FIRST BAPTIST CHURCH OF WHITESBURG

C O N S T I T U T I O N

PREAMBLE

We declare and establish this constitution to preserve and secure the principles of our faith and to govern the body in an orderly manner.  This constitution will preserve the liberties of each individual church member and the freedom of action of this body in its relation to other churches.

ARTICLE I.   NAME


This body shall be known as the First Baptist Church of Whitesburg, Whitesburg, Kentucky.
ARTICLE II.  VISION STATEMENT

TO BE HIS LIGHT UNTO THE MOUNTAINS!
ARTICLE II (A).  PURPOSE STATEMENT

TO DO ALL THAT WE DO FOR THE GLORY OF GOD AND IN A WAY THAT GLORIFIES GOD! Remembering that Jesus proclaimed that the greatest commandment is to “love the Lord your God with all your heart and with all your soul and with all your mind and with all your strength.   The second is this: Love your neighbor as yourself.  There is no commandment greater than these.”  (Mark 12:29-31, NIV)
ARTICLE III.  OBJECTIVES

1. WORSHIP: To be a worshiping fellowship, experiencing an awareness of God, recognizing His person and responding in obedience to His Leadership.

2. EVANGELISM: To be a dynamic spiritual organism empowered by the Holy Spirit to share Christ with as many people as possible in our church, community and throughout the world.
3. FELLOWSHIP: To experience an increasingly meaningful fellowship with God and fellow believers.

4. DISCIPLESHIP: To help people experience a growing obedience to God and a growing knowledge of God and man.
5. MISSIONS: To be a church that ministers unselfishly to people in the community and the world as directed by God in Jesus’ name.

6. MINISTRY: To be a church whose members’ purpose is being Christ-like in our daily living by emphasizing total commitment of life, personality, and possessions to the lordship of Christ, to loving God and loving others as we love ourselves.

7. ADMINISTRATION: To be a church that commits to organize and administer all activities and programs of the church in a way that reflects God’s attributes and brings Him glory.
ARTICLE IV.   STATEMENT OF BASIC BELIEFS


We affirm the Holy Bible as the inspired, inerrant word of God and the sole basis of our beliefs.  The church utilizes the doctrinal statement of The Baptist Faith and Message as a guide to our basic doctrinal beliefs.

We voluntarily band ourselves together as a body of baptized believers in Jesus Christ, personally committed to sharing the good news of salvation to lost mankind.


The scriptural ordinances of the church are Baptism and the Lord’s Supper.
ARTICLE V.   CHURCH COVENANT

Having received Christ as my Lord and Savior; having been baptized; and being in agreement with First Baptist Church’s vision, purposes and objectives, I now am led by the Holy Spirit to unite with this church family.  In doing so, I commit myself to God and to the other members of First Baptist Church with the aid, counsel and teaching of the Holy Spirit to do the following:

1. I will strive to protect the unity of the church:

By acting in love toward other members; (John 13: 34-35; I Peter 4:8)
By refusing to gossip and by guarding my tongue; (Ephesians 4:29; James 3: 6-12)
By remembering other members in prayer; (James 5: 13-20)
By aiding other members in sickness and distress; (Acts 2: 42-47)
By practicing Christian sympathy and empathy in my relationships; (Rom. 12: 15; 2 Cor. 1: 3-7)
By being slow to take offense; (James 1: 19-21; Rom. 12: 17-21)
By seeking reconciliation and extending forgiveness without delay; (Matt. 5: 23-24; Matt. 18: 15-20)
2. I will share in the responsibilities of my church:

By praying for its effectiveness in meeting its objectives; (I Thessalonians 1: 2-3; Col. 1: 9-12)
By inviting the un-churched to attend; (Luke 14:23)
By warmly welcoming those who visit; (Romans 15:7)
By seeking the salvation of my family and acquaintances; (Deut. 6: 4-9; Acts 16: 31-34)
By being zealous in my efforts to advance the Kingdom of God; (Matt. 28: 19-20)
By giving regularly of my time and money; (I Cor. 16: 2; 2 Cor. 9)
3. I will serve the ministries of my church:

By discovering my gifts and talents; (I Peter 4:10; Rom. 12: 3-8; 1 Cor. 12; 1 Pet. 4: 10-11)
By equipping myself at every opportunity to serve; (2 Tim. 3: 16-17; Eph. 4: 11-16)
By developing a servant’s heart (humility); (Philippians 2: 3-4, 7; John 13: 1-17)
By acting upon opportunities to serve my church and community for God’s glory; (Acts 4: 32-31; Acts 6: 1-7; Matt. 5: 13-16)
4. I will support the testimony of my church:

By attending faithfully; (Hebrews 10: 23-25)
By studying God’s word to enable the Holy Spirit to equip me for service; (2 Tim. 3: 16-17) 

By living a life that glorifies God; (I Peter 1: 13-16)
By striving to develop Christ-likeness in my thoughts, attitudes, words and actions; (Matt. 5: 48; 2 Corn. 13: 5-8; Proverbs 3:23)
By devoting sufficient time to care for myself spiritually, mentally, emotionally and physically; (Matt. 22: 37-39)
By being faithful in my engagements, just in my dealings, exemplary in my deportment and will consistently exhibit integrity; (Mark 8: 34-37; Matt. 5: 16)
By striving not to worry and by trusting God in all areas of my life; (Matt. 6: 25-34)

I commit that when I remove from this place I will as soon as possible unite with some other church where I can carry out the spirit of this covenant and the principles of God’s Word.

ARTICLE V.
POLITY AND RELATIONSHIPS

The government of First Baptist Church is vested in the body of believers who compose it. Individuals shall constitute the membership as set forth in the Guidelines.

All internal groups created and empowered by the church shall report to and be accountable only to the church, unless otherwise specified by church action.


This church is subject to the control of no other ecclesiastical body, but recognizes and sustains the obligations of mutual consent and cooperation which are common among Baptist churches.  Insofar as is practical, this church will cooperate with and support the association, the state convention, and the Southern Baptist Convention.
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FIRST BAPTIST CHURCH OF WHITESBURG
ARTICLES OF GUIDANCE – GUIDELINES
ARTