FIRST BAPTIST CHURCH OF PALMETTO

COMMITTEE STRUCTURE

INTRODUCTION

Committees are a vital part of the church leadership team.  Along with the Church Staff, Deacons, and other elected officers, committee members help the church plan, carry out and evaluate the work of ministry.  Our committees are designed to be productive to make the best use of the member and/or staffs’ time.

There are two kinds of work done by committees in a church.  The first type of work related to the long-term, ongoing ministries and programs that are basic to the church’s life.  Such a committee is called a Standing Committee.  The member will serve on a rotating basis, with a portion of the committee being replaced each year.  The second type of committee work in a church relates to short-term or temporary needs.  This type of committee is called a Special Committee.  The members of a special committee do not rotate, but serve as long as the committee exists.

Examples of committees:


Standing Committees – Church Resources, Stewardship, Personnel, Missions, Building and Grounds etc.


Special Committees – Building Committee, Pastor Search Committee etc. 
COMMITTEE BASICS
Committee Criteria
1. The fiscal year is from October 1st to September 30th.  New committee members take office on October 1st.
2. Schedule meetings through the church office.
3. Required to submit budget request by October 1st for the next calendar year.  The budget year runs from January 1st to December 31st.
Membership Criteria

1. Members must be a member of both Sunday School and Church with good attendance.
2. Members are to be tithing to First Baptist of Palmetto.  
3. Committee members will be on the committee for 3 years.  The committee will have members with staggered rotating terms for continuity.  (Example – A 7-person committee would have 3 members with 3 year term, 2 members with 2 years and 2 members with 1 year terms.)  As new members are brought onto the committee they will serve for three years.  Terms will start on October 1st each year.  (does not apply to special committees)  Upon the completion of a term, committee members will need to have one year off before they can serve on the same committee (Global Outreach Committee can serve two consecutive terms). 
4. Members may serve partial terms to fill gaps as needed.  If a person is added to a committee as a replacement for another committee member, they will complete the term of office for the original member.  The replacement committee member will be eligible to serve for another 3 years at the end of the original term if so elected. 
5. Members can serve on no more than one standing committee at a time.  Members can be on a standing committee and a special committee at the same time without violating this rule.  Some standing committees are made up of committee chairpersons from other committees, when this happens it is not a violation of this rule since the person is serving on the additional committees as the chairman of the main committee that they are on. 
6. The Senior Pastor has the option to be an ex officio member of all committees or appoint another staff member to represent him (Staff members will not be allowed to be ex officio members of a Sr. Pastor search committee).

7. The Church Resources Committee may assign a leader in training to each committee.  This committee position is an ex officio position on the committee and is created to continue building the future leaders of the Church and to maintain the existence of the Church structure.  The responsibilities for this individual lie with the Committee and they establish expectations and report on progress of the individual to the Church Resource Committee.

8. The position of Ex Officio is a non-voting position on all committees.  The Ex Officio member(s) will be in addition to the regular committee members and will not count as part of any quorum.

9. Committee Members are asked to avoid discussions and voting on any items that could be considered a conflict of interest (for example if a committee member were on a committee that is dealing with another committee or staff position that their spouse is on this could be considered a conflict of interest).

10. Search Committees for ordained staff positions must have all members present in order to vote on a candidate.  When the Committee recommends a candidate to the church membership the chairperson will present the results of the committee vote to the congregation.
Duties of a Committee Member

1. Pray for fellow Committee Members, Staff Members and Church on a daily basis.

2. Know the purpose and duties of the committee. 

3. Be present and on time for meetings.

4. Participate in discussions.

5. Contribute to the planning and participate in the activities/projects.

6. Complete assignments as agreed upon.

7. Report on assignments at committee meetings.

8. Maintain confidentiality as directed.

Duties of a Committee Chairperson

1. Know the purpose, duties and members of the committee.

2. Request and administer committee budgeting.

3. Plan the agenda and schedule each meeting of the committee.

4. Conduct meetings (Each meeting should have a purpose, agenda, establish follow-up plan, reports on meetings).

5. Shall appoint and oversee the work of the committee secretary, ensuring minutes are turned into the Church Clerk (minutes containing sensitive and confidential information are to remain with the committee secretary).
6. Assign responsibility to committee members for follow-through actions.

7. Lead the committee to identify and schedule some activities/projects, develop a sequence of actions, prepare a timetable, determine the resources needed and complete activities/projects.

8. Report committee action(s), as appropriate, to the Deacon Body and Staff and/or to the church membership at a regular scheduled business meeting.

9. Collaborate as necessary with church staff members, other committees and appropriate church leadership.

10. The Church Resources Committee selects the chairpersons for committees and presents them to the Church Membership for a vote at the same time as the committee members are presented.  The Church Resources Committee also oversees the functionality of the chairpersons and can change chairpersons on a committee as necessary to keep the committee functioning as designed.
Committee Creation - The Church Resources Committee will:

1. Recommend the elimination or restructuring of existing committees and the creation of new committees.
2. Formulate committee purpose and duties.

3. Recommend the allocation of necessary resources.
4. Present to the Ordained Staff and Deacon Body for discussion and recommendations before presenting to the Church membership. 
5. Deacon Chairman as Church Moderator will work with the Chairman of the Church Resources Committee in presenting committee structure and committee members, with chairperson designated, for church approval.

6. Counsel and educate new and current committee members.

CHURCH RESOURCES –

Selection and Voting process – The Church Resources Committee will be established by the Senior Pastor, Chairman of Deacons, Vice Chairman of Deacons, Chairperson of Personnel and Chairperson of Stewardship.  These individuals will seek out 5 - 7 individuals within the church body that are willing to serve on the Church Resources Committee as well as recommend a chairperson of the Church Resources Committee.  Once the individuals are chosen and interviewed, the Chairman of the Deacons will present the recommendations to the Church Body for them to be voted on.

The term of office for the Church Resources Committee is for two years with staggered terms and starts April 1st and ends on March 31st.  This term is purposely staggered from the other committee terms so that the Church Resources Committee can fill vacancies in the other committee(s) before rotating off of the Church Resources Committee (The first Church Resources Committee will serve for more than two years to get the rotations established).  Members can be on the committee for two (2) consecutive terms as long as the same selection and voting process is followed as above.  Each year the Senior Pastor, Chairman of Deacons, Vice Chairman of Deacons, Chairperson of Personnel and Chairperson of Stewardship will go through the selection process to consider new members to fill the upcoming vacancies on the Church Resources Committee.  If during the year an opening occurs on the Church Resources Committee the Senior Pastor, Chairman of Deacons, Vice Chairman of Deacons, Chairperson of Personnel and Chairperson of Stewardship will seek out a replacement and present to the church body to be voted on. 
Purpose:
The Church Resources Committee will seek nominees for all church-elected standing and special committees (excluding Sunday school teachers and Deacons), interview all potential committee nominees before presenting them to the church for election as a group for each committee for a majority voice vote of members present.  Ensure the committee structure continues to operate within the church.
Size:

5 - 7 adult members 


Term:

April 1st to March 31st. 
Presented:
Nominees are presented to the church membership in the February business meeting so the new members have March to overlap with the outgoing committee members.
Minutes:
Yes 
Report to:
Executive Pastor / Administrator
Ex Officio:
Senior Pastor

CHURCH RESOURCES continued

Duties

1. Study the work responsibilities of all committees to understand the nature and scope of their work.

2. Interview and assess spiritual gifts and life skills of all nominees to ensure the nominees are prepared to perform the duties of the committee.

3. Consult with the chairperson of each committee to determine present and/or future committee needs.   
4. Contact and enlist all nominees and present them to the church for election.
5. Obtain a short bio from each nominee to be posted on the web site 2 weeks prior to the election.  Nominees will use a standardized form for the bio.
6. Recommend the elimination or restructuring of existing committees, the creation of new committees and oversee the ongoing committee structure to ensure they function properly so the goals of the church are realized.

7. Select the number of committee members that will be in each committee.  

8. Meet as needed to ensure all committees are fully staffed and prepare recommendations for the last business meeting of the year.
9. Deacons as part of church leadership are encouraged to serve on committees.  It is recommended that a deacon serve on the Church Resource Committee, Personnel Committee, Stewardship Committee and Evangelism Committee.

10. Oversee the rotation of committee members on the various committees.  

11. Create and maintain job descriptions for new and existing committees.

12. Maintain written committee structure as needed with changes being approved by church membership.
Note – The deacon body can appoint committees within the deacon ministry without the involvement of the Church Resource Committee.
BUILDINGS AND GROUNDS - 
Purpose:
Assist the church in the care and maintenance of all buildings and grounds.

Size:

At least 5 adults
 



Time:

Monthly

Minutes:
Yes

Report to:
Executive Pastor / Administrator
Ex Officio:
Maintenance Supervisor

Duties

1. Responsible for the safe keeping, protection, maintenance, and repair of buildings, grounds, operating facilities and attached equipment including heating, cooling and lighting.

2. Make recommendations, or take action if necessary, regarding replacement of worn out items of equipment, landscaping and care of buildings and grounds.  Any spending of funds must be either budgeted for or approved by the Stewardship Committee prior to the work being started.
3. Establish and monitor policies and procedures related to church property in the area of preventive maintenance, repairs and replacement.

4. Establish a proactive plan detailing the remaining useful life of buildings and equipment.  This plan would schedule the needed repairs and replacements of all items that fall under Buildings and Grounds.  The plan should project out at least five years and have projected costs for repairs and replacements so that the Stewardship Committee can budget accordingly. This plan would be updated annually.

TRANSPORTATION - 

Purpose:
Assist the church in all matters relating to church vehicles and the transportation of church members on church sponsored events.

Size:

5 adults with 1 having a CDL license
 



Time:

Monthly

Minutes:
Yes

Report to:
Executive Pastor / Administrator

Ex Officio:
Maintenance Supervisor

Duties

1. Responsible for the safe keeping, protection, maintenance, and repair of church vehicles.

2. Make recommendations, or take action if necessary, regarding replacement of worn out items of equipment.  Any spending of funds must be either budgeted for or approved by the Stewardship Committee prior to the work being started.

3. Establish and monitor policies and procedures related to church vehicles in the area of preventive maintenance, repairs, replacement and use.

4. Establish a proactive plan detailing the remaining useful life of vehicles.  The plan should project out at least five years and have projected costs for repairs and replacements so that the Stewardship Committee can budget accordingly. This plan would be updated annually.

EVANGELISM -
Purpose:
Oversee an ongoing New Testament evangelism ministry

Size:

Five adults




Time:

Monthly
Minutes:
Yes
Report to:
Pastor of Evangelism / Senior Pastor
Ex Officio:
Sunday School Outreach Director / Visitation Coordinator
Duties

1. Develop and engage church in a comprehensive plan of evangelism.

2. Involve church members in personal evangelism.

3. Plan and conduct special events of evangelism such as surveys, CWT, etc.

4. Provide trained counselors for those making decisions in worship services.
5. Oversee the weekly visitation program. 
CHILDREN’S MINISTRY -

Purpose:
Serve as a resource committee to the Children’s Ministry Staff by helping support all policies, curriculum, programs and ministries for the preschool and elementary age children of the church.

Size:
Five Adults (2 not from ministry)



One preschool parent, one elementary parent.

Time:
Monthly

Minutes:
Yes

Report:
Children’s Pastor and Executive Pastor / Administrator

Ex Officio:
Children’s Ministry Professional Staff

Duties

1. Have knowledge of all preschool and children’s policies and procedures for church.

2. Assist in securing leadership and volunteers for the various areas within the Children’s Ministry.

3. Assist with planning, promoting and scheduling activities to strengthen both the home and church.

4. Promote and publicize the Children’s Ministry to the general church membership. 

5. Recommend needed changes in equipment, etc. to the Children’s Pastor (changes in equipment should be in conjunction with Buildings and Grounds / Maintenance Staff). 
GLOBAL OUTREACH (Go Team) - 
Purpose:
Oversee the missions’ functions of the church.

Size:

At least seven members


Time:

As needed

Minutes:
Yes

Report to:
Executive Pastor / Administrator
Ex Officio:
Sr. Pastor

Term:

3 year term with up to two consecutive terms

Duties

1. Serve as liaison between the church and its sponsored missions.

2. Plan and promote annual mission functions.

a. Create and administer the Faith Commitment Budget.

b. Entertain suggestions for mission opportunities and recommend various missions trips and projects each year.

c. Recommend needs for local missions.

d. Plan and administer an annual mission’s conference.

3. Educate church membership on Southern Baptist Mission programs.  Promote Southern Baptist Mission programs to church membership.

HOSTESS -
Purpose:
To prepare for official church sanctioned receptions and dinners.

Size:

At least ten adults




Time:

As needed
Minutes:
No

Report to:
Executive Pastor / Administrator
Ex Officio:
Food Services Director, Custodial / Maintenance Staff members
Duties

1. Assist in planning, execution and follow-up of special church receptions and dinners.

2. Responsible for inventorying and maintaining the church hostess closet including all equipment and decorations.

3. Responsible for signing out equipment on loan or as rentals and accounting for the return of such items in the same condition when returned.  Maintains the sign out log and key access in coordination with the office staff.

PERSONNEL -
Purpose:
Oversee compensated human resource functions for the church.

Size:

At least five adults



Time:

At least quarterly

Minutes:
Yes, confidentiality must be maintained on personnel matters.

Report to:
Sr. Pastor

Ex Officio:
Executive Pastor / Administrator
Duties

1. When staffing positions are created, eliminated or changed within the Church, the Personnel Committee will be consulted prior to implementing the changes.

2. Oversee, implement and maintain the following written documents:

a. Job descriptions

b. Employee policies and procedures manual

3. Immediate supervisors will provide the day-to-day supervision of staff.  If the immediate supervisor needs assistance on personnel matters they should seek their supervisor’s advice.  This policy will follow the organizational chart of the church.  The Sr. Pastor can involve the personnel committee at any level at his desire.

4. Ensure performance reviews are completed annually, in a proper manner and in a timely fashion.
5. Work with the Stewardship Committee to develop salaries and benefits for Church budget for employed staff as needed.
6. Assist any search committee, in coordination with the Stewardship Committee, with human resource packages for prospective ministerial staff.

7. Reviews of the Sr. Pastor are conducted by the Personnel Committee.  Any actions needed beyond the annual review will be done in conjunction with the Chairman of the Stewardship and the Chairman of the Deacon Body.  If the Personnel Committee, Chairman of Stewardship and Chairman of the Deacons feel further action is needed they will present the facts to the Deacon Body for their review and guidance.  The next course of action would be for the personnel committee to present the facts to the members of the church at a special called business meeting.  Restoration should always be the goal. 
Note - WEE World and Kings Kids programs are supervised and directed by WEE World and Kings Kids Directors who report to the Children’s Minister / Executive Pastor / Administrator.  The WEE World program is certified under the FACCS (Florida Association of Christian Colleges and Schools) which reserves the right to audit such program at any time.

STEWARDSHIP -
Purpose:
Develop a budget program, physical administration and stewardship education for the church.

Size:
At least five adults



Time:
Monthly
Minutes:
Yes

Report to:
Congregation
Ex Officio
Executive Pastor / Administrator
Duties

1. Develop the annual church budget and present to the deacon body for their input prior to presenting to church for adoption by January 31. 
2. Recommend budget adjustments as needed during the year.

3. Promote stewardship education for all church ministries.

4. Provide church membership with a monthly financial status.

5. Provide wise Biblical counsel to the church staff in areas of budget control and administration.

6. Develop and maintain financial policies and procedures manual.

YOUTH ACTIVITIES –
Purpose:
Serve as a resource to the Youth Pastor in helping implement all policies, curriculum, programs and ministries for the youth of the church.
Size:

Five adults (2 not from ministry) 

Time:

Monthly

Minutes:
Yes

Report to:
Youth Pastor

Ex Officio:
Youth Pastor

Duties

1. Assist the Youth Pastor in planning, organizing and staffing youth events / activities.

2. Assist the Youth Pastor in staffing vacancies and needed help for Sunday School, Wednesday night Bible study and Sunday night Discipleship.

