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I.  PURPOSE 

The purpose of the Policy Manual is to clearly define the policies and procedures of the First Baptist Church of Russellville.  The manual is to be kept in the church office and made available to any member of the church.  The church secretaries shall maintain the manual.  Any church member, church organization, ministry team, or ministry may indicate suggested changes to the manual.
               	
The purpose of the gift-oriented approach to this policy manual is to assimilate members into ministries for which they are gifted and equipped.  A church that operates on its giftedness will be a ministering church and not a maintenance church.  A church that uses the gift approach to ministry will allow each and every member to be involved in the shared ministry of the church.  The church that is involved in shared ministry will be a healthy church as described in Ephesians 4:11‑16.
               
Amendments to the policy manual shall be presented to the Personnel and Policy Ministry Team for their consideration first.  This Ministry Team shall then present the amendment at the next regular business meeting or a special called business meeting.  A simple majority of those present shall be sufficient to make the needed change.

Requests for exceptions to any of these policies shall be submitted in writing to the Personnel and Policy Ministry Team.


II.  CHURCH PROPERTY

A.   Buildings, Equipment, and Grounds – General

1.  Members may use the buildings for their church groups by booking the function through the church office.  Functions will be booked on a first come basis.
2.  Groups using church facilities may arrange rooms to best suit the occasion but must return the room to its prior arrangement.
3.  Any changes involving window coverings, floor coverings, painting, fixtures, etc., must be approved by the Property and Grounds Ministry Team or by the church.
4.  Structural changes to any building must be approved by the Property and Grounds Ministry Team and voted on by the church.
5.  Any use of technical equipment including, but not limited to sound, video, lighting requires operation by trained staff at a rate of $25 per hour. (Updated: Church Business Meeting, June 30, 2004)

B.   Fellowship Building

STATEMENT OF PURPOSE:  The purpose of this building is to:
	1.	Proclaim the love of God through Christian fellowship and recreation
	2.	Proclaim the Good News of Jesus Christ to our community
	3.	To help believers grow in their relationship with the Lord
	4.	To equip the members of this church to do the work of ministry

OBJECTIVES:
1.	To provide a place of recreation and fellowship for church members and their guests
	2.	To provide opportunities to reach out to non-Christians and prospects
	3.	To provide a facility to complement the church education programs

FELLOWSHIP BUILDING FACILITIES:
	1.	Kitchen
	2.	Fellowship Hall / Gym
	3.	Small group room with kitchenette (#FB102)
	4.	Prayer Room / Bridal Room	
	5.	Walking Track
	6.	Education rooms
	7.	Bathrooms / Showers

GENERAL RULES:

1.	Fellowship Building will be available for church members and their guests, unless otherwise designated.  [see # 9 below]
2.	Guests may use facilities only when accompanied by a church member.
3.	All Fellowship Building functions must be scheduled in advance by being 
placed on the official church calendar in the Church office during regular
office hours.  First Baptist Church activities take priority over all other events.
4.	No alcohol or tobacco in any form will be allowed in the building.
5.	Anyone using profanity in the building will be asked to leave.
6.	All small groups using the Fellowship Building facilities will be responsible for setting up and cleaning up.
7.	All young people and children attending a function in the Fellowship Building 
must remain inside the building at all times and must be accompanied by an 
adult chaperone.
8.	NO HORSEPLAY will be allowed in the building (running up and down steps, throwing things, destroying property, etc.).
9.	Non-church organizations may use our Fellowship Building, not to include The Green Room, on a limited basis under these guidelines:
a.	The group is a non-profit organization, approved by First Baptist Church Leadership
	b.	Fees:
		$ 50 for the first four hours
		$100 for four to eight hours
		$ 50 additional to the above if kitchen is used
	c.	Applicable fees must be paid for the event to be placed on the Church Calendar.
	Note:  These fees are charged to defray the cost of utilities for the building.
10.	All for-profit activities are prohibited.

Kitchen

1.	Only those trained and put on our Kitchen Ministry Team will be allowed to 
operate the kitchen facilities.
2.	Those using the kitchen will be responsible for cleaning up.
3.	Groups will be responsible for buying their own food and supplies.



Rules For Eating In The Fellowship Building

1.	Children will eat with their parents.
2.	Children will not be allowed to play on the running track or the gym floor 
while the meal is being served.
3.	Every person is expected to clean up, and dispose of all garbage in the trash
cans.
4.	Only certified personnel are allowed in the kitchen.  
Certification will be available to anyone who completes the training course.
5.	This is your home away from home, so treat it as such.  If you see something 
that needs to be done, please do it.
6.	All guests will eat free of charge.


Fellowship Hall / Gym

1.	No street shoes on the gym floor during recreation.
2.	No throwing, dropping, or shooting balls from the walking track.


Walking Track

The walking track will be available during regular Church office hours.


C.   Adult Education Building

The large meeting room, The Green Room, shall be used only for adult events.

GENERAL RULES:
1.	All functions in The Green Room must be scheduled in advance by being 
placed on the official church calendar in the Church office during regular
office hours.  First Baptist Church activities take priority over all other events.
2.	No alcohol or tobacco in any form will be allowed in the building.
3.	Anyone using profanity in the building will be asked to leave.
4.	All small groups using The Green Room facilities will be responsible for
setting up and cleaning up.


5.	All young people and children attending a function in The Green Room 
must remain inside the building at all times, and must be accompanied by an 
adult chaperone.
6.	All for-profit activities are prohibited.





D.   Weddings for Members

Congratulations!  We of First Baptist Church are happy that you have chosen to have your wedding in the church.  This means you are seeking God's blessings upon your marriage and home.  We pray this goal may be realized.

These policies are to state the church's position concerning the use of these facilities for a member’s wedding.  A member is defined as the bride or the groom, the mother or father of the bride or the groom, or a grandparent of the bride or the groom.

1.  The sanctuary is used only for religious services.  Therefore, any wedding performed at First Baptist should be viewed as a worship experience within the Christian community.  Care must be taken to ensure that wedding plans are in harmony with Christian precepts and the traditions of the church.  A Christian wedding is more than a civil ceremony.  It is an occasion of praise to God for His gift of love.  A Christian wedding is a time to seek God's blessings for the couple.  It is a time for a couple to acknowledge Christ's place in their lives individually and His Lordship of their marriage.  A church wedding is for those who hold this view of a ceremony. Therefore, a wedding within a Christian church is only for those acknowledging Christ's Lordship of marriage.  Secular music of a romantic nature, too lavish a display of flowers and candles, and extravagances of dress, all tend to call attention away from Christ who should be exalted in worship during the marriage of His children.

2.   The fee schedule for church members is as follows:
Sanctuary						$350
[includes wedding clean-up fee ($250) and sound technician for rehearsal & wedding ($100)]
	Chapel	Wedding Clean-up Fee			$100
	Fellowship Building - Rehearsal Dinner		$150
	Fellowship Building - Wedding Reception		$150
	Green Room - Rehearsal Dinner Clean-up Fee	$100
	Green Room - Wedding Reception Clean-up Fee	$100

The janitor is responsible for opening and closing the church and for cleaning up after the rehearsal and wedding.  The janitor must supervise the removal and replacement of furniture by members of the wedding party (pulpit, tables, chairs, piano, etc.)

3.  All arrangements pertaining to the service of marriage shall be in full consultation with the ministerial staff whether or not one of them is performing the ceremony.

4.   The florist and/or caterer will use no tape, nails, or tacks in making arrangements for the wedding either in the sanctuary or on the pews.  All candleholders must have plastic cloths underneath to catch wax drippings and non‑drip candles shall be used.   Extreme care shall be used with candles.

5.   The church organist or pianist shall be consulted about music for the wedding.  All music shall be in harmony with the nature of the worship service.  Therefore, all music should be chosen with care and concern for a Christian worship service.  Love songs and romantic ballads may be played or sung at the reception but not in the worship service.  Fees for the organist/pianist will be worked out with them individually.

6.   The party requesting use of the church is fully responsible for any damage to property during the rehearsal, wedding, or reception.  No rice shall be thrown inside the church.  No alcoholic beverages shall be allowed in the church, and there shall be no tobacco products in the church buildings.  No food or drinks will be allowed in the sanctuary at any time.

7.   The kitchen shall be left in the order in which it is found.  Because the kitchen is not well furnished, the caterer shall provide the supplies and utensils for the reception.

8.   The church will in no way be responsible for personal items such as dresses, tuxedos, wraps, purses, cameras, silver, glassware, etc. brought to the church for use in a wedding or reception, nor will the Church be liable for such items if lost, stolen, or damaged.


CONCLUSION:  These policies have been adopted with a two‑fold purpose: (1) to help the couple have a more meaningful and worshipful wedding and (2) to make use of the church facilities and to protect them for future use.

Wedding policies revised March 26, 2008

CHURCH MEMBER
(Bride or groom, the mother or father of the bride or the groom, a grandparent of the bride or the groom)

PLACING WEDDING ON CHURCH CALENDAR


Bride ____________________________	Groom __________________________

Address __________________________		Address _________________________

	____________________________			___________________________

Phone	____________________________			Phone	__________________________

Date of Wedding	______________________	Time ______________________

Date of Rehearsal	_________________________	Time _______________________

Minister (or Ministers):	________________________________________________

Musicians:	Piano	_________________________ Organ/Keyboard _______________________

Facilities we plan to use (check each one you plan to use):

TOTAL FEES ARE DUE
WHEN WEDDING IS PLACED ON CHURCH CALENDAR

____	Sanctuary						$350
[includes wedding clean-up fee ($250) and sound technician for rehearsal & wedding ($100)]
____	Chapel	Wedding Clean-up Fee				$100
____	Fellowship Building - Rehearsal Dinner			$150
____	Fellowship Building - Wedding Reception		$150
____	Green Room - Rehearsal Dinner Clean-up Fee		$100
____	Green Room - Wedding Reception Clean-up Fee		$100

TOTAL DUE First Baptist Church				$ __________
Date form returned, all fees paid, and placed on calendar			____________

We have read these policies and this application in its entirety and do hereby agree to comply with all requirements, to inform photographer and florist of such, and to pay for any and all damages, which occur during the use of the church facilities.

Groom elect _____________________________ Bride elect ______________________________

Responsible Party  ____________________________________ Date _______________________

Witness _____________________________________________ Date _______________________

FOR OFFICE USE ONLY:

Custodian assigned: _____________________ Sound Tech assigned _________________________

E.   Weddings for Non‑Members

Congratulations!  We of First Baptist Church are happy that you have chosen to have your wedding in the church.  This means you are seeking God's blessings upon your marriage and home.  We pray this goal may be realized.

These policies are to state the church's position concerning the use of these facilities for a wedding:

1.   The sanctuary is used only for religious services.  Therefore, any wedding performed at First Baptist should be viewed as a worship experience within the Christian community.  Care must be taken to ensure that wedding plans are in harmony with Christian precepts and the traditions of the church.  A Christian wedding is more than a civil ceremony.  It is an occasion of praise to God for His gift of love.  A Christian wedding is a time to seek God's blessings for the couple.  It is a time for a couple to acknowledge Christ's place in their lives individually and His Lordship of their marriage.

A church wedding is for those who hold this view of a ceremony.  Therefore, a wedding within a Christian church is only for those acknowledging Christ's Lordship of marriage.  Secular music of a romantic nature, too lavish a display of flowers and candles, and extravagances of dress, all tend to call attention away from Christ who should be exalted in worship during the marriage of His children.

No matter who may be performing the ceremony, final plans for the service must be cleared with the ministerial staff.

2.   The fee schedule for non-members is as follows:

Sanctuary							$800
[includes wedding clean-up fee and sound technician for rehearsal & wedding]
	Chapel	Wedding Clean-up Fee				$350
	Fellowship Building Rehearsal Dinner Clean-up Fee		$400 
	Fellowship Building Wedding Reception Clean-up Fee	$400 
	Green Room Rehearsal Dinner Clean-up Fee			$200 
	Green Room for Wedding Reception Clean-up Fee		$200

The janitor is responsible for opening and closing the church and for cleaning up after the rehearsal and wedding.  The janitor must supervise the removal and replacement of furniture by members of the wedding party (pulpit, tables, chairs, piano, etc.)

3.   All arrangements pertaining to the service of marriage shall be in full consultation with the ministerial staff whether or not one of them is performing the ceremony.

4.   The florist and/or caterer will use no tape, nails, or tacks in making arrangements for the wedding either in the sanctuary or on the pews.  All candleholders must have plastic cloths underneath to catch wax drippings and non‑drip candles shall be used. Extreme care shall be used with candles.

5.   The church organist or pianist shall be consulted about music for the wedding.  All music shall be in harmony with the nature of the worship service.  Therefore, all music should be chosen with care and concern for a Christian worship service.  Love songs and romantic ballads may be played or sung at the reception but not in the worship service.  Fees for the organist/pianist will be worked out with them individually.

6.   No request for use of the church by a non‑member will be confirmed prior to six months before the wedding date requested.  It may be placed on the calendar prior to that date but not confirmed.

7.   The party requesting use of the church is fully responsible for any damage to property during the rehearsal, wedding, or reception.  No rice shall be thrown inside the church.  No alcoholic beverages shall be allowed in the church, and there shall be no tobacco products in the church buildings.  No food or drinks will be allowed in the sanctuary at any time.

8.   The kitchen shall be left in the order in which it is found.  Because the kitchen is not well furnished, the caterer shall provide the supplies and utensils for the reception.

9.   The church will in no way be responsible for personal items such as dresses, tuxedos, wraps, purses, cameras, silver, glassware, etc. brought to the church for use in a wedding or reception, nor will the Church be liable for such items if lost, stolen, or damaged.


CONCLUSION:  These policies have been adopted with a two‑fold purpose: (1) to help the couple have a more meaningful and worshipful wedding and (2) to make use of the church facilities and to protect them for future use.

Wedding policies revised March 26, 2008


NON-CHURCH MEMBER

PLACING WEDDING ON CHURCH CALENDAR

Bride ____________________________	Groom __________________________

Address __________________________		Address _________________________

	____________________________			___________________________

Phone	____________________________			Phone	__________________________

Date of Wedding	_______________________	Time ______________________
Date of Rehearsal	_______________________	Time _______________________

Minister (or Ministers):	________________________________________________

Musicians:	Piano	_________________________ Organ/Keyboard _______________________

Facilities we plan to use (check each one you plan to use):

TOTAL FEES ARE DUE
WHEN WEDDING IS PLACED ON CHURCH CALENDAR

____	Sanctuary							$800
[includes wedding clean-up fee and sound technician for rehearsal & wedding]
____	Chapel	Wedding Clean-up Fee				$350
____	Fellowship Building Rehearsal Dinner Clean-up Fee		$400 
____	Fellowship Building Wedding Reception Clean-up Fee	$400 
____	Green Room Rehearsal Dinner Clean-up Fee			$200 
____	Green Room for Wedding Reception Clean-up Fee		$200 


TOTAL DUE First Baptist Church				$ __________

Date form returned, all fees paid, and placed on calendar			____________

We have read these policies and this application in its entirety and do hereby agree to comply with all requirements, to inform photographer and florist of such, and to pay for any and all damages, which occur during the use of the church facilities.

Groom elect _____________________________ Bride elect ______________________________

Responsible Party  ____________________________________ Date _______________________

Witness _____________________________________________ Date _______________________

FOR OFFICE USE ONLY:
Custodian assigned: ______________________________________ Sound Tech assigned _______________________________________________

F.   Church Vehicles

1.   Church‑owned vehicles are to be used for related activities of First Baptist Church only.  They cannot be loaned or rented to individuals, churches, schools, or civic organizations.

2.   Questions concerning interpretation of church related activities can be decided by the staff.  In case an unsatisfactory decision is made by the staff, the question shall be brought before the entire committee of deacons for a ruling.

3.   Recreational and mission outreach trips by church organizations shall be honored on a first come basis by reservation through the church office.

4.   Consideration for existing regular bus pick‑up runs for regular services shall be given priority.  Exceptions shall be cleared through the church office.

5.   All adult trips shall include charges to cover the cost of gas used.

6.   Drivers are responsible for checking oil and water levels before making any out‑of‑town trip.

7.   Every church group using a church‑owned vehicle is responsible for picking up waste from the inside of the vehicle before departing from the vehicle upon its return to the church.

8.   Reservations for church owned vehicles are to be made by contacting the church office.

9.   All van drivers must be at least 21 years of age and possess an Alabama Driver’s License.  Drivers of the Church bus must also possess a Commercial Driver’s License with the Passenger Endorsement.

G.   Church Equipment

1.   Church equipment is for the use of members to carry out the work of the church.

2.   Equipment used in the church building should be returned to its proper place.

3.   Church equipment listed below may be borrowed only for church related activities and must be checked out through the church office.  Equipment not listed here must remain in the church building at all times.


a.  Equipment that may be borrowed only for church related activities:

VCRs				TV
Small Film Projector	Tables
Screen			Chairs	
Marker Boards

b.  The removal of musical instruments from the church shall be cleared with the Minister of Music.

4.  The sound system in the worship center may be used only by persons approved by the Minister of Music.

5.   The church copier may be used for any church related material. Non‑church related use is limited to church members at a charge of 15 cents per copy (3 cents if own paper is supplied).

6.   The church telephones are business phones and personal use shall be limited.  No personal long distance calls will be allowed.

7.   Persons desiring to purchase equipment for the church shall consult the ministerial staff or proper Ministry Team as to the need for such equipment.

8.   Only persons getting approval from the ministerial staff or proper Ministry Team shall be reimbursed for equipment purchased for the church.

9.   Equipment given to the church shall become the sole property of the church and shall be used in the best interest of the church.

H.   Preschool

1.  The preschool areas shall be used for the care and teaching of preschool children.  The facilities and the equipment shall not be used for any other purpose.

2.  Children above preschool age shall not be permitted in the preschool departments unless special permission is given by the Children and Preschool Coordinator.

3.  No one shall leave a child in the preschool area for any reason other than to attend a church sponsored function.
4.  Children shall not be released to anyone other than parents unless workers are advised in advance.

5.  Parents are requested not to bring children to the preschool area if they have any symptoms of illness, i.e., fever, colds, diarrhea, rashes, green or yellow nasal drainage.

6.  All personal belongings of the child shall be labeled with the child's name.  Plastic bottles are preferred.

7.  Sunday School teachers shall be in their rooms by 9:15 a.m. every Sunday.

8.  Teachers shall be responsible for cleaning toys, equipment, and furnishings, and for keeping the rooms clean and orderly.

9.  Children shall not be left unattended in any preschool area.

10.  Parents shall notify teachers as to where they can be reached in case of an emergency, i.e., which side of the auditorium, front or back, balcony, choir.

11.  Teachers are expected to show love, understanding, and acceptance of all boys and girls they teach.

12.  Teachers shall greet the children with a genuine smile and warm words as they arrive.

13.  When possible, teachers shall sit in a child‑sized chair or on the floor.

14.  Teachers shall be responsible for putting away books, puzzles, blocks, and any other leftover supplies at the end of the session.

