personnel may be secured if requested.  All baby sitter 

arrangements must be made through the church Preschool Coordinator. 

No food or drink is allowed in the sanctuary at the rehearsal or the wedding or in 
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the Bridal Dressing Room. 

 

No alcoholic beverages will be consumed on the church premises at any time.  The 

church reserves the right to keep any member in the wedding party, who has 

partaken of alcohol, from participating in the rehearsal or wedding. 

 

Decorations 

Decorations for both the Sanctuary and Fellowship Hall should be kept within the 

bounds of simplicity and good taste. Only live flowers may be used in the 

sanctuary. 

 

Decorations are to be completed one hour before the wedding service begins. 

 

No decorations of any kind can be attached in any way to the walls, woodwork or 

furniture of the Sanctuary or Fellowship Hall. 

 

Only dripless candles should be used. These may be obtained from some local 

florists. 

 

Photographs 

Photographers should meet with the Senior Minister and the Church Hostess to 

insure that any photographs taken during the ceremony will not be disruptive. 

Photographs may be taken from the vestibule during or prior to the processional 

or during the recessional. The wedding party may return to the sanctuary to pose 

for wedding pictures as may be desired. 

 

Video taping will be allowed from the balcony only. 

 

Receptions 

The same policies about decorations will apply for receptions.   

The Church will furnish the desired number of tables and chairs and they will be 

arranged by the janitor according to a design provided by the bride or the caterer. 
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The caterer is responsible for providing his/her own equipment/utensils/trays, etc.  

The caterer is responsible for leaving the kitchen clean and orderly.  If cooking 

equipment or dish washing machines are used, trained personnel should instruct 

caterer on proper use. 

 

No alcoholic beverages will be permitted. 

 

Because the carpets stain easily, no red or purple-colored punch/beverages may be 

served. 

 

Smoking is prohibited in the church building. 

 

No dancing is allowed. 

 

Church janitorial help is not available during their working hours.  Arrangements 

may be made for them to assist outside their working hours.  

 

Throwing of rice, bird seed, bubbles, confetti, rose petals, etc. is strictly forbidden 

in the church buildings, or on the outside walkways, parking lots or adjacent 

grounds. 

 

First Baptist Church Wedding Agreement 

We agree to honor the following First Baptist Church wedding policies: 

 We understand that we are to meet for counseling sessions with the 

minister on two separate occasions prior to the rehearsal date. 

 

 We understand that First Baptist Church provides facility only for 

wedding rehearsals and ceremonies.  No candles, candelabra, floral 

decorations, or amenities of any kind are provided by the church. 

 

 Funerals may occur in the church sanctuary on the day of a wedding 
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ceremony.  The bridal party will be assured of their scheduled arrival 

and ceremony times for both the rehearsal and wedding. 

 

 We understand that the church will be open and available for us 1 

hour prior to the wedding rehearsal and 3 hours prior to the wedding 

ceremony. This time parameter applies to the florist as well. 

 

 Photography is allowed during the ceremony only if it is not 

disruptive.  Consult with the Senior Minister and Church Hostess prior 

to the wedding concerning photographs during the ceremony 

 

 We agree to use only dripless candles. 

 

 We agree to meet with the Minister of Music and administrative 

secretary at least two months prior to our wedding date. 

 

 Our $25.00 deposit fee officially reserves our wedding date on the 

church calendar.  The remaining balance is due within seven days of 

the wedding date.  This payment does not include fees for the 

officiating minister(s), musicians, organist, or security guard.   

 I understand my fees are as follows per church policy:  

 $450.00 for FBC members for a rehearsal and wedding; 

$525.00 for FBC Members for a rehearsal, wedding and 

reception. 

 Includes services provided by the custodian, sound technician, wedding 

hostesses and the maintenance and cleaning of the Bridal Room.  

 $900.00 for non-members that are approved by the Board of 

Deacons for a rehearsal and wedding; 

 $1050 for non-members that are approved by the Board of 

Deacons for a rehearsal, wedding and reception. 
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 Includes services provided by the custodian, sound technician,  

 wedding hostesses and the maintenance and cleaning of the  

 Bridal Room.  

 

 We agree to provide the names of our director, organist, vocalist, 

photographer and florist to the administrative secretary. 

 

 We agree to abstain from any tobacco or alcohol on the church 

premises. Likewise, we will consume no food or drink in the sanctuary 

or in the brides’ room. 

 

 We agree to see that the florist removes the floral arrangements from 

the sanctuary (and fellowship hall, if applicable) at the conclusion of 

the ceremony. 

 

Reception 

 We agree there will be no dancing during our reception. 

 

 We agree to avoid the use of red punch or beverage. 

 

 We agree to meet with the facilities manager and administrative 

secretary concerning the details of our reception.  

Signed: __________________________________             _____________________________ 

Bride/Groom                             Senior Minister  

 

 

Date:  ______________________________________________     
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CHURCH YEAR AND TERMS AND DUTIES OF 

ELECTED CHURCH LEADERSHIP 
 

Fiscal Year 
The fiscal year of the church shall be from January 1 through December 

31. 

 

Church Year for Organizations and Committees 

The church year for all Church Activities, Organizations, Committees, and 

Teams shall run from the first Sunday in September through the following 

last Sunday in August. 

 

Terms and Duties of Elected Church Leadership 

 

Clerk and Assistant Clerk 

The terms of the Clerk and Assistant Clerk shall be for one year 

beginning the first Sunday in September and running through the last 

Sunday in August of the following year. The Clerk and the Assistant 

Clerk serve on an annual basis and may serve more than one term. 

 

The duties of the Clerk shall be as follows: 

1. Keep an accurate record of the proceedings of the church 

conference sessions. 

2. Keep a register of the names of all members of the church. 

3. Serve as the custodian of all records and papers belonging to 

the church. 

4. Present requests for transfer of letters and recommendations 

for names to be dropped from the roll of members. 

5. Sign all letters of transfer. 

6. Compile quarterly reports of admissions and dismissals. 

7. Compile the annual report of the church to the Sarepta 

Association. 

8. Execute, with the Chair of the Board of Deacons, all deeds and 

contracts which transfer an interest in real property of the 

church. 

9. Record the policies of the First Baptist Church whenever new 

policies are adopted or old ones are amended. 
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The Assistant Clerk shall serve in the absence of the Clerk and assume 

other pertinent duties requested by the Clerk. 

 

Treasurer and Assistant Treasurer 

The terms of the Treasurer and Assistant Treasurer shall begin on 

January 1 and shall continue for one year.  The Treasurer and the 

Assistant Treasurer serve on an annual basis and may serve more than 

one term. 

 

The duties of the Treasurer shall be as follows: 

1. Receive and deposit in the name of the church, in the approved 

bank depository, all monies taken in by the church. 

2. Pay all accounts consistent with the budget of the church as 

approved by the Finance Committee. 

3. Keep an orderly set of books of all financial transactions 

exhibiting with clarity all receipts and disbursements. 

4. Sign all checks issued in the name of the church, except 

authorized by the Finance Committee and to the deacons, and 

upon request to the church. 

5. Render a monthly statement of all receipts and disbursements 

to the Finance Committee and to the deacons, and upon 

request to the church. 

6. Prepare the financial portion of the report of the church to the 

Sarepta Association. 

 

The Assistant Treasurer shall serve in the absence of the Treasurer and 

assume other pertinent duties requested by the Treasurer. 

 

Moderator 

The term of the Moderator shall be one for one year beginning the first 

Sunday in September and running through the last Sunday in August 

of the following year. The Moderator serves on an annual basis and 

may serve more than one term.  

 

The duties of the Moderator shall be as follows: 

1. Determine, in consultation with the Senior Minister and the 

chair of the Board of Deacons, the date, time and agenda of all 

church conferences. 
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2. Preside at all conferences. 

3. See that the deliberations are conducted according to Robert's 

Rules of Order (Latest Edition). 

 

Sunday School Director 

The term of the Sunday School Director shall be for one year beginning 

on the first Sunday in September and running through the last Sunday 

in August of the following year.  The Sunday School Director serves on 

an annual basis and may serve more than one term. 

 

The duties of the Sunday School Director are as follows: 

1. Give overall direction to the Sunday School in consultation with 

the Minister of Education. 

2. Recommend, in consultation with the Church Nominating 

Committee, officers, directors and teachers of the Sunday 

School for church approval. 

 

Director of Library Services 

The term of the Director of Library Services shall begin on the first 

Sunday in September and run through the last Sunday in August of the 

following year. The Director of Library Services serves on an annual 

basis and may serve more than one term. 

 

The duties of the office are as follows: 

1. Enlist and train library staff members. 

2. Select, order and process library materials. 

3. Provide library services at announced times as needed. 

4. Encourage the use of library materials through promotion and 

recommendation. 

5. Conserve library materials. 

6. Serve as a member of the Church Council. 

 

Scout Institutional Representative      

The term of the Scout Institutional Representative shall begin on the 

first Sunday in September and run through the last Sunday in August 

of the following year. The Scout Institutional Representative serves on 

an annual basis and may serve more than one term. 
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The duties of the office are as follows: 

1. Serve as a liaison between the church, the Boy Scout Troop 22 

and the Northeast Georgia Council of the Boy Scouts of 

America. 

2. Present to the church's Budget Preparation Committee the 

troop's budget needs for the ensuing year. 

3. Contact the church for the meeting of other special needs that 

the troop may have in conducting its program. 

 

Historian 

The term of the Historian will be for one year, with no restrictions on 

renewal of appointment. The Historian serves on an annual basis and 

may serve more than one term. 

 

The duties of the Historian shall be as follows: 

1. To assist the Archives Team in collecting materials relating to 

the church's history. 

2. To write annually a brief history of the church's goals and 

activities for that year. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Revised and Approved April 16, 2012 

 

 

83 

 

Memorials and the Memorial Council 

 

Introduction 

First Baptist Church is pleased to receive and to be stewards of gifts in 

memory or in honor of members or non-members of the church. Memorials 

provide the church with the means for enhanced and extended ministries 

within the local community and beyond.  The establishment of the Memorial 

Council is intended to complement the efforts of the First Baptist Church 

Foundation, which is a separate and distinct entity from the First Baptist 

Church.  The Memorial Council serves as the primary point of contact for 

those desiring to make a gift to the Church and for insuring that the gift is 

properly managed for the purpose intended.  Additionally, the Memorial 

Council may establish guidelines for the receipt and distribution of funds and 

will work in close coordination with all parts of the church organization.  

 

The Memorial Council 

The Memorial Council membership includes:  

Chair:  Nominated annually by the Board of Deacons and may serve 

consecutive Terms.  The Chair is responsible for coordinating and 

scheduling meetings as may be needed. 

Rotational members:  Serve by the nature of their office: 

Chair Elect, Board of Deacons;  

Chair of Finance Committee;  

Chair, First Baptist Church Foundation (Trustees);  

Chair of Property Management Committee 

The Senior Minister and Chair of Deacons serve as ex-officio members 

 

The Memorial Council will work with the FBC Financial Secretary in the 

oversight of memorial funds, the requests for funds for special projects, 

and the appropriate use of the funds.  Generally, gifts or memorials, 

which are not in the form of liquid assets or which are expected to be 

expended within twelve months from receipt, will become assets of the 

Church and will be under the management of the Memorial Council.  Gifts 

or memorials, which are intended to be endowments and are not 

expected to be expended within twelve months will become assets of the 

Foundation and will be under its management.  However, the benefactor’s 

wishes are first and foremost in determining whether a gift is directed to 

the Church or the Foundation. 
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The Memorial Council will receive requests for use of the funds under its 

management and will be responsible for identifying special projects for 

support. Special projects may include, but are not limited to: funds for 

special occasions; special music; decorative objects for the church; new 

fixtures, support of other special events (e.g., mission trips).  In all 

cases, the memorial fund is expected to make a significant impact and its 

use should reflect positively on the individuals being remembered or 

honored.  Donations may be in memory or in honor of members or non-

members to include:  one time monetary gifts that are undesignated for 

specific use; one time monetary gifts that are requested to serve a 

specific and appropriate purpose; gifts of real estate; or other gifts of 

material value.   

Other church committees and the Foundation will require the approval of 

the Memorial Council before naming an object, church facility, or activity 

in memory or honor of an entity or individual.  Also, all permanent 

remembrances, such as a plaque, will require the approval of the 

Memorial Council. 

Guidelines for Scholarships have been developed by the First Baptist 

Foundation.  The Memorial Council and the First Baptist Foundation 

should work together to communicate clearly the church’s vision and 

standards for donors wishing to establish Scholarships. 

Gifts of property may be made in honor or memory of an individual, or as 

a gesture of general support for the church. Items of property may 

include, but are not limited to decorative objects, furniture, real estate, 

etc. The Memorial Council should work closely with the First Baptist 

Foundation, Facilities Management Committee and others as deemed 

fitting as to the appropriateness of the proposed gift.   

It is within the authority of the Memorial Council, in consultation 

with the Foundation and others as may be appropriate, to reject 

or re-direct any gift that is determined to not be in keeping with 

the goals, the mission, the standards or the needs of the church. 

All gifts will be acknowledged in writing to the individual or the 

individual's family who is being honored or memorialized. Letters of 

gratitude and a record of the donation will also be sent to those making 

gifts.  The names of those who have been honored or memorialized will 
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be published in the church newsletter unless otherwise requested by the 

donor, the honoree or the family of those being memorialized. 
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RUTH PARKER JENKINS MEMORIAL LIBRARY 

Library Policies 

 

Library Use 
 

1. Members of First Baptist Church and its organizations may check 

out materials from the Library. 

2. Members of other churches in the community may use materials 

in the Library.  They may check out materials with permission of 

the Director of Library Services. 

3. Persons who check out materials are responsible for damage or 

loss. 

4. Books may be checked out for three weeks.  Audiovisual 

equipment and materials may be checked out for the time of the 

actual use. 

5. Circulation may be limited if there is a demand for the materials. 

6. The Library may be used for small group meetings outside 

normal operating hours. It is the responsibility of the chairman 

of the group to straighten up the Library once the meeting is 

completed.  Meetings may be scheduled through the church 

office. 

7. No food or drink will be brought into the Library except for small 

group meetings as in 6 above. 

8. The Library will remain locked when it is not in use. Church 

members may obtain a key from the church office. 

9. No materials will be taken from the Library without being 

checked out. 

 

Selection  

 

1. All materials for the Library will be approved by the Director of 

Library Services. 

2. All materials should be accurate in facts, scriptural interpretation 

and doctrine. 

3. All materials related to denominational groups and other 

religions should be objective in content. 

4. All materials should be constructive in influence and morally 

sound. 
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5. All materials should reflect Christian standards of conduct and 

should be free of racial and religious prejudice, political bias, 

social injustice and other evidences of unchristian attitudes and 

actions. 

6. All materials should be of high literary or technical quality. 

7. All materials should include and reflect sound educational 

methods and should aid in learning. 

8. Gifts to the Library are encouraged.  All gifts to the Library must 

meet the same standards as purchased items.   

 

LIBRARY HOURS 

 

 

Sunday morning   9:00 – 11:00 

 

Wednesday evening 4:30 – 5:00 and  6:00 – 7:00 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSONNEL POLICIES AND PROCEDURES 
 
SECTION I: EMPLOYMENT POLICIES 
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A. Job Description & Staff Records 

1. The Personnel Committee, in collaboration with the appropriate 
Supervisor or Church Division Chairperson, shall develop and maintain a 
written job description for each part time and full time staff member of the 
church. 
 

2. The applicable position description shall be discussed with each individual 
upon hiring, and during each Annual Staff Evaluation, as both a guide for 
performance and a means of identifying any needed changes. 
 

3. Each position description shall be reviewed by the Personnel Committee 
at least once every three years to determine any need for revision.  The 
Senior Minister and the Chair, Personnel Committee shall insure that the 
review is completed at the regular interval or sooner if deemed 
appropriate.  If a staff member feels that their position description might 
need revision at any other time, they shall discuss their concerns with 
their Supervisor.   
 

4. A copy of each staff member’s position description shall be kept in their 
personnel file. 
 

5. The Personnel Committee will ensure that an individual personnel record 
is kept on all staff members.  The file will be maintained in the office of the 
Senior Minister and will be accessed only by the staff member, the staff 
member’s immediate Supervisor, the Senior Minister or the Personnel 
Committee.  This file should include, but not be limited to, the following 
information.  
 
a) Date of employment. 
b) The staff member’s resume. 
c) The original Letter of Employment or other agreement between the 

staff member and the Church that was signed upon employment.  
d) The staff member’s job description. 
e) A copy of all staff member evaluations. 
f) A record of the staff member’s sick leave and vacation days. 
g) A copy of any letter approving outside employment, sabbatical leave or 

other extended leave. 
h) All other information pertaining to the staff member that may be 

deemed substantive by the staff member, the Senior Minister, the 
Financial Assistant, the staff member’s Supervisor or the Personnel 
Committee. 

i) Employment Application 
j) A copy of the physical examination and drug screen. 
k) A copy of the background security check.                                                                 

In addition, any agreements that are made subsequent to the original 
application will be included also 
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l) A written acknowledgement of receipt of a copy of the First Baptist 
Church Personnel Policies and Procedures. 

 
6. All matters under consideration by the Personnel Committee shall be 

regarded as privileged information.  Specific information regarding any 
employment matter of a staff member shall be considered confidential and 
released only to individuals that have a need to be aware based upon 
their position of responsibility or as may be deemed appropriate by 
majority consent of the Personnel Committee. 
 

7. Prior to employment with the Church, each potential new staff member 
must first complete, to the satisfaction of the Church, both a physical 
examination (including drug screening) and background security check.  A 
copy of the church employment application form is attached hereto as 
Appendix A. 
 

8. No staff member shall begin work or be entered into the payroll system 
prior to the execution of the letter of employment. 

 
B. Employment Classifications 
 

1. Senior Minister: Shall be called by the Church upon recommendation of 
the Board of Deacons following a recommendation of the Senior Minister 
Search Committee. 
 

2. Other Ministers: Shall be called by the Church upon recommendation of 
the Board of Deacons following a recommendation of a Minister Search 
Committee. 
 

3. Organist: Shall be employed by the Personnel Committee in consultation 
with the Senior Minister, Minister of Music and the Music Team.  
 

4. Facilities Manager:  Shall be employed by the Personnel Committee in 
consultation with the Property Management Committee Chair and the 
Senior Minister. 
 

5. Secretarial Staff: Shall be employed by the Personnel Committee in 
consultation with the Ministerial Staff. 
 

6. Financial Assistant:  Shall be employed by the Personnel Committee in 
consultation with the Senior Minister, The Church Treasurer and the Chair 
of the Finance Committee.    
 

7. Custodial Staff: Shall be employed by the Personnel Committee in 
consultation with the Facilities Manager.  
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8. Nursery Staff: Shall be employed by the Personnel Committee in 
consultation with the Ministerial Staff and the Children and Preschool 
Ministry Team. 
 

9. Temporary Staff: Personnel necessary to fill temporary needs shall be 
employed as recommended by the Personnel Committee in consultation 
with the Senior Minister. 
 

10. Security Personnel: Security personnel shall be hired by the Facilities 
Manager as authorized by the Personnel Committee.  Security personnel 
shall be considered independent contractors. 

 
11.  Staff members hired in all non-ministerial positions shall initially serve a 

probationary period of 90 days. 
 

12. Positions may remain vacant, may be changed or added based on Church 
needs at the recommendation of the Personnel Committee and Senior 
Minister to the Board of Deacons.   

 
13. Final negotiations regarding terms and conditions of employment for any 

perspective staff member shall be conducted by a representative of the 
Personnel Committee and the Supervisor of the position to be filled.  Any 
negotiations that result in a change to established salary or work hours 
must be presented for endorsement and approval by the Personnel 
Committee who, in turn, will coordinate changes with the Finance 
Committee as appropriate. 

 
 
C. Annual Staff Evaluations  

 
The primary purpose of the Annual Staff Evaluation process is to foster 
growth and improve performance on the part of each staff member.  The 
evaluation process is not intended to take the place of frequent 
communication between Supervisor and staff member concerning strategies 
whereby performance can be improved, or positive reinforcement for 
excellent performance. Responsibility for Annual Staff Evaluations shall be as 
follows: 
 
 

 
Position 

 
Person(s) Responsible 

 
Senior Minister Personnel Committee Chair  

Board of Deacons Chair 
Others to Consult: Chair-Elect of Deacons, 
Divisional Liaisons 

 
Minister of Education  Personnel Committee Chair 

Senior Minister 
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Others to Consult: Leaders of Discipleship 
and College Teams, Ministry Division Liaison 

 
Minister of Youth and Mission 
 
 
 

Personnel Committee Chair 
Senior Minister 
Others to Consult: Leaders of Youth and 
Mission Teams, Ministry Division Liaison 

 
Minister of Music Personnel Committee Chair 

Senior Minister 
Others to Consult: Ministry Division Liaison, 
Music Team leader  

Minister to Children  Personnel Committee Chair 
Senior Minister 
Others to Consult: Ministry Division Liaison, 
Leader of Preschool-Children’s Team 

Organist Personnel Committee Representative 
Minister of Music* 
Others to Consult: Ministry Division Liaison, 
Music Team Leader 

 
 
Facilities  Manager 

Personnel Committee Representative 
Senior Minister 
Others to Consult: Chair of Property 
Management Committee, Administrative 
Division Liaison 

 
Financial Assistant, Finance Office                              Senior Minister 

Church Treasurer 
Others to Consult: Finance Committee Chair, 
Administrative Division, Personnel Chair 

 
Other Secretaries Personnel Committee Representative 

Appropriate Minister 

Others to Consult: Appropriate Committee 
Chairs/Team Leaders, Appropriate Liaison 

 
Custodians Facilities  Manager 

Personnel Representative 
Others to Consult: Property Management 
Chair, Administrative Division Liaison 

 
Nursery Staff  Minister to Children 

Preschool-Children’s Ministry Team Leader 
Others to Consult: Other Ministers, Ministry 
Division Liaison 
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Annual evaluations should commence in January and should conclude by the last 
day of June in each year.  The Personnel Committee in consultation with the Senior 
Minister is responsible for ensuring that the evaluation process is initiated and 
completed.  Staff evaluations may be made at more frequent intervals if and when 
warranted by the staff member’s work performance so that the staff member will be 
aware of his/her progress if particular performance traits require improvement.  
 