3. Communicate the heart of the church to the Youth Pastor to keep the youth ministry relevant to the needs of students and the church body.

4. Assist in identifying space needs and solutions.

5. Work in conjunction with Children’s Ministries to provide a smooth transition for Children entering the Youth Program.

WORSHIP -
Purpose:
Work with Music Minister to provide a music ministry that leads people to worship God.

Size:
Five Adults

Time:
As Needed

Minutes:
Yes

Report To:
Music Minister

Ex Officio:
Sr. Pastor

Duties

1. Assist Music Minister in developing the music program of the church (including Children’s Music programs).

2. Assist Music Minister in determining the need of music equipment for worship and teaching. (Changes in equipment should be in conjunction with Buildings and Grounds / Maintenance Staff). 
3. Assist Music Minister in recommending and administering policies for use of musical equipment / properties for events such as weddings, funerals, concerts, mission trips etc.
ENDOWMENT / MEMORIAL –

Purpose:
Oversee all endowments funds for the church.

Size:

One adult and Deacon Chairperson & Stewardship Chairperson.

Ex Officio:
Sr. Pastor and Executive Pastor / Administrator
Time:

As needed

Minutes:
Yes

Duties

1. Make Church Members aware of the opportunities available for gifting to the Church through estate planning.

2. Meet with Church Members that want to give to the Church through their estate planning.  Coaching them on how to be good stewards of God’s money even after they have given it to the Church.
3. Ensure any gifting in the form of Endowments are consistent with the current Church plan.  Ensure gifts in the form of Endowments benefit the Church and not cause the Church to expend other resources to comply with the desires of the giver. 

4. Receive and accept designated funds only after the Church has voted to have a designated fund named as requested by the giver.

5. Establish policies on memorial gifts including but not limited to the type of gift and who has the authority to remove memorial gifts and when.  (Example – If a memorial gift was given several years ago, but is no longer in use by the church who determines what happens to the gift).

SCHOLARSHIP –

Purpose:
Financially assist ministerial students to attend college and seminary.

Size:

Two adults and College and Career Teacher




Ex Officio:
Sr. Pastor / Youth Pastor
Time:

As needed

Minutes:
Yes

Report to:
Sr. Pastor

Duties

1. Review applications and reward scholarships as needed.

2. Review and formulate guidelines for scholarship committee.

3. Communicate availability of such scholarships to local Church members.

SEARLES –

Purpose:
Administer the fund as setup to help deserving senior adults.

Size:

Five





Time:

As needed

Minutes:
Yes

Report to:
Sr. Pastor

Duties

1. Communicate availability of funds to appropriate leader groups.

2. Review applications or requests for funds and administer appropriately.

3. Maintain records of all assistance given.

BAPTISM -

Purpose:
Assist in the ordinance of baptism.

Size:

Two couples

Minutes:
No

Report:

Sr. Pastor

Ex Officio:
Executive Pastor / Administrator
Duties

1. Inventory and maintain attire for participants.

2. Provide safe transition to and from baptismal area.

3. Return area as found for future use by other ministries.

4. Assist participants in the baptismal process.

LORD’S SUPPER –

Purpose:
Assist in the ordinance of Lord’s Supper.

Size:

Three couples

Minutes:
No

Report:

Sr. Pastor

Ex Officio:
Deacon Chairman
Duties

1. Inventory and maintain Lord’s Supper equipment.

2. Provide safe transition to and from the worship center.

3. Return work area as found for future use by other ministries.

4. Prepare sacraments for Lord’s Supper.

LIST OF COMMITTEES

Church Resources Committee

Buildings and Grounds 
Transportation
Evangelism 

Children’s Ministry

Global Outreach (Go Team)

Hostess

Personnel

Stewardship

Youth Activities

Worship

Endowment

Scholarship

Searle’s
Baptism

Lord’s Supper
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