15.  All teachers are expected to study the provided materials for their particular age group and to plan age‑appropriate Bible learning activities.

16.  Juice and cookies/crackers shall be served to the two's and three's during the extended session.  Parents shall notify teachers of any food allergies.

17.  All workers, both volunteers and those employed, are expected to take advantage of training opportunities sponsored by the church and the association.

18.  At least two workers are required in the preschool rooms at all times to insure safety and to provide good teaching opportunities for the children.

19.  If a child becomes sick or receives an injury, the parents shall be notified immediately.

20.  Disciplinary problems shall be discussed with the parents.

21.  All children still in diapers shall be changed at least once during each service, if necessary.

III.  MINISTRY TEAMS

All ministry team members shall be nominated by The Ministry Team on Ministry Teams and elected by the church unless otherwise specified herein.
The Ministry Team on Ministry Teams shall recommend the chairman of each ministry team and indicate those appointments in its report to the church.
All ministry teams shall consist of six members (unless stated otherwise) with two persons rotating each year.  A person shall be eligible to serve again without a waiting period.
Every Ministry Team will have a deacon advisor to serve as an non‑voting ex officio member, unless he is an elected member.  The deacon ministry will appoint the deacons who will serve with each Ministry Team.  The purpose of the advisor is to keep the deacon ministry aware of the workings of the church and to keep the lines of communication open to all church members.
All Ministry Team members shall be members of First Baptist Church, Russellville, Alabama.


A.	Audio-Visual

The purpose of the Audio Visual Team is to oversee the operation and maintenance of all church sound, light, and projection equipment.  The Team is responsible for having someone to operate the church sound system, lighting system, and projection system (if needed) at each regular and special church service. They are responsible for having someone to operate the sound and light equipment for weddings and funerals held in the church auditorium, and at special church programs or activities as needed.  They are responsible for the upkeep, maintenance and replacement/updating of all equipment associated.  They should seek to recruit and train new workers to operate the system(s) as needed.


B.	Baptismal

	The Baptismal Ministry Team is responsible for making sure the baptistery is ready for the Baptismal Service along with supplies needed by the baptismal candidates.  Someone from this ministry team will wash the robes and return them to the church following baptism.


C.	Bereavement

	Upon the death of a church member, member’s husband, wife, child, mother or father, a meal from the church shall be provided for the family.  The family members may choose to have the meal served at the church or have it taken to their home.  If they choose to have the meal delivered to their home, they will be asked if The Bereavement Ministry Team should provide servers for the meal.
	Volunteers who provide food for the meals are divided into four groups.  Groups rotate providing the food (except for the meat, which is paid for by the church).  Each group has a chairperson and a co-chairperson who are responsible for planning and serving the meals.  This includes purchasing and picking up the meat.  If family members prefer to have the meal taken to their home, the group is responsible for delivering the food and serving it if the family so desires.  The church Bereavement Ministry Team will assist as needed.


D.	Board of Trustees

The trustees shall be members of this church and shall be responsible for all legal documents necessary for the proper functioning of the church.  There shall be six members with two members rotating off each year.


E.	Budget and Finance

The Budget and Finance Ministry Team shall prepare a proposed annual church budget for adoption by the church before the new fiscal year.  This Ministry Team shall monitor all expenditures made by the church and keep the church aware of any financial needs.
This Ministry Team shall see that a monthly report is made to the church concerning the financial condition of the church.
Any fund raising ideas, special projects, stewardship campaigns, etc., shall be presented to this Ministry Team for its approval.
The church treasurer shall be an additional member of this Ministry Team and shall be available to give direction at the Ministry Team's meetings.  The treasurer shall also be available to help the staff in planning and coordinating any stewardship emphasis.


Any expenditure that exceeds the amount budgeted for any line item shall be presented to this Ministry Team for its recommendation and/or approval.  This Ministry Team must approve any expenditure over $500 that is not included in the annual Budget approved by the church. (Updated: Church Business Meeting, June 30, 2004)


F.	Children and Preschool

The Children and Preschool Ministry Team shall work with the Children / Preschool Coordinator in securing workers, supplies, and equipment for the preschool department.  A member of this Ministry Team shall be present in the nursery at each service to be of assistance, if needed.
This Ministry Team shall prepare and/or upgrade the Children / Preschool policies each year.


G.	Counting

The Counting Ministry Team shall count all monies received through every type offering and prepare for deposit all funds received.  This Ministry Team shall retain and deliver to the church secretary all offering envelopes received for proper record keeping for the membership.


H.	Flowers

	The Flower Ministry Team shall be responsible for providing and maintaining flowers for the Sanctuary.  This Ministry Team shall work with the ministerial staff to provide needed flowers for special events and holidays.


I.	Homecoming

	The Homecoming Ministry Team shall be responsible for organizing and overseeing homecoming activities.  They shall assign and contact teams to oversee food and beverages, tables and chairs, table covers and appointments, decorations and clean up.  New teams may be added or deleted as necessary.


J.	Kitchen

The Kitchen Ministry Team shall assist with the preparation of the Wednesday night meal and clean up afterwards.  The Team shall help with other church meals as needed.
This Team shall not be responsible for the preparation of food for weddings, Sunday School fellowships, etc.


K.	Lord’s Supper

	The Lord's Supper Ministry Team shall be responsible for preparing the elements for the Lord's Supper whenever directed by the pastor.  They shall keep an inventory of supplies and order/purchase as needed.  The tablecloth and serving utensils shall be cleaned, maintained and properly stored after each use.


L.	Media - Library

The Media - Library Ministry Team shall establish regulations and rules regarding the use of the Church Media – Library Center.  They shall recommend budget expenditures to the Budget and Finance Ministry Team and shall keep records of all transactions.  They shall keep the church informed about the materials available for use in the Media – Library Center.
This Ministry Team shall promote the Media – Library in worship services and through departments, Ministry Teams, and ministries of the church.


M.	Ministry Team on Ministry Teams

The Ministry Team on Ministry Teams shall be nominated by the pastoral staff and elected by the church.
It shall be the duty of this Ministry Team to recommend all other Ministry Teams and/or Ministry Team members.  Vacancies that occur during the year shall be filled by recommendation to the church by this Ministry Team.




N.	Missions

Our Purpose
	To encourage and support members of First Baptist Church in carrying out mission service.

Encouragement
	Encouragement can be in any form that will enable the church body to be fully informed about the opportunities available and create a PRAYER base for our mission projects. Encouragement for the following ministries is an ongoing effort:
		Co-operative Program
		Lottie Moon Christmas Offering
		Annie Armstrong Easter Offering
		Youth Mission to New York
		Associational Mission Projects
		"Boot" Ministry
		Recognize members participating in mission service

Support
	Support may take the form of payment of a portion of the cost for the mission project or monthly support for those members, or former members in full time mission service. The amount of support will be determined by the Missions Ministry Team. 
	Monthly support for members in full time service should not exceed $150 per month. Monthly support will be reviewed after a period of 5 years.
	Applications and deadlines for support in mission service and projects will be set by the Missions Team.

NOTE: Monthly support amount was increased from $100 to $150 in Business Meeting, December 23 (19), 2007.

O.	Music

The Music Ministry Team shall work closely with the Minister of Music in all areas of the church music program.  This Ministry Team shall make recommendations as to the scope, nature, and direction of the music ministry of the church.  They shall help the Music Director in organizing and maintaining all music or musical equipment. They shall help in preparing an inventory of all music related resources.


P.	Nominating

The Nominating Ministry Team shall be responsible for enlisting people to serve in teaching, and some leadership positions of the church.  The primary responsibility is to work with the Minister of Education to staff the Sunday School Program.


Q.	Personnel and Policy

The Personnel and Policy Ministry Team shall be responsible for interpreting this policy manual.  They shall entertain requests for changes and present them to the church at the appropriate times.
This Ministry Team shall deal with personnel problems as provided by the Discipline and Dismissal Policy in this manual (Section V, C.), and shall determine staff requirements, duties, salaries, and benefits. Any financial recommendation that exceeds the amount budgeted for that item shall be presented to the Budget and Finance Ministry Team for approval.
This Ministry Team shall prepare or upgrade written job descriptions for all paid staff (not to include pastor).
All paid employees (not to include pastor) shall be hired and/or fired by this Ministry Team as provided by the Discipline and Dismissal Policy in this manual (Section V, C.).
All ministerial staff (not to include the pastor) shall be screened and interviewed by this Ministry Team.  This Ministry Team shall function as a search Ministry Team when a vacancy occurs.  If the Ministry Team should change during a search for a new staff member, the two rotating off shall continue their work with this Ministry Team until a staff person is employed.
The current deacon ministry director shall serve on this Ministry Team.
This Ministry Team shall meet periodically with employees and ministerial staff to evaluate their progress.
All paid staff members (not to include pastor) are accountable to the Personnel and Policy Ministry Team.  The ultimate accountability of the pastor will be to the church, through the deacon body.


R.	Property and Grounds

The Property and Grounds Ministry Team shall have the responsibility of seeing that the church property is attractive and functional.
This Ministry Team shall make recommendations to the custodial staff regarding building maintenance and upkeep.  They shall make recommendations to the church regarding purchase of new equipment or upgrading existing equipment.
This Ministry Team shall check and make sure the buildings are safe for everyone.
This Ministry Team shall be responsible for keeping an inventory updated for security and insurance purposes.  They shall review the insurance needs of the facilities each year and report any changes that occur.
This Ministry Team shall be responsible for keeping the church aware of other property that may be purchased for parking, new buildings, etc., and shall recommend changes to existing property when the need arises.
This Ministry Team shall oversee the maintenance of the church vehicles and take care of necessary repairs, tags, tune ups, etc.

S.	Usher

The Usher Ministry Team shall be responsible for supplying ushers for church worship services and special events as requested by the ministerial staff.

T.	Hospitality

The Hospitality Ministry Team shall be responsible for the following types of events:  Receptions for church staff members, Associational meetings, and Special church sponsored events such as Thanksgiving. This ministry team shall not be responsible for events conducted by a staff member, Wednesday night suppers, non-church events such as weddings and individual group events such as Sunday school fellowships, or Homecoming. Meals for the family of a deceased church member are provided by the Bereavement Ministry Team and therefore are not a responsibility of the Hospitality Ministry Team. 
The Hospitality Ministry Team shall serve as official church host or hostess during church-sponsored events. Their responsibilities include: preparation or arranging for food and beverages required for the specific event, arranging tables and chairs and replacing to original location after the event, placing and removing decorations, arranging for custodian or volunteers to clean up after the event.
( Added to Policy Manual December 17, 2008)  

U.	Benevolence

The Benevolence Ministry Team shall have the responsibility of purchasing food for the needy and packaging it for distribution.  The church office staff shall then be responsible for distributing it to the needy according to established church guidelines.  	( Added to Policy Manual December 17, 2008)


Special Ministry Teams

Special Ministry Teams shall be elected and dissolved by the church as needed.  After the church approves the duties of said Ministry Team, the Ministry Team on Ministry Teams shall then nominate members to serve on that Ministry Team.


Pulpit Supply

The Pulpit Supply Ministry Team shall have the responsibility of providing speakers for regular church services on those occasions when the pulpit is vacant.
This Ministry Team shall consist of the Chairman of Deacons, Chairman of the Board of Trustees, Chairman of Budget-Finance Ministry Team, Chairman of Ministry Team on Ministry Teams, Chairman of Personnel Ministry Team, and Chairman of the Nominating Ministry Team.  The Chairman of this Ministry Team shall be chosen by the members of the Ministry Team.  If for any reason a member of this Ministry Team feels that the interests of the church would be better served with another person, he may recommend another member of this own Ministry Team to take his place, subject to the approval of the other members of the Pulpit Supply Ministry Team.


Pulpit Search Ministry Team

The Pulpit Ministry Team shall be nominated by the Ministry Team on Ministry Teams and shall be presented to the church on a Sunday morning for election.  This Ministry Team shall bring to the consideration of the church only one man at a time.  After reaching complete agreement on selection, the Ministry Team shall bring the recommendation to the members of the deacon ministry and then to the church.



IV.  ELECTED CHURCH OFFICERS

It is expected of elected church officers that they be faithful in Bible study and worship attendance on Sundays and Wednesdays in order to be well‑informed about the direction of the church.


A.   Moderator
The pastor shall be the moderator.  A member of the ministerial staff or the deacon ministry director shall serve as moderator in the absence of the pastor.  In their absence, the clerk shall call the church to order and a moderator pro tem shall be elected.


B.   Church Clerk
It shall be the duty of the church clerk to record the minutes of all business meetings of the church and other clerical duties as assigned.


C.   Treasurer‑Assistant Treasurer
The treasurer and/or the assistant, with the church office staff, shall be responsible for disbursing all checks and monies of any nature.  The treasurer shall work with the Budget and Finance Ministry Team in the planning of any and all stewardship or fund‑raising campaigns.
The church treasurer shall be an additional [voting] member of the Budget and Finance Ministry Team and shall be available to give direction at the Ministry Team's meetings. The treasurer shall also be available to help the staff in planning and coordinating any stewardship emphasis.


D.   Trustees
The trustees shall be members of this church and shall be responsible for all legal documents necessary for the proper functioning of the church.  There shall be six members with two members rotating off each year.





E.   Pastor's Advisory Council
From time to time, the pastor may require the insight and wisdom from spiritual members of the church.  The pastor shall nominate advisors to serve with him on an annual basis.  These members shall be elected by the church.


F.   Deacons

DEACON NOMINATING PROCEDURES

1.	BIBLICAL QUALIFICATIONS   Nominees should fulfill the qualifications for Deacons as set forth in Acts 6 and 1 Timothy 3.

2.	CHURCH QUALIFICATIONS   Nominees must be men, twenty-one years of age or older, who have been members of First Baptist Church for at least one year on the date of election.  It is understood that a nominee for election as Deacon should be regular in his attendance and support of First Baptist Church and its ministries.

3.	NOMINATIONS   Any First Baptist Church member may make nominations to the Deacon Nomination Ministry Team during the month of JUNE.  Each church member may nominate as many as eight [8] men to serve as deacons.  Those Deacons rotating off the active body will not be eligible for re-nomination for a period of one year.

4.	SCREENING   Members of the Deacon Nomination Ministry Team will interview each nominee to ascertain his willingness and qualification to serve.  If the nominee has not been previously ordained, the Ministry Team will meet with him and his wife.

5.	ELECTION   The list of qualified candidates will be published in the Messenger and presented to the church for their vote on the first Sunday in August.  Those who will be absent on the Sunday of the election may vote in the church office during the week prior to the election.

Note:  The following is an excerpt from the voting form:


*The Deacon should fulfill the highest standards expected of every other Christian, such as:  active and faithful support of his church through regular attendance at all services; support of the Lord's work through tithes and offerings; concern for the lost; fervent in prayer and in the study of God's Word.
*In addition, those who would serve Christ through the church in the office of Deacon should meet the qualifications specifically set forth in the Scripture for Deacons.


SCRIPTURAL QUALIFICATIONS OF A DEACON
1. A man of honest (good) report. Acts 6:3
A good reputation among those in the church as well as those outside the church.
2. Full of the Holy Spirit. Acts 6:3
Bigness of character, in spiritual outlook and personal dedication.
3. Full of wisdom.  Acts 6:3
Wisdom born in a relationship with the Holy Spirit.
4. Full of faith.  Acts 6:5
Like Stephen's!  A Deacon's ability to minister depends on faith.
5. Reverent. 1 Timothy 3:8
One who has great respect for spiritual matters
and will do everything he can to create and preserve harmony in the church.
6. Not double-tongued. 1 Timothy 3:8
Dependable and responsible, in control of his tongue.
7. Not given to much wine. 1 Timothy 3:8
Temperate in living, stewards of good influence, doing all to the glory of God.
8. Not greedy for money. 1 Timothy 3:8
A right attitude toward material possessions,
not eager to exploit others for his own gain or profit.
9. A holder of the faith.  1 Timothy 3:9
A man who strengthens the church fellowship
and one who possesses spiritual integrity beyond reproach.
10. Tested and proved.  1 Timothy 3:10
A man who demonstrates his spiritual qualifications
before being elected to serve as a deacon, tested and found true.
11. Blameless.  1 Timothy 3:10
A man against whom no charge of wrongdoing can be brought with success
12. Godly wife.  1 Timothy 3:11
The Deacon's wife must be reverent (same as #5), uses sound judgement
in decision making, controls her speech and is fully trustworthy.
13. Husband of one wife.  1 Timothy 3:12
Model of faithful devotion to one spouse,
committed to the sanctity of the marriage bond, not divorced.
14. Ruling their children and own houses well.  1 Timothy 3:12
Manages his own home well, loved and respected by his wife
and children, firm but with the compassion and tenderness of Christ.
15. Bold in the faith.  1 Timothy 3:13
Strong and effective because he uses his office as deacon
in the right way, for the right purpose.

G.   Executive Board Member
The church shall elect two members to serve on the Franklin County Baptist Association Executive Board.  These persons shall be responsible for attending the monthly board meeting and for giving a report to the church during the regular business meeting of the church.


H.   Church Media - Librarian

The Chairman of the Media - Library Ministry Team shall serve as the church librarian and shall see that all books and periodicals are properly catalogued and maintained. The librarian shall see to it that the library has materials that lift up Jesus and that all materials are properly reviewed by the Media - Library Ministry Team.  Materials that are found to be the least bit questionable shall be promptly removed from the library.  The librarian shall also coordinate times when the library is open.


V.  PERSONNEL

A.   General Personnel Policies
1.   Work Schedule
a.   The Church office hours are from 8:30 a.m. to 4:00 p.m. Monday through Thursday,  8:30 a.m. to noon.  Full‑time secretarial staff shall work these hours.
b.   Since Sunday is considered a work day, the ministerial staff shall have one day off between Monday and Friday.  Ministerial days off shall be scheduled with the Pastor.
c.   The ministerial staff is expected to be in the office during regular Church office hours, unless prohibited by other work.
2.   Holidays
a.   First Baptist Church recognizes the following holidays during which the Church office will be closed:
New Year's Day			Good Friday
Memorial Day			Fourth of July
Labor Day				Thanksgiving and the day after
Christmas and the day before and after
b.   When a holiday falls on Saturday or Sunday, the staff may decide whether to take the day off on Friday or Monday.
c.   Other special occasions may be declared a special holiday by consent of the Personnel and Policy Ministry Team.
3.   Vacation
a.   Vacation for Ministerial Staff will be based on their length of continuous full time service in the ministry.  Vacation time for new, ministerial staff shall be pro-rated for the remainder of the calendar year based on hiring date.   Part-time ministerial staff will be based on the same schedule as support staff.
		1 Year			1 week	[  5 work days]
		2 – 8 Years			2 weeks	[10 work days]
		9 – 15 Years			3 weeks	[15 work days]
		16 Years			22 days	[16 work days]
		17 Years			23 days	[17 work days]
18 Years			24 days	[18 work days]
		19 Years			25 days	[19 work days]
		20+ Years			4 weeks	[20 work days]
b.  Vacation for Support Staff:  Vacation for new support staff shall be pro-rated for the remainder of the calendar year, based on hiring date.  Employees averaging less than twenty hours per week will be allowed one week off, with pay, the first calendar year, and two weeks thereafter.  Employees averaging twenty hours or more per week will be allowed hours off based on hours worked per week.
	1 Year		hours equivalent to 1 week’s work
	2 – 8 Years		hours equivalent to 2 week’s work
	9 – 15 Years		hours equivalent to 3 week’s work
	16 Years		hours equivalent to 3 week’s work, plus 1/5  1 week’s work
	17 Years		hours equivalent to 3 week’s work, plus 2/5  1 week’s work
	18 Years		hours equivalent to 3 week’s work, plus 3/5  1 week’s work
	19 Years		hours equivalent to 3 week’s work, plus 4/5  1 week’s work
	20+ Years		hours equivalent to 4 week’s work

c.   Vacation time cannot be accumulated from one year to the next.
d.   Vacation schedules shall be coordinated with the pastor.
e.   Should a vacation be interrupted by church related business, the church shall reimburse that employee any expenses incurred in termination of that vacation and shall allow other vacation time to be scheduled.
f.  A VACATION CALENDAR shall be kept and maintained in the church office.
4.   Other Leave
a.   A ministerial staff member may be away up to two weeks during the year for revivals.
b.   A ministerial staff member may not be gone more than two consecutive Sundays without permission from the Personnel and Policy Ministry Team.

5.   Conventions and Conferences
a.   The pastor may attend the annual Southern Baptist Convention with expenses paid.
b.   The pastor may attend the annual Alabama Baptist Convention with expenses paid.  Full‑time ministerial staff shall also be entitled to attend the annual Alabama Baptist Convention with approval from the Personnel and Policy Ministry Team.  Expenses shall be paid through the church budget.
c.   Full‑time ministerial staff shall be entitled to attend conferences and seminars to improve ministerial skills with approval from the Personnel and Policy Ministry Team.  Expenses shall be paid through the church budget.

6.   Termination
a.   Employees are expected to give at least a two‑weeks notice of their intention to resign.  Any benefits shall be determined by the Personnel and Policy Ministry Team.
b.   If an employee's services are terminated by the church for any reason, the Personnel and Policy Ministry Team shall determine any severance package.
c.   If an employee has been found to be engaged in immoral or unbiblical conduct, the pastor and/or Personnel and Policy Ministry Team shall take whatever steps necessary to resolve the matter without disclosing damaging information to the congregation.  This will protect any innocent parties.

B.   Job Descriptions

The Biblical tradition for church leaders was based on a person's Spiritual gifts.  For this church to be effective in its mission, it must operate on the same Biblical foundation.  Therefore, all paid employees shall be an example of a person using their gifts in service to the Lord.

C.   Discipline and Dismissal

Discipline or dismissal of an employee shall follow the steps outlined below based on Matthew 18:15‑17.
Step 1.  The person with the complaint shall go directly to the employee and share his or her complaint and try to resolve it without involving anyone else.  All complaints shall be made with Bible in hand with scripture reference to support complaint or the policy manual in hand to point out church directives.  A complaint without the policy manual or scripture basis is not a valid complaint.
Step 2.  If no change is noted within four weeks, the person lodging the complaint shall meet with the Personnel and Policy Ministry Team, the chairman of deacons, and said staff member to discuss the problem with the employee.
Step 3.  If no change is noted with four more weeks, the matter shall be brought to the entire deacon ministry for discussion.  If it cannot be resolved at that time, the Personnel and Policy Ministry Team and deacon ministry shall recommend necessary action to the church to resolve the problem.
Step 4.  The church shall be informed of the problem, and a vote shall be taken by the church body regarding the matter. If the church wishes to discuss the issue before it votes, it shall not be done during a morning or evening worship service but shall be scheduled during the week.  The vote shall be taken at a called business meeting of the church.


D.   Pastor/Teacher

Responsibilities:
1.   The pastor is to equip the saints for the work of the ministry (Ephesians 4:11‑16).
2.   The pastor is to study the Word so that he can feed the people (2 Timothy 2:15,
1 Timothy 4:13‑16).
3.   The pastor is to be the overseer and protector of the people (Psalm 23).
4.   The pastor is to meet the requirements set forth in 1 Timothy 3:1‑7.
5.   The pastor is to lead the church to fulfill its goals (Titus 1:5‑9).
6.   The pastor is to lead the staff and lead in securing new staff (Titus 1:5).
7.   A seventy‑five percent affirmative vote shall be necessary to extend the call to the Pastor.

E.   Minister of Education and Youth

Responsibilities:
1.	Plan, coordinate, and oversee the Sunday morning Bible study and all the discipleship classes.
2.	Work with the Nominating Ministry Team to enlist teachers and workers for the above.
3.	Provide annual reports on Sunday School and Discipleship Training.
4.	Plan the annual Vacation Bible School with the Children and Preschool Coordinator and the Preschool and Children’s Committee.
5.	Work with the director of the Women’s Ministry to plan Bible studies and events.
6.	Work with the Mission Team to plan and coordinate church mission trips.
7.	Oversee the secretarial staff [Ministry Assistants] and the Building Superintendent.
8.	Oversee the heating and cooling of all the buildings.
9.	Write a weekly column for the church newsletter.  Assist in planning covers for church newsletter.
10.	Prepare sermons and preach when pastor is out of town.
11.	Oversee purchases of church furnishings and equipment.
12.	Plan and prepare annual budgets for Sunday School, Discipleship Training, Outreach, Student Ministry, and Mission Trip.  Assist secretarial staff in planning and preparing annual budgets for Offering Envelopes, Bulletins, Alabama Baptist, Postage, Office Supplies, Computer Support, and Child Care Workers.
13.	Coordinate church advertising and promotion.
14.	Assist in counseling church members.
15.	Plan and coordinate the Back-to-School Luncheon for the Russellville City School system.
16.	Plan and coordinate the following annual student ministry events:  Ice Skating Trip, Student Life Weekend, True Love Waits, Junior/Senior Trip, Graduate Day, Baccalaureate Service, Student Life Week, Student Life Staff Week, Mission Trip, Summer SOS, See You at the Pole, Operation Christmas Child, Carol Sing for Homebound Adults, Christmas Angel Tree Project, Souper Bowl of Caring, and New Year’s Eve Fellowship.
17.	Serve as resource person for parents of students.
18.	Plan and coordinate the Wednesday Night Live program each week.
19.	Be visible in the community by attending, on a periodic basis, school functions, sporting events, lunch at schools, etc.
20.	Work with Student Ministry Sunday School teachers to visit prospects and minister to the needs of students and their parents.
21.	Keep up to date on student issues by subscribing to student ministry publications and attending conferences for youth pastors.

F.   Minister of Music

Responsibilities:
1.   Assist the pastor in planning the worship services of the church.
2.   Lead congregational singing in the regular worship services and other Church activities when called upon.
3.   Provide special music through choirs, soloists, and ensembles for any function of the church life.
4.   Plan music services, such as seasonal cantatas, annual choir festivals, musical dramas, etc., which may be used for Sunday services or for Wednesday nights.
5.   Plan, organize, and supervise the graded choir programs to serve all age groups and church functions.
6.   Seek to enlist the music talent of the church to serve as choir members, instrumentalists, and conducting leaders in various organizations.  Enlist choir sponsors to assist in the graded choir program.
7.   Supervise the care of music equipment of the church, such as choir rooms, robes, instruments, hymnals, and music library.
8.   Order church music supplies and equipment as provided in the budget.
9.   Keep informed on current methods, materials, promotions, and administration and utilizing them where appropriate.
10.  Supervise the responsibilities of other musicians who are involved in the music ministry.
11.  Serve as a consultant for weddings, funerals, and other church related activities. Arrange and/or provide music with appropriate individuals or groups upon request.
12.  Plan, coordinate, and evaluate family ministry activities in the church music program.
13.  Coordinate the performance schedules of music groups and individuals in the function of the church.
14.  Recommend to the Music Ministry Team the needed work and/or                              equipment to carry on an effective music ministry.
15.  Assist the Music Ministry Team in preparing and administrating the music program budget.
16.  Cooperate with other church leaders, as well as the associational and state convention leaders concerning music programs.
17.  Share in the visitation responsibilities:
a.  Prospects with special music interests
b.  Sick and absentee members of the choir
c.  Evangelistic prospects
d.  Take part in church‑wide visitation
G.   Minister of Senior Adults

Principle Function:  To plan, coordinate, and implement a program of activities designed to promote spiritual growth and fellowship among the Senior Adults of the church.

Responsibilities:
1. To plan, coordinate, and implement the Senior Adult Ministry of the church.
2. To plan monthly activities, such as luncheons, meetings, etc., for Senior Adults.
3. To coordinate the annual Senior Adult Day program (1st Sunday in May), including assisting in the design of the morning Worship Service and in the planning of the luncheon.
4. To plan and implement any special trips or retreats for Senior Adults, such as Shocco Springs.
5. To work in coordination with other programs and activities of the church (such as Sunday School, men’s and women’s groups, etc.) which involve Senior Adults.
6. To have a regular schedule of visitation and ministry to the special needs of Senior Adults, including those homebound, in nursing homes, and assisted living facilities.


H.   Children / Preschool Coordinator
Staff Relationship:  Responsible to Minister of Education and Youth
Principal Functions:  Work with Children / Preschool Ministry Team to coordinate staffing of nursery, extended session, and Children’s church.  Plan major events for children.

Responsibilities:
	1.  Work with Children / Preschool Ministry Team to coordinate staffing of nursery, extended session, and Children’s church.
	2.  Coordinate workers for Sunday evening Bible study for children and preschoolers.
	3.  Oversee purchases of new equipment for children and preschool areas.
	4.  Keep nursery area supplied with diapers, juice, cups, etc., and make sure bed sheets are changed each week.
	5.  Plan and coordinate the following annual events:  Valentine’s for preschoolers and children, Easter egg hunt, Parent-Baby Dedication, Kid’s Camp, Fall Festival, Thanksgiving Praise Breakfast, Happy Birthday Jesus Party.
	6.  Work with the Minister of Education and The Children / Preschool Ministry Team to plan and implement Vacation Bible School each summer.
	7.  The Children / Preschool Coordinator may plan other events and trips throughout the year as needed.


I.  Ministry Assistants 

Staff Relationship:  Responsible to the Minister of Education and Youth

Each Ministry Assistant has specific responsibilities listed, but each Ministry Assistant should be able to perform all duties of the other Ministry Assistants in their absence.

Duties Shared By All FBC Ministry Assistants:

1. Perform secretarial duties as needed for the Pastor, Minister of Music & Senior Adults, Minister of Education & Students, and the Children’s Ministry Coordinator.
2. Assist Receptionist in answering incoming telephone calls; take messages.
3. Order supplies as needed. 
4. Route incoming daily mail.
5. File correspondence and other assigned materials.
6. Prepare correspondence as needed.
7. Assist with telephone calling.
8. Keep pastor (and other staff) informed of deaths, births, illnesses, or other events where he may be needed.
9. Assist church Ministry Teams as requested.
10. Assist deacons as needed.
11. Assist with church promotion activities as instructed.
12. Type miscellaneous reports, minutes, etc.
13. Assist in completing requests for benevolence assistance, distribute pre-packaged grocery bags, and refer other requests to a staff minister, if necessary.
14. Print and correlate Sunday School lessons.
15. Assist in keeping calendar of church activities/reservations updated.
16. Perform other related responsibilities as assigned.


Ministry Assistant ~ Financial

Principal Function:  This Ministry Assistant is responsible for maintaining the church financial records.
Responsibilities:

1. Post receipts and disbursements of all accounts according to financial system.
2. Takes deposits to bank during the week, as needed.
3. Reconcile bank account with bank statements monthly and prepare monthly financial report.
4. Prepare financial reports for Budget and Finance Ministry Team and for church business meetings.
5. Make quarterly tax reports and all necessary government reports related to church business.  Make monthly tax deposit (by the 15th of each month).
6. Check and total all invoices, reports, correspondence, etc., on all financial matters.
7. Maintain files on invoices, reports, correspondence, etc., on all financial matters.
8. Receive inquiries concerning financial matters and give information to Ministry Teams and/or persons designated to receive same
9. Assist Church Treasurer in keeping record of all valuable church records, deeds, insurance policies, bonds, etc., in church safe deposit box or other location designated by church.
10. Order checks, church literature, forms, and records as needed.
11. Prepare and issue checks in accordance with church policy.
12. Keep payroll records.
13. Prepare and mail quarterly and annual contribution statements to members.
14. Keep record of family night supper reservations.  Collect and deposit funds according to church policy.
15. Assist in keeping records of monies paid to church for youth and/or adult groups for retreats, camps, etc., and deposit and disburse funds according to church policy 
16. Type and distribute Wednesday Prayer List.
17. September: Prepare budget request letters and blank budget forms for Budget & Finance Committee.
18.  Prepare Home Touch (senior adult ministry) letters for shut-ins.

Ministry Assistant ~ Education and Publications

Principal Function:  This Ministry Assistant is responsible for performing secretarial duties related to church publications and publicity.

Responsibilities:
1. Prepare and mail Messenger – weekly church newsletter. (Printed on Tuesdays; mailed by Receptionist on Wednesday mornings. Exception: July 4th week and Christmas week.)
2. Prepare Sunday bulletin.  (Printed on Thursday or Friday of each week.)
3. Order supplies for Sunday bulletins and special service bulletins
4. Maintain church calendar.
5. Coordinate Church paperwork for weddings.
6. Maintain rolls of church membership. Request and forward church letters, informing Church Clerk so that the congregation will be given this information during quarterly business meeting.
7. Compile and type list of members lettered out for quarterly business meeting.
8. E-mail offering envelope report to Envelope Service for their monthly mailing of offering envelopes.
9. Maintain PhoneTree® for telephone messages called to church members.
10. Quarterly:  Mail CHURCH LEADERSHIP PROFILE (CLP) LISTING changes to Franklin County Baptist Association Office (original), and to the Computer Services Department of the Alabama Baptist State Board of Missions (copy).
11. Yearly – late May:  Prepare nomination forms for Deacon Election held in June.
12. Yearly – July:  Prepare ballots for Deacon Election on first Sunday of August.
13. Yearly – late August:  Type Ministry Teams list to be presented to church for vote in late August Business Meeting.
14. Yearly – late August:  Type Sunday School Teachers/Sunday Morning Bible Study Leaders list to be presented to church for vote in late August Business Meeting.
15. Yearly – late August:  Type Missions, Music, and Deacon list to be presented to church for informational purposes in late August Business Meeting.




Ministry Assistant ~ Secretary/Receptionist

Principal Function:  This Ministry Assistant is responsible for performing secretarial duties related to the church.

Responsibilities:
1. Answer and route incoming telephone calls; take messages.
2. Act as receptionist, make appointments for staff members, and receive visitors.
3. Prepare Sunday School roll sheets for each Sunday’s roll to be taken.
4. Post Sunday School enrollment by Tuesday morning.
5. Maintain NEWSLETTER mailing list/labels.  On Wednesday morning of each week, affix labels to weekly newsletters prepared by Publications Secretary; prepare post office documentation for mailing of newsletters.
6. Prepare and mail reminders to nursery workers, deacons, Brotherhood, etc.
7. Type and mail memorial and honorarium letters/cards.
8. Mail Sunday bulletins and Home Touch letters to shut-ins on Fridays
9. Maintain rolls of all church‑related organizations.
10. Quarterly:  Type Deacon/Shut In list along with letter to deacons.
11. Type labels for cassette tapes of church services.
12.  Make copies of cassette tapes of church services as requested by members.
13.  Complete requests for benevolence assistance, distribute pre-packaged grocery bags, and refer other requests to a staff minister, if necessary.
14.  Print Sunday School literature as directed by Minister of Education.

J.   Church Accompanist

Staff Relationship:  Responsible to the Minister of Music
Principal Function:  The Church Accompanist is responsible to the Minister of Music for serving as accompanist of the church and assisting in the music ministry.

Responsibilities:
1.   Play for all services of the church, both regular and special.
2.   Serve as accompanist for choirs, ensembles, and soloists in regular and special rehearsals and performances as assigned.
3.   Play for weddings, funerals, special occasions, and other events upon invitation or assignment and approval from the Minister of Music.
4.   Serve as accompanist for the Minister of Music, soloists, and special groups for appearances outside the church upon invitation or assignment and approval from the Minister of Music.
5.   Maintain a regular schedule of practice and study.
6.   Perform other responsibilities as assigned.

K.   Music Assistant/Accompanist

Staff Relationship:  Responsible to the Minister of Music
Principle Function:  The Music Assistant/Accompanist is responsible to the minister of Music for serving as accompanist for all church services, rehearsals, and occasions requiring the services of an accompanist and to assist the Minister of Music in planning and leading Worship services, choir rehearsals, and other musical activities of the church as needed.

Responsibilities:
1. Play for all services of the church, both regular and special.
2. Serve as accompanist for choirs, ensembles, and soloists as needed.
3. Play for weddings, funerals, special occasions, and other events upon invitation or assignment, and approval from the minister of Music.
4. Serve as accompanist for the Minister of Music, choir, soloists, and special group for appearances outside the church as needed.
5. Assist in planning worship services, choir rehearsals, and special music events.
6. Assist the Minister of Music in the planning and implementation of the music program of the church.
7. Assist the Minister of Music in selecting new music for the choir(s) and church music program.
8. Maintain a regular schedule of practice and study.
9. Perform other duties as assigned.
L.   Building Superintendent

Staff Relationship:  The Building Superintendent is responsible to the Minister of Education.
Principal Function:  The Building Superintendent is responsible for maintaining clean buildings and grounds and making minor equipment repairs.

Responsibilities:
1.	Clean floors, sweep, mop, vacuum carpets, dust mop, and polish as often as necessary to ensure proper cleanliness.
2.	Clean doors and windows as needed.
3.	Maintain clean restrooms and replenish supplies as needed.
4.	Request cleaning and maintenance supplies and equipment as needed.
5.	Operate heating and cooling equipment.
6.	Move furniture, set up tables and chairs for suppers, banquets, and other similar occasions, and set up assembly classroom areas for regular activities.
7.	Prepare facilities for special use as requested by supervisor and check daily with supervisor for special assignments.
8.	Make minor electrical, plumbing, and equipment repairs as directed.
9.	Assist when facilities and arrangements are needed for weddings or other private events sanctioned by the church.  An honorarium shall be paid to the Building Superintendent by the group using the church for these events.


M.   Assistant to the Support Staff

Staff Relationship:  The Support Staff Assistant is responsible to the Minister of Education.
Principal Function:  The Support Staff Assistant is responsible for fulfilling duties as requested by the Ministerial Staff and Ministry Assistants / Secretaries.

Responsibilities:
1.	Help with mail, and run errands for office.
2.	Replenish offering envelopes and visitor’s cards, etc. in Sanctuary weekly.
3.	Pick up litter on church grounds.
4.	Keep office stocked with filled FOOD BAGS from kitchenette closet.
5.	Assist Building Superintendent in readying rooms for church related events.
6.	Clean church bus and vans inside and out as needed or requested.
7. 	Wash dishes following Wednesday night supper.
  8.	Assist Building Superintendent with trash collection.
  9.	Water grass and shrubbery as needed.
10.	Help put up tables and chairs for Wednesday night suppers and other times as requested.
11.	Keep Coke machine filled with drinks and bring change to office.
12.	Fill (and drain afterwards) baptistery for baptismal service.
13.	Perform other duties as assigned by the Ministerial Staff and Ministry Assistants / Secretaries.




N.  Groundskeeper

Staff Relationship:  Responsible to the Minister of Education

1.   Be responsible for most outside weekly yard work.  (The Property and Grounds Ministry Team along with other volunteers occasionally schedule workdays for yearly pruning, etc.)
2.   Unlock before and lock up after regular church services.


O.   Wednesday Night Family Supper Coordinator

Staff Relationship:  Responsible to the Minister of Education

	The Wednesday Night Family Supper Coordinator shall be responsible for planning, preparing, and serving the church suppers on Wednesday nights.  The Coordinator may request workers from The Kitchen Ministry Team and other volunteers as necessary.  The Coordinator may opt not to schedule suppers during an “off” week (i.e., AEA Week, Mission Trip Week, Christmas, etc.).

VI. Financial Policies and Procedures
(Approved in church business meeting June 29, 2005)

Preface

The Policy and Procedures contained herein are designed to set forth guidelines for the efficient financial management of the Russellville First Baptist Church in such a manner that God’s will is manifested in all financial transactions.

The Treasurer, Assistant Treasurer, and Budget & Finance Ministry Team are the primary leaders in all financial matters of First Baptist Church.  The church body recognizes that the active Deacons will be consulted on all significant financial matters for their collective advice and guidance.  

All organizations, teams, staff, and individuals shall abide by the Financial Policies and Procedures of the church.

The Budget
     A church budget develops an understanding of and commitment to the biblical concepts of individual and corporate stewardship.  The purpose of the church and the ministries to be performed to accomplish this purpose shall provide the basis for the budget.

Planning & Adoption of the Budget
1.  The Budget & Finance Ministry Team will mail a letter to each Ministry Team Chairperson in September asking that they submit their budget requests for the next fiscal year.
2.  All requests submitted to the Budget & Finance Ministry Team should be in 
      writing and received no later than the end of October.
3.  The Personnel Committee is charged with recommending salaries and benefits 
     (taking into account a supervisor’s recommendations, of course) and the 	Budget & Finance Team with determining available dollars.  The housing 	allowance for ministerial staff will be established by the minister and approved 	by the Personnel Committee.
4.  The Budget & Finance Ministry Team will compile the proposed budget.
5. The proposed budget will be submitted by a member of the Budget & Finance Ministry Team to the active Deacon body at their regular meeting in November for their review and input.
6. The proposed budget will be mailed in the church at least one week before the business meeting in December.
7. The proposed budget will be discussed in the December business meeting.  It will be presented by the Chairman of the Budget & Finance Ministry Team and all Ministry Team Chairmen should be available for any questions concerning their requested budget.
8. The proposed budget will be voted on by the church body during a pre-designated morning Worship Service following the business meeting.

Administering the Budget
1.  The Budget & Finance Ministry Team should periodically review budget spending.
2.  Budget revisions should only be made when there are emergencies, greater income than anticipated, or inadequate budget support for church ministries.
3. Budget revisions should be presented to the church.


General Accounting System

   Receiving

A. Sunday School Gifts
1. Class Secretaries should not open offering envelopes.  The amount written on the outside of envelopes and cash amounts should be totaled and written on the large class envelope. Cash and/or offering envelopes should be place inside the large class envelope and delivered to the Department Secretary.
2. Department Secretaries should total the amount written on the class envelopes and deliver all class envelopes to the Counting Committee.
3. The Counting Committee will open all individual envelopes by Department and total the Sunday School offering, making sure that correct amounts are written on the outside of the offering envelope they are removed from.
4. A member of the Counting Committee will maintain control of the Sunday School offering until after the morning Worship Service.

B. Morning Worship Service Gifts					
1.  Gifts shall be collected by ushers and/or deacons authorized by the church.
2.  Gifts may remain in the offering plates in the Sanctuary until after the service
     when it shall be collected by members of the Counting Committee.
3.  The Counting Committee will tally all gifts received during the Worship Service, fill out a bank deposit slip for the combined amounts of the Sunday School and Worship Service offerings, and a member of the Counting team will deliver the deposit to the night depository. 
4.  Copies will be made of all checks not in an offering envelope.
5.  Duplicate copies of the adding machine tape (all checks) and the deposit 	amount will be left for the Financial Secretary in the church office. 
6.  Offering envelopes will be left in the church office for the Financial Secretary.

C. Other Gifts 
1. Sunday Evening Worship Service gifts will be placed in the church office in a secure place, counted, and deposited by the Financial Secretary. 
2. Gifts received in the church office during the week will be received by the Financial Secretary and deposited on a regular basis.  
3. Copies of all deposit slips will be kept in the church office.

   
Disbursing

Budgeted Expenditures

 All budgeted expenditures shall be approved by the appropriate Staff Member or 
    Ministry Team.

Non-Budgeted Expenditures

1. Any Ministry Team, organization, or individual wishing to make a non-	budgeted expenditure over $500 shall submit the request to the Budget & 	Finance Ministry Team.
2. All non-budgeted expenditures over $500 must be approved by the Budget &
    Finance Ministry Team before the expenditure is made.  Exceptions may be 	made when an emergency expenditure is required.


Budget or Non-Budget Expenditures that will result in exceeding the budget of a ministry must be approved by the Budget & Finance Ministry Team.



General Information

1. There will be no more than one checking account for regular expenditures of 	the church.  One account is sufficient since the accounting system breaks down 
    various types of funds.
2. The authority for disbursements comes from the budget as adopted by the 	church  and/or from expenditures approved by the church according to church 	policy.
3. The church shall be responsible only for authorized expenditures. (Authorized 
     expenditures are those approved by the Budget & Finance Ministry Team.)
4. Everyone handling church funds will be bonded:  Church Treasurer, Counting 
    Committee Members, Ministerial Staff, Secretaries, and any other members 	who handle church funds.
5. Checks shall be co-signed by two (2) pre-approved people.  Access to the 	church checking account will be limited to five (5) individuals.  Ministerial 	staff/pastors shall not be authorized to sign checks.  An annual review of 	check signers will be done by the Budget & Finance Ministry Team and 	changes made as necessary.
6. Each check shall be written for a legitimate church expense.  A bill, voucher, 
     travel-expense report, or other authorization must be available for the 
     exact amount of the check written.
7. Disbursements from checking to savings accounts should be verified for 	accuracy. Funds withdrawn from an account should be verified as having been 	deposited into a legitimate account of the church.
8. As a general rule, any document (either receipt or disbursement) that has an 	erasure or change noted should be reviewed very carefully.
9. Each check marked void should be located and verified as having been actually 
    voided. 
10. Bank account reconciliations should agree with ledger accounts.
11. Receipts and disbursements for special fund and special “pass-through 	offerings” (Lottie Moon, Annie Armstrong, Revival, etc.) should be reviewed.
12.	 Special funds should be reviewed to determine that amounts received and 
     	disbursed are properly recorded according to donor instructions (memorial 		funds, trust funds, etc.).
13. In the event that church resources are insufficient to meet budget requirements
a) An emergency decision for distribution of funds shall be made by the Budget & Finance Ministry Team and Treasurer. 
b) A report of such decisions shall be made to the church by the Budget & Finance Ministry Team.
General Financial Controls

First Baptist Church has a system of financial checks and balances.  This system includes the following principles:
1.  Paying bills:
     a. Most bills are paid once a month by the Financial Secretary.
     b. Receipts are required for charges made to the church (either in-store or credit 
         card) by staff, personnel, or ministry team members.  Receipts should be 	given to the Financial Secretary as soon as possible after the charge is made.
     c. Payments will be based on original invoices and supporting documentation, 
         taking care to not pay the same bill twice.
     d. Invoices will be checked for accuracy before being paid.
     e. Any unusual check requests require the approval of the church treasurer 	before the checks are prepared. 
        f. When each check is prepared, the supporting document should be marked 	with “paid” as well as the date and check number.  The supporting material 	will then be filed in a paid-bills file alphabetized according to payee or budget 	item.
2.  Checks will never be written to cash because it is essential to know what funds 	are used for.
   3.  No blank checks.  Checks will never be signed in advance of filling in the 	amount of the check and the payee.  
   4.  At such time that trust or endowment funds are given, a separate bank account 	will be established to handle these funds.


Recording
1. The Financial Secretary will be responsible for supervising the recording of 	all 	receipts and disbursements of church funds.
2. The Financial Secretary is responsible for recording individual gifts of church  
      members.  The purpose of the record is two-fold:
      a)  That the church may have a record of the giving by church members.
      b)  That the church members may have a record of their contributions.
3.  In the event the church is without a Financial Secretary, this duty shall fall under the responsibility of the church treasurer or some other designated person in the church.



Reporting
1. The Financial Secretary shall be responsible to make a regular monthly report 	of the financial condition of the church to the Treasurer, Budget & Finance 	Ministry Team, and the active Deacon body.  Copies will be available to the 	church following the monthly Deacon’s meeting.
2. The Financial Secretary shall be responsible for seeing that giving records are 
    mailed to all church members on a quarterly and annual basis.


Designated Gifts Policy

First Baptist Church (FBC) is totally dependant on charitable contributions by the membership.  Since this is how we finance the ministries of the church, we want to be clear in explaining how we receive contributions. 