* In the event that a designated participant in an employee’s evaluation is an   
immediate relative, the Senior Minister or his designee shall replace the participant 
in the evaluation. 

 
D. Retirement 
 

1. Voluntary Retirement:  
Ministers:  Ministerial staff are expected to give the Chair, Board of Deacons at 
least six months’ notice in writing of intent to retire.  The Chair, Board of Deacons 
or his/her designee will conduct an exit interview with the retiree. 
 
Non-Ministerial staff:   All non-ministerial staff are expected to give at least three 
months’ notice.  Such notice will allow the Personnel Committee to make the 
necessary staff adjustments and to facilitate the processing of paperwork 
necessary for a timely payment of retirement benefits.  The Chair, of the 
Personnel Committee will hold an exit interview with each retiree. 
 

2. First Baptist Church reserves the right to extend an early retirement offer to any 
staff member as may be originated by the Personnel Committee and ratified by 
the Board of Deacons or as may be initiated and approved by the Board of 
Deacons. 

 
E.  Resignation 

 
Non-ministerial staff who wish to resign employment from the Church should 
provide written notice to their immediate Supervisor at least one pay period in 
advance of their desired departure date.  The Chair of the Personnel Committee 
shall hold an exit interview with each resigning staff member.      
 
Ministerial staff shall give a minimum of 30 days’ notice of their intent to resign and 
shall provide the notice in writing to the Chair, Board of Deacons.  The Chair, 
Board of Deacons or his/her designee will hold an exit interview with the resigning 
Minister.                                                                                                                                                           

   
F.   Termination for Reasons Other than Retirement or Resignation 
 

With the exception of the Senior Minister, the Personnel Committee shall have 
authority concerning the dismissal of church staff in counsel with the Senior Minister 
and the applicable immediate Supervisor.  For Ministers other than the Senior  
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Minister, a recommendation of dismissal by the Personnel Committee shall be 
submitted to the Board of Deacons to sustain or reject.  (See procedures below)   
 
Any staff member may be immediately dismissed with notice for unacceptable 
behavior including, but not limited to, (a) refusal to follow instructions of their 
Supervisor, (b) repeated absences or tardiness without an explanation acceptable to 
the Committee and (c) continuous unsatisfactory work performance. 

 
A staff member may be dismissed immediately for any of the following reasons: (a) 
theft or deliberate destruction of the property of the Church or of other staff members 
or church members; (b) violation of established safety procedures; (c) alcohol or 
illegal drug abuse; (d) immoral behavior; (e) falsifying personnel or church records; 
(f) intimidation or interference with the rights of other staff members.  Reasonable 
documentation is needed for any of these causes. 

 
When dismissal is unavoidable, it shall be accomplished with the best possible 
Christian atmosphere.  Procedures for dismissals shall be as follows: 
 
1. Senior Minister: As the Senior Minister is called by the Church, the Board of 

Deacons shall make recommendations to the Church in conference regarding the 
Senior Minister’s termination of service after consultation with the Personnel 
Committee.  A vote to terminate by the Board of Deacons shall be held no sooner 
than seven days following the meeting in which the motion was made to 
terminate.  If the vote of the Deacons sustains the motion to terminate, the 
members of the Congregation will be notified as soon as possible.  The final vote 
of the Congregation will occur no sooner than seven days following the 
notification from the Deacons.  A vote of a majority of the members in attendance 
at the Church conference shall be required to sustain the recommendation of the 
Board of Deacons.  
 

2. Other Ministers:  A recommendation to terminate the services of a Minister (other 
than the Senior Minister), because of organizational changes in the staff, 
unsatisfactory performance of duties and/or other acts or circumstances shall be 
made by the Personnel Committee to the Board of Deacons, which shall sustain 
or reject the recommendation by a two-thirds vote of the Deacons present and 
voting. The vote on the motion to terminate will take place at least seven days 
following the meeting in which the recommendation is presented. The decision of 
the Board of Deacons shall be communicated in writing to the Minister within 3 
working days. 

 
3. All Other Staff: A recommendation to terminate the service of any other Church 

staff member for any reason shall be made by the Senior Minister to the 
Personnel Committee, which shall sustain or reject the recommendation by a 
two-thirds vote of the members present. Any vote on a motion to terminate will 
take place at a meeting at least seven days following the meeting in which the  
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motion is made. 
 
G. Appeal of Termination of Services 
 

1. Other Ministers: The termination of the employment of Ministers (other than the 
Senior Minister), may be appealed to the church in Conference.   The appeal 
must be in writing and submitted to the Senior Minister and to the Chair, Board of 
Deacons.  The appeal shall be submitted no later than 7 calendar days after 
termination.  A vote of a majority of the Church in conference shall be required to 
sustain the termination, such conference taking place at least seven days 
following the conference in which the appeal is initially presented to the 
congregation.   

 
2. All Other Staff: Any other member of the Church staff who feels that he/she has 

been terminated unfairly may appeal the decision of the Personnel Committee to 
the Board of Deacons for a thorough review of the case.  A majority vote of the 
members of the Board of Deacons present and voting shall be required to sustain 
the recommendation, and the vote on the appeal shall take place at least seven 
days after the initial presentation of the appeal to the Deacons. 

 
H. Staff Grievances 
 

All efforts shall be made to resolve misunderstandings and conflicts before serious 
problems develop.  If a situation does not resolve itself, Church staff are encouraged 
to discuss the matter with the other individual(s) involved if possible.  If the problem 
is not resolved, the issue should be discussed with his/her immediate Supervisor, 
and/or, the Senior Minister.  

 
If any member of the Church staff feels that they are not being treated fairly or has 
serious complaints of any nature relating to their employment, such grievances shall 
be discussed with the Chairperson of the Personnel Committee who shall arrange 
for the staff member to meet with the Committee for a thorough review and 
resolution of the situation. 

 
I. Employment of Relatives 
 

Employment of relatives is subject to the following conditions: 
1. For purposes of this section, “relative” is defined as follows:  Parents, 

grandparents, spouse, children, grandchildren, brothers or sisters of the staff 
member, or other persons living in the home.  

 
2. No staff member may work under the immediate supervision of a relative.  

 
SECTION II: SCHEDULING POLICIES, WORK HOURS AND WORK SCHEDULES 
 
 A. Work Hours  
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1. Office Staff: The Church office hours are Monday through Thursday, 8:30 a.m. 

until 4:30 p.m. and Friday 8:30 a.m. until 12:00 noon.  The Senior Minister shall 
be responsible for ensuring that the office staff is available to keep the church 
office open during regular office hours.   Changes in Church office hours must be 
approved by the Board of Deacons. 
 

2. Ministers: Due to the nature of their duties, it is difficult to limit these members of 
the church staff to specific office hours.  Each Minister must, however, keep the 
church office informed as to their schedule of outside activities and their 
anticipated return to the office.  It shall be the responsibility of the Senior Minister 
to make certain that a Minister is in the church building during regular office 
hours.  Additionally, the Senior Minister shall be responsible for the 
administration of a “Minister on Call” program.  This program shall be designed 
to assure that a Minister may be reached at all times in the event of an 
emergency or a situation requiring a ministerial presence.  
 

3. Other Staff Members (Facilities Manager, Nursery Personnel, etc.): Work hours 
shall be arranged as required to meet the needs of the Church. 
 

4. Custodial Staff:  The regularly scheduled working hours per week for custodial 
staff are 40 hours.  The normal work week for custodial staff shall be as 
scheduled by the Facilities Manager to meet the needs of the church. 

  
B. Overtime                            
 

All Staff Members (excluding ministers) are eligible for overtime pay for authorized 
work beyond 40 hours in a given work week. Office staff members are paid full time 
for 35.5 hours of work per week. In order to be eligible for overtime pay, office staff 
would have to work an additional 4.5 hours in the week. In lieu of overtime pay, the 
Senior Minister or his designee may elect to utilize flex time or compensatory time 
off for all office staff excluding custodial staff. Any compensatory time must be 
recorded on a time sheet and kept by the employee’s supervisor. Custodial Staff are 
required to work 40 hours per week to be eligible for full time pay. Overtime, if 
authorized, is calculated at a rate of 1.5 times each individual’s regular hourly rate. 

 
SECTION III: COMPENSATION AND BENEFITS for ALL FULLTIME STAFF 

 
A. Definition of fulltime and part-time staff: for the purposes of these policies and 

procedures, unless otherwise stated, “Fulltime” and “part-time” are as defined 
below: 
 

a) Full time Staff:  Regularly scheduled working hours are 35.5 hours or more 
per week.   

b) Part-time Staff:  Regularly scheduled working hours are no more than 28 
hours per week 
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B. Salary Schedules: 

There shall be an annual review of salaries and benefits for all staff by the Personnel 
Committee with recommendations to be made to the Budget Preparation Committee 
by August 1 each year.  The Chairman of the Finance Committee shall communicate 
to Supervisors no later than December 1st of each year any change to be made in 
the annual compensation of each Supervisor’s direct reports in the next Church 
fiscal year.   
 

C. Benefits: Benefits are paid for all full time staff as shown below.   Part time staff do 
not receive benefits, EXCEPT PRO-RATED VACATION AND SICK LEAVE AS 
PROVIDED BELOW.   

 

Benefits Full Time-Non Min. Ministerial 

Dental Insurance Yes - staff member only Yes - staff member only 

Holidays 
Yes (10) 
(see schedule) 

Yes   (10) 
(see schedule) 

Health Insurance Staff member only Yes, staff member and one-half family 

Life Insurance 
Yes 
(see schedule in Finance Office) 

Yes 
(see schedule in Finance Office) 

Paid Lunch Hour** Yes Yes 

Sick Leave 12 days per year, 36 accumulate 12 days per year, 36 accumulate 

Retirement 10% of salary 10% of salary/housing 

Vacation Days Yes (see schedule) Yes  (see schedule) 

 

* After satisfactory completion of the probationary period 
** Part Time Employees receive a thirty (30) minute paid lunch time. 

 

1. The Church pays the full premium on the CBF retirement annuity of all full-time 
Church staff members participating in the program following acceptance by the 
CBF agency administering the program.  Furthermore, the premium shall be 
based upon the percentage rate recommended by the Personnel Committee and 
approved by the Church.  Participation begins for full time Ministers upon 
employment and all other staff upon satisfactory completion of the successful 
completion of the probationary period.   
 

2. All full-time staff are covered by the Church’s group medical insurance program.  
The church pays one-half cost of the family coverage for Ministerial employees.   
Non-ministerial employees may opt to purchase family coverage at their own 
expense. If an employee is covered under another medical insurance program 
and chooses not to be covered under the church’s plan, the employee may be 
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compensated with a stipend of $1,000 annually to be paid in quarterly 
increments. If the employee later chooses to be included in the church’s plan, the 
stipend will be discontinued. 

 
3. All Church staff are covered by Worker’s Compensation Insurance. 
 
4. The Church pays one-half the cost of Social Security coverage of all staff with the 

exception of ordained Ministers, who are considered to be self-employed. 
 

5. Family (Maternity/Paternity) Leave 
 
a) Pregnancy will be treated as any other disability.  Commencement of 

maternity leave will coincide with the physician’s orders to do so. 
 

b) All staff (full time and part time) will be granted unpaid family leave 
(maternity/paternity) for up to six (6) weeks following the birth or adoption of a 
child after expending all paid sick leave and vacation time.  If a full time staff 
member decides not to return to work after the expiration of time allotted for 
the family leave, they shall reimburse the First Baptist Church for the cost of 
any health coverage premiums paid on their behalf during such unpaid leave 
period. 
 

c) During an employee’s pregnancy, it may be necessary to change her work 
assignment for the health and safety of herself and the child as advice and 
consultation with the physician may dictate. 

 
D. Holiday/Vacation and Other Leave Policies 
 

1. Holidays: The church office is open Monday through Friday except for the 
following holidays: 
 

a) New Year’s Day - one day 
b) Easter Monday – one day 
c) Memorial Day – one day 
d) Fourth of July - one day 
e) Labor Day - one day 
f) Thanksgiving - two days 
g) Christmas - three days, including Christmas Day 
h) When a holiday falls on a Saturday or Sunday, an alternate day shall be 

allowed as coordinated by the Senior Minister. 
 
2. Vacation: Each full time staff member will earn vacation days based on the following 

schedule. Vacation time may be taken in increments as short as four hours (a half day) 

or as long as a week 
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Ministers* 
 
Number of Years Employed as a 

Minister 

 
Vacation Earned 

 
0 - Six Months 

 
No Vacation Earned 

 
Six Months - One Year 

 
Five Days (1 Week) 

 
One Year - Five Years 

 
Ten Days (2 Weeks) 

 
Five Years - Ten Years 

 
Fifteen Days (3 Weeks) 

 
Ten Years or More 

 
Twenty Days (4 Weeks) 

 
 
 

*PART TIME MINISTERS EARN PR0-RATED VACATION TIME BASED ON THE 
SCHEDULE ABOVE. (I.E. AN EMPLOYEE WORKING TWENTY HOURS PER 
WEEK WILL ACCRUE VACATION TIME AT EXACTLY HALF THE RATE LISTED 
ABOVE 
 

*In the absence of an emergency, Ministers (other than the senior minister) shall 
coordinate and receive affirmation of vacation days with the Senior Minister.  The 
Senior Minister will coordinate and receive affirmation of vacation days with the 
Chair, of the Board of Deacons.  

 
Under normal circumstances ministerial staff shall not be allowed to use any 
vacation days until they have been on staff at First Baptist Church for six (6) months.  
A deviation from this policy for ministers other than the senior minister may be given 
for special circumstances with the approval of the Senior Minister and concurrence 
of the Chair, Personnel Committee and Chair, Board of Deacons. For the Senior 
Minister, leave will be coordinated with and endorsed by the Chair, Board of 
Deacons.  The Vacation and Sick Leave year shall coincide with the Employment 
year.  Records of vacation days used and sick leave taken shall be kept by the 
Office of the Senior Minister in the employee’s Personnel File and available to the 
appropriate Supervisor.   
 
 
 
 
 

 
All Full Time Non-Ministerial Staff*   

 
Number of Years Employed at  

First Baptist Church 

 
Vacation Earned 

 
0 - Six Months 

 
No Vacation Earned 
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*Part time staff earn pro-rated vacation time based on the schedule above. i.e., 
an employee working twenty hours per week will accrue vacation time at exactly 
half the rate listed above. 
 
* Requests for vacation by non-ministerial employees, in the absence of an 
emergency, shall be submitted to their Supervisor. 
 
Under normal circumstances non-ministerial staff members shall not be allowed 
to use any vacation days until they have been on staff at First Baptist Church for 
six (6) months.  A deviation from this policy may be given for special 
circumstances with the approval of the staff member’s immediate supervisor and 
the Personnel Committee.  The Vacation and Sick Leave year shall coincide with 
the Employment year.  Records of vacation days used and sick leave taken shall 
be kept by the Office of the Senior Minister in the employee’s Personnel File and 
available to the appropriate Supervisor.   

 
Employees will be permitted to “carryover” unused vacation days up to a 
maximum of five days. Upon termination of employment, voluntary resignation, or 
retirement all staff will be paid for vacation leave that has been earned but not 
taken as of the beginning of the most recent vacation year.  Vacation time cannot 
be forfeited for additional pay. 

 
Insofar as possible, vacation time will be granted to fit the request of the 
individual staff member.  However, in the granting of leave supervisors must take 
into account the work loads and any requests for the same time period by other 
staff.  In general, vacation leave is granted on a first-come first served basis.  In 
the event two employees request the same vacation period, the staff member’s 
supervisor will coordinate with each staff member and make an effort to work out 
a compromise.  If this is not possible the supervisor must make a decision based 
upon the needs of the church and the length of service of the staff members 
involved.  

 
3. Sick Leave: Non-Ministerial and Ministerial Sick leave is a benefit for those who 

are sick, and it is not intended to be used to extend vacation leave.  Accumulated 
sick leave will not be paid upon termination of employment. 

 
Each full-time staff member will earn one day of sick leave per month of 
continuous employment for time lost from work due to illness or non-occupational 
injury.  A maximum of 36 sick days may be accumulated.   

 
Six Months - One Year 

 
Five Days (1 Week) 

 
One Year - Five Years 

 
Ten Days (2 Weeks) 

 
Five Years or More 

 
Fifteen Days (3 Weeks) 
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Sick leave absences shall be authorized only for illnesses of the employee or 
their spouse, children or family members living in the home.  Absences of more 
than three days require a doctor’s certificate. 
 
PART TIME EMPLOYEES ACCRUE SICK LEAVE ON A PRO-RATED BASIS BASED 
ON THE NUMBER OF HOURS THEY WORK IN A WEEK (AN EMPLOYEE WORKING 
20 HOURS PER WEEK WOULD EARN ONE HALF DAY OF SICK LEAVE PER 
MONTH) 

 
If an employee does not have enough sick leave to cover an extended illness, an 
appeal can be made to the Personnel Committee. 
 

4. Military Leave: Military leave permits employees to fulfill their military obligations 
as members of the US Armed Forces, the National Guard or the State Militia in 
accordance with State and Federal laws.  A leave of absence shall be granted to 
an employee who is called to active training for a period of ten working days or 
more.  Other military leave policies will conform to State and Federal laws.   

 
E. Other General Employment Responsibilities: 
 

1. Civic Responsibilities: 
 
Jury Duty: Employees are encouraged to cooperate in citizen responsibilities.  All 
full-time staff summoned to jury duty are allowed paid leave up to fifteen working 
days per calendar year.  If jury duty exceeds this fifteen day period, the staff 
member may appeal to the Personnel Committee.  Part-time and temporary staff 
are given unpaid leave while serving on a jury. 
 
To qualify for Jury Duty leave, staff must provide a copy of their jury summons to 
the Financial Assistant.  If a staff member is not selected to serve, they are 
expected to immediately return to work.  At the conclusion of Jury service, the 
staff member will deliver their jury pay to the Church. 
 
Voting: No time off will be given if polls are open before and after working hours.   
 

2. Emergency Weather: When the Senior Minister (or his designate) determines 
that the church offices must close, they will notify employees in accordance with 
established procedures.  Full-time staff will be paid as if the church remained 
open; part-time staff will be paid only if they had been scheduled to work during 
the closed hours.  Temporary staff do not receive compensation. 

  
3. Bereavement: Staff are provided leave for work time missed due to the death of 

an immediate relative.  Immediate family is interpreted as parents, grandparents, 
spouse, children, grandchildren, brothers or sisters of the employee, or other 
persons living in the home.  A maximum of three working days with pay are 
allowed for full-time staff.  If more than three days are needed, it may be given at 
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the discretion of the Senior Minister or immediate Supervisor. 
 
Cases involving the death of a relative or friend not included above, or when an 
employee is asked to participate in services, will be considered on an individual 
basis by the Senior Minister as appropriate. 
 

4. Leave Without Pay: Requests for extended leave over and above that described 
in the Personnel Policies may be granted for up to 30 days without pay upon 
approval by the Board of Deacons for Ministerial Staff and by the Personnel 
Committee for non-ministerial staff, following the expiration of all earned vacation 
pay. 

 
5. Staff members and their family members who are members of the Church shall 

not serve on committees that deal with issues of Personnel evaluation and 
compensation including, but not limited to:  Personnel, Finance and Board of 
Deacons. 

 
F. Participation in Continuing Education and Extended Ministries 
 

The Church recognizes the need for and encourages participation in the ministers 
attending conferences, workshops, short courses and other related activities that 
provide opportunities for professional improvement and enrichment.  The Church 
has the expectation that it will be the beneficiary of such participation and would like 
a follow-up report issued to the Personnel Committee on how this experience will be 
used to further the Church’s mission.  
 
1. Continuing Education: The Ministers and Organist  shall be granted time  to 

attend conventions, assemblies, conferences, workshops, short courses, 
sabbatical leaves and related activities providing opportunities for professional 
improvement and enrichment that will be of benefit to the Church.  Written 
requests shall be submitted to the Senior Minister for approval who shall 
coordinate with the Personnel Committee for endorsement at least 30 days prior 
to participation.  The purpose of the continuing education and the anticipated 
cost should be included in the request.  The Personnel Committee will review the 
request and respond in writing to approve, disapprove or request additional 
information on which to base a decision.  If a continuing education request is 
approved and a staff member attends, they shall submit a report to the Personnel 
Committee outlining their experience and including the major areas and issues 
covered as well as the benefit and application to their position at First Baptist. 

 
Reimbursement for approved expenses for Continuing Education activities shall 
be in accordance with Section IV below. 
               

2. Participation in Extended Ministries: The Ministers shall be allowed to accept out-
of-town engagements (evangelistic meetings, workshops, study courses, etc.); 
the Minister shall submit a written request to the Personnel Committee describing 
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such activities at least 30 days prior to participation.  The Personnel Committee 
will review the request and respond in writing to approve, disapprove or request 
additional information on which to base a decision. 

 
3. Participation in activities such as Continuing Education and Extended Ministries 

shall be limited to a total of 14 calendar days per year for Ministers who have 
more than one year of service unless contractually otherwise agreed.   Ministers 
with less than one year of service are limited to six days of such participation. 

 
4. The Ministerial staff shall be responsible for making any necessary arrangements 

for replacements while absent for Continuing Education or Extended Ministries 
activities.  The Church shall bear the cost of replacement services for those 
ministers attending a pre-approved Continuing Education activity.  The Minister 
may be responsible for all financial reimbursement to a replacement during their 
absence while participating in an Extended Ministry activity. 

 
5. Full Time Ministerial Staff wishing to pursue further formal education (I.e. 

advanced degree programs) while serving at First Baptist must obtain prior 
approval from the Personnel Committee and a covenant must be ratified between 
the Committee and the Minister regarding length of the program, number of 
courses to be taken in a semester, and other details. 
 

SECTION IV: EXPENSE REIMBURSEMENT 
 
The purpose of this section is to detail the procedure for travel and mileage expenses 
incurred by all staff of the Church. 
 
A. Ministerial Staff 

 
There are four basic types of travel expenses usually incurred by the ministerial staff 
in performance of their duties.  When possible, all reimbursement expenses should 
be documented with receipts and submitted to the financial secretary no later than 
14 days after returning from travel.  (NOTE: Credit card monthly statements do not 
qualify as receipts). 

 
Continuing Education: Each ministerial staff member has a budget for his/her 
continuing education.  All properly documented expenses for continuing education, 
including travel, are paid from this account.  If a personal vehicle is properly 
authorized and used in connection with this type of travel, the staff member will be 
reimbursed according to current mileage re-imbursement policy at the current IRS 
approved rate. 

 
Local: Local travel is defined as those trips which are 100 miles or less round trip 
from the church and consists of day to day travel in support of Church functions and 
is not reimbursable.   Travel to association, state, and professional meetings would 
also be included in this category if round trip mileage is less than 100 miles per trip.  
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Expenses for this type travel are included in the yearly compensation of each 
ministerial staff member. Approved travel to a destination over 100 miles round trip 
is reimbursable at the current IRS approved rate upon presentation of a trip report 
which shows beginning and ending miles, destination and purpose of the trip. It is 
the responsibility of each ministerial staff person to document and itemize their local 
travel expenses for income tax purposes. 

 
Denomination Conventions: Travel covered under this category would be to annual 
denominational conventions, both state and national.  These expenses are covered 
under specific budget line items.  Use of personal vehicle is reimbursed according to 
current mileage re-imbursement policy at the then current IRS approved rate. 

 
Special Travel: There may be occasions when travel is required that is not clearly 
defined in one of the above categories.  This type of travel requires approval of the 
Senior Minister and the Chair of the Personnel Committee.  The approval should be 
obtained prior to the travel.  If approved, use of personal vehicle is reimbursed 
according to current mileage re-imbursement policy at the then current IRS 
approved rate. 

 
 
B. Support Staff 
 

There may be occasions for travel by the support staff that requires the use of 
personal vehicles.  In these instances, the travel should be approved by the Senior 
Minister and the Chair of the Personnel Committee.  The approval should be 
obtained prior to the travel.  If approved, this travel would be reimbursed at the 
current IRS approved rate.  Mileage expenses should be documented and submitted 
to the Financial Assistant within 14 calendar days after returning from travel. 
 

SECTION V: EMPLOYEE CONDUCT 
 
A. Smoking 
 

There is no smoking allowed either in the Church building or on Church premises. 
 
B. Supplies and Equipment 
 

All staff are expected to limit their use of church materials and supplies to Church 
business.  If approved by their immediate Supervisor, staff may use such materials 
and supplies for personal reasons; however, employees are expected to reimburse 
the Church accordingly.  Church supplies or equipment are not to be removed from 
the premises for personal use except with the approval of the Senior Minister.  
Supplies and equipment are never to be wasted, abused or otherwise carelessly 
expended. 

 
C. Telephone Calls 
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Telephones are for Church business. Staff members are expected to limit personal 
use of phones and reimburse the Church for any long distance expenses incurred.   

 
D. Outside Employment 
 

Outside employment for all full-time staff is discouraged.  If the need for outside 
employment occurs, the staff member must submit in writing a request to their 
immediate supervisor who will coordinate and get approval from the Personnel 
Committee for non-ministerial staff or the Board of Deacons for ministerial staff.  
Concurrence must be received in writing prior to engaging in the outside 
employment.  A copy of the written approval shall be placed in the employees’ 
personnel file. 

 
E. Building Security 
 

The buildings need to be secured at all times.  Keys and security codes will be 
issued to staff as needed.  Keys are not to be loaned, or security codes revealed, to 
anyone.  Staff members in the church building after normal hours are responsible for 
turning off all lights and securing the building. 

 
F. Health and Safety 
 

All staff share responsibility for personal safety and for the security of church 
property.  Each staff member is expected to immediately report any potentially 
unsafe or hazardous condition, or any injuries, to their Supervisor.   Staff members 
required to be absent from work as a result of an injury determined to have occurred 
during the performance of their duties are subject to the provisions of Georgia 
Worker’s Compensation policies and paid accordingly. 

 
G. Confidentiality 
 

Many matters of the Church and its operations are of a confidential nature.  All staff 
are expected to respect the privacy of the members of the church, fellow staff and 
issues of the Church. 
 

H. Moral Behavior 
 

Understanding that the Church is the Bride of Christ, it is expected that the conduct 
of all staff will reflect their high calling.  It is expected that the behavior, language 
and dress of all staff persons will be appropriate according to task and time.  All 
employees must strive to work together to the good of the body and for the growth of 
the Church.   

 
 
ADDENDUM REGARDING COMPENSATION OF NURSERY WORKERS 
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Nursery Supervisor - $120 per week 
 
Mid-range hourly rate – for those paid workers who have been with us for at least a 
year, who work during both the Sunday and Wednesday time periods, and who 
demonstrate faithful and committed service. The mid-range hourly rate will be $10.00 
 
Base rate for hourly workers – rate for entry level child care workers, and for those who 
work during only one of the two time periods (Sunday and Wednesday). The base 
hourly rate will be $9. 
 
 
      Approved by the Personnel Committee 
          February 28, 2012 

        
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policies and Procedures for Scholarships 

First Baptist Church 

Athens Georgia 

 
Scholarships may be established through the First Baptist Church of Athens 

providing they are consistent with the mission and objectives of the Church.  
The following procedures are established to initiate and manage the 

scholarships: 

 
1. Proposals for the establishment of a scholarship shall be submitted to the 

Finance Committee which shall have the sole discretion to evaluate and 
approve or disapprove the establishment of any scholarship.  Recipients 
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of scholarships will be chosen among the membership of First Baptist 

Church.  If those initiating the proposed scholarship have requests for 
awards to individuals other than the membership they must so designate 

in their scholarship proposal and it will be reviewed and approved or 
disapproved by the Finance Committee.  

 
2. The person(s) proposing the scholarship shall include details in writing 

(using the attached form) so that the scholarship will be managed and 
awarded in accordance with the wishes of the giver.  

 
3. Scholarships may be submitted for a single award through a one-time 

gift, through gifts of an annual contribution, or through the establishment 
of an endowment fund.  The Finance Committee reserves the right to 

establish minimum amounts for the establishment of a scholarship.  
Currently an amount of $500 is required to establish a one-time 

scholarship award or an annual gift, while an endowment requires a 

minimum of $10,000.  Scholarship funds that are an annual gift and 
funds intended for a one time award shall be managed by the Finance 

Committee.  Endowment funds shall be invested and managed by the 
Board of Trustees. 

 
4. The Finance Committee shall evaluate and approve the Scholarship and 

then coordinate the initiation and management of the individual 
scholarship award process in accordance with the wishes of those 

establishing the scholarship. 
 

 

 

 

 

 

 

Scholarship Form 

First Baptist Church 

Athens, Georgia 

 
Please provide the following information concerning your proposed 

scholarship.  Details are encouraged so that the scholarship may be 
managed in accordance with your wishes.  When completed, please submit 

to the Chairman of the Finance Committee. 

 
Name of individual completing this form:      
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Please provide a phone number and address where you can be 

reached: 

 

Address: 

 

 
 

 
Phone # (        )                                                                               

                                                         

 

 
1. Do you wish for the Scholarship to have a specific title? 

 
(  )  Yes       (  ) No (If not, the Finance Committee will have the 

discretion    of naming the scholarship)  

 
If yes, please specify:                                                                                                                                     
 

 

2. Is the scholarship being established  
for a one time award?   ($500 minimum)      (  )  Yes       (  ) No 

 

Is the scholarship being established as an annual  
award funded by an annual gift? ($500 minimum)     (  )  Yes       (  ) No 

 

Is the scholarship being established as an endowment?  
           ($10,000 minimum)     (  )  Yes       (  ) No 
 

 

 

 

3. Please list the criteria for the selection of the student. (Recipients of 
scholarships will be chosen among the membership of First Baptist 

Church.  If you desire to request the award of a scholarship to other than 
these they must be so designated in the criteria below.  The final 

approval or disapproval shall be at the sole discretion of the Finance 

Committee): 

                                                                                                                                                                                     

4.  Scholarship funds shall be designated for payment of tuition, fees, and 
books.  Are there (any specific requests about the use of the scholarship 

funds that you would like to make? 
 

 (  )  Yes       (  ) No 
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 If yes, please specify:                                                                                           
                                                                                                                            

                                                                                                                                                                               

                                                  

      

 

 

                                                                                                                           

                                                                                                                            

 

5. Are there any additional instructions or items that you would like to list?   
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Senior Minister Search Committee 

First Baptist Church 

Athens, Georgia 

 
 

PURPOSE:  This policy is set forth to designate actions to be taken 

when a vacancy occurs in the position of Senior Minister. 

 
TRANSITION PERIOD 

Upon notice that the position of Senior Minister is to be vacated, the Chair 
and Chair-elect of the Board of Deacons shall appoint a workgroup to either 

to seek an interim pastor or to schedule the pulpit supply personnel as 
needed.  The Chair of the Deacons shall serve as Chair of the workgroup.   

 
FORMING THE SENIOR MINISTER SEARCH COMMITTEE: 

Upon a vacancy in the position of Senior Minister, and at the appropriate 

time, the Board of Deacons is assigned the responsibility of initiating the 
process to form a Senior Minister Search Committee (SMSC).  The following 

procedure is to be used in forming the Search Committee:  
 

STEP 1.  NOMINATIONS FOR THE SENIOR MINISTER SEARCH 

COMMITTEE 

 
• Every church member will be given the opportunity to prayerfully 

nominate up to three (3) members of First Baptist Church to be 
considered for service on the Senior Minister Search Committee.  

Special consideration should be given to the following traits in making 
the nominations:  

o those who have a spiritual sensitivity; 
o those with the ability to work well within a committee and have 

good listening and communication skills;   

o those who have the desire and willingness to participate fully 
and completely during the entire process; 

o those who have exhibited a commitment to serving in the 
ministries and activities of the church;  

o those who have an understanding of the church’s mission and 
vision. 

 
• The process used to gather nominations will be determined by the 

Chair of the Board of Deacons.  There should be clear communication 
of the process to the membership through utilization of the church 

newsletter, announcements during the worship hour, and/or other 
effective forms of communication as may be appropriate.  The 
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nominations will be received during an announced time frame, and no 

additional nominations will be accepted after the deadline. 
  

 
STEP 2.  SPECIAL NOMINATING COMMITTEE  

 
• After the nominations have been gathered, a Special Nominating 

Committee will be created.  The Special Nominating Committee (SNC) 
will consist of:  

o Chair of the Board of Deacons (who will serve as Chair of the 
Special Nominating Committee);  

o Chair-elect of the Board of Deacons;  
o Chair of the Nominating Committee; and 

o Two (2) at large church members chosen by the Board of 
Deacons. 

 

• The Special Nominating Committee (SNC)* will consider all 
nominations from the membership, especially the nine persons 

receiving the most nominations. However, to insure that there is a 
cross representation of the church membership, the SNC will not be 

restricted only to the nominations received.  Additionally, the members 
of the SNC are eligible to be members of the Senior Minister Search 

Committee. 
. 

• The Special Nominating Committee will recommend a slate of nine (9) 
church members to serve on the Senior Minister Search Committee.  

When selecting the slate of  nine, the SNC should consider the 
attributes above and also the following: 

  
o those who represent a cross section of the church membership; 

however, SMSC membership qualifications should not be 

compromised in trying to make up this cross section;  
o those who possess a mix of skills with the proper balance of 

leadership ability; 
o those who will commit to honoring the discretion and integrity of 

the search process. 
 

• The nine (9) member slate selected by the SNC should be presented to 
and approved by the Board of Deacons and then voted upon by the 

church in conference. 
 

• The SNC will remain in place until such time as the Senior Minister 
Search Committee is approved.   
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STEP 3. THE SENIOR MINISTER SEARCH COMMITTEE * 

 
Once the Senior Minister Search Committee (hereafter referred to as the 

Committee) is approved, it shall meet and organize according to the 
following guidelines: 

 
• The first meeting of the Committee will be called by the Chair of the 

Board of Deacons.  The Committee shall then, as its first order of 
business, elect a Chair, Vice-Chair, and Recording Secretary. 

 
• The Committee shall develop its own rules and procedures for the 

search process. 
 

• The Committee shall open the Senior Minister position to the 
appropriate sources and seek nominations of candidates. The 

committee may consider and pursue any individual it feels would be 

the right person for the position. 
 

• The Committee will report to the Board of Deacons and in other church 
settings on a regular basis. 

 
• The Chair of the Committee (or designee) will be responsible for 

coordinating with the Finance Committee and the Board of Deacons for 
any funds needed from the operating budget to cover expenses of the 

search process.  
 

• At the appropriate time the Committee (or designee) will coordinate 
with the leadership of the Deacons, Finance Committee and Personnel 

Committee in establishing guidelines for the compensation package for 
the new Minister.  The package will be approved by the Board of 

Deacons and will be used by the Committee in negotiations with the 

candidate.   
 

• Once the Committee has chosen a candidate, it will make a formal 
recommendation to the Board of Deacons for approval.  The Board of 

Deacons will present the candidate recommendation to the 
congregation and will decide, with input from the Committee, how the 

presentation and vote by the congregation will be handled. 
 

*One of several resources used in preparing this policy is a small book 
titled: The Alban Guide to Managing the Pastoral Search Process by John 

Vonhof; An Alban Institute Publication. It may be useful, before they 
begin their tasks, for the SNC to read Chapter I and the SMSC to read the 

entire book. The book is available in our church library. 