There are five rules that must be met in order for your contribution to FBC to be tax deductible.  The gift must be:
1. A gift of cash or other property
      Non-deductible items (Gifts you may not deduct from your income) include:
          a)  The value of services rendered
               We are very grateful for your labor or services when you give them to 			the  Lord, but the IRS does not allow us to give you tax credit for such 		donations. Example: A plumber who donates his time and materials may 		receive tax credit for materials (but not for the labor).
              b)  Value of property furnished
     The church will give a letter describing the property, but the church may not assign or include a value.  It is your responsibility to have the item appraised if you want to know the value.

2. Delivered before the close of the year
a) Charitable contributions must be claimed in the year in which they are delivered to the church
b) Delivery date is the date it is actually received by the church.  Post-dating a check does not help.  If the check is delivered after the close of the year, it counts in the new year.  One exception is a check mailed to the church – it is deductible in the year the check is mailed (and postmarked), even if it is received in the next year.  The postmark counts as delivery date (we will keep the envelope).

3. No conditions on payment
a) If your offering is accepted as designated, it is accepted under a trust agreement, and cannot be converted to other uses without your written permission.
b) If your permission is not given, the money may be returned at your request.
c) When it is returned, the IRS requires that it is reported on a 1099 as income to you, the original donor.

4. No personal benefit to you, the contributor
               a) Items that cannot be counted as contributions:
	i) Trip payment (exception: Mission portion of a mission trip for 		the benefit of the ministry of the church).
  	 ii) Payment for purchases made through or from the church (i.e. 		clothing, tapes, tickets, etc.)
	iii)  Meals
   b) The donation must be made to or for the use of the church or a fund
          designated by the church to a qualified organization.
i) Direct contributions to church staff members, missionaries, or any other individual, are not tax-deductible, even if they are used for religious or charitable purposes.
ii) The gift may not be for people who are members of this church.
iii) The gift cannot be given with a guarantee of who gets it.  To get a guarantee of a recipient, you give up deduction.
iv) If you receive a benefit.  Contributions generally are deductible only to the extent they exceed the value of any premium or benefit you received by you in return for the contribution.

5. Not in excess of the amounts allowed by the law
      There are limits on the amount of a contribution that can be deducted.  In some cases, contributions that exceed these limits can be “carried over” and claimed in future years.


Designated Gifts (Including Memorials)
     “Designated contributions” are those that are made to FBC with the stipulation that they be used for a specific purpose.

1.  To be tax deductible, the church must have the right to direct the money to where it is most needed.
The church exercises full administrative control over the donated funds to ensure that they are being spent in furtherance of the church’s exempt purposes.

2.  Designated gifts may be received only into funds approved by FBC in advance of the gift being given.
       A list of approved funds can be obtained from the church office.

3.  If the purpose is an approved project or program of the church, the designation will not affect the deductibility of the contribution.
a) If a donor stipulates that a contribution be spent on a designated individual, no deduction is allowed
b) Contributions to a church or missions agency that specify a particular missionary may be tax deductible if the church or missions agency exercises full administrative and accounting control over the contributions and ensures that they are spent in furtherance of the mission of FBC.


Memorials
1. FBC will receive memorial gifts.
2. Memorial gifts may be given to the general fund or be designated for a specific ministry within the church.  (Note: The church reserves the right to disperse the money in another manner if and when by decision of the Church the gift no longer serves its purpose or the original purpose is no longer desired by the Church.)
3. All funds received by FBC in memory of another person will be acknowledged by the Church to the donor and the family of the person for whom the gift was given.
4. A copy of the acknowledgement will be kept as part of the church’s permanent file.






Substantiation
     FBC will provide proper substantiation for your contributions.  Substantiation rules apply to: 
1. Individual contributions of cash or property of $250 or more.
2. Special substantiation procedures apply to your contributions of non-cash property valued by you at $500 or more.  If the value is more than $5,000, then you must obtain a qualified appraisal of the property and attach an appraisal summary (IRS Form 8283) to the tax return on which the contribution is claimed.
3. In some cases, FBC, when receiving a donation of non-cash property valued by you, the donor, at more than $5,000 must submit an information return (IRS Form 8282) to the IRS.  This is required if FBC disposes of the property within two (2) years of the date of the gift.


Confidentiality of Contributions Policy
      Contribution information is kept private and is under no circumstances to be distributed to members, financial committees, leadership teams, employees or ministerial staff.  The only person who will have access to that information is the Financial Secretary (who enters the data into the computer).  

Our belief, and practice, is that a person’s giving is between him/her and God.


Reimbursement Policy

In accordance with IRS regulation 1.162-17 and 1.274-5(e), First Baptist Church hereby establishes a reimbursement policy for all ministers and employees with the following terms and conditions:

1. The church will reimburse only reasonable ministry-related business expenses incurred by a minister or employee.  Subject to budget limitations, such expenses will include:
a. Business use of automobile, up to the current IRS standard mileage rate
b. Business travel away from home: transportation, lodging and meals on overnight trips
c. Convention and conference expenses
d. Educational expenses, if otherwise qualified as an itemized deduction and within the limits of current law
e. Subscriptions, books and tapes, if related to ministry or employment
f. Entertainment/hospitality expenses, if business connection requirement is met
g. Purchases of supplies for church events
2. The minister or employee will account for each allowable expense in writing at least every 60 days.  A receipt will accompany the documentation unless the minister chooses to use IRS per diem guidelines.
3. The minister or employee will return advances that exceed actual business expenses within 60 days.
4. Under this accountable arrangement, the church will not report reimbursed amounts as taxable income on the minister’s or employee’s Form W-2.  The minister or employee should not report reimbursed amounts as income on Form 1040.

********************************************************************
F Y I

Examples of taxable non-accountable arrangements and included on the W-2:
1) The church pays a monthly “car allowance” to the minister or staff member, without requiring any accounting or substantiation.
2) The church reimburses business expenses without requiring adequate written substantiation of amount, date, place and business purpose of each expense.
3) The church only reimburses business expenses once each year.  Business expenses must be accounted for within a “reasonable time”, generally 60 days or less.
4) The church provides the minister or staff with travel advances and requires no accounting for the use of these funds.

Salary restructuring and salary reduction arrangements will be discovered and questioned even more by auditing agents.

Also, employees cannot claim a deduction for business expenses of which they did not seek reimbursement.  If the employee voluntarily chooses not to seek reimbursement for an expense from an employer, when the employer has an accountable expense reimbursement plan, then the expense is not deductible, the presumption is that the expense was not “necessary”.

Also, if any expenses reimbursed under this arrangement are not substantiated, or are an excess reimbursement that is not returned within a reasonable period of time by an employee, the church cannot treat the expenses as reimbursed under an accountable plan.  Instead, the expenses are treated as paid under a non-accountable plan.
********************************************************************

Credit Card Policy

1.  Each minister issued a credit card shall be subject to this policy.

2.  The ministers eligible are pastor, minister of education, minister of music, youth 
      minister, and children’s minister/director.

3.  The financial secretary shall receive the statement and provide a copy to all ministers  who have charges on the card.  The minister will NOT receive the statement directly.

4.  The church will be responsible for paying only ministry-related business expenses
     incurred by the minister or employee. (See #1 under Reimbursement Policy)

5.  The minister or employee will account for each allowable expense in writing within 15 days.
· Documentation will include the amount, time and place, business purpose and business relationship of each expense.  A receipt will accompany the documentation.

 6.  No personal purchases will be made utilizing the church credit cards.  

 7.   Under this accountable arrangement the church will not report reimbursed 	amounts as taxable income on the minister’s or employee’s Form W-2.  The 	minister or employee should not report reimbursed amounts as income on 	Form 	1040.






Benevolence Ministry Policy

Objective: To provide a guideline for the disbursement of budget and donated funds.

The main focus of this ministry area is to assist members and non-members with financial assistance during a crisis.  The benevolence budget will be the designated account that will be used to provide financial aid for members and other individuals in the community served by the church.  The need for financial assistance could be the result of such things as a fire, flood, accident, illness, loss of job, etc.
    
Contributions made directly by a donor to needy individuals are not tax-deductible.  To qualify for a charitable deduction, contributions must be made to a church or a qualified charity.

Appeals for contributions to this fund will be made as needed (approved by the financial team) so there will always be funds available.  Ministerial/office staff will be responsible for the administration of these funds. 

Criteria
  1.  Individuals shall meet with one of the ministers or an appointed staff member prior to receipt of assistance.
  2.  Proof of need must be presented and proven.  The minister or the appointed staff 
       member will complete the evaluation.
  3.  Members will receive preference in assistance.
  4.  Non-members are able to receive assistance 1 time in a calendar year.
  5.  Proof of other agencies and resources consulted is required before assistance can be given.
  
Evaluation Procedure
  1.  Original bills must be presented.
  2.  Name, address, and phone number must accompany original dated bill and be
       presented
  3.  Confirmation of unpaid bills must be sought.

Funding Availability
1. Each request requires individual evaluation.  The use of other agencies for collaboration is highly encouraged.
2. If the need is greater than the available funding, the request must be deferred to a potential later date.  Communication with companies may allow partial payments.
3. Discouraging repeat assistance is important for the individual and ministry.
4. The ministers may do special funding solicitation.  This should only occur in extreme situations.






Amendments to the Financial Policies & Procedures
Amendments to the Financial Policies & Procedures of FBC shall be presented in writing to the financial leaders of the church for their consideration first.  This team shall then present the amendment at the next regular business meeting or a special called business meeting.  A simple majority of those present shall be sufficient to make the needed change.
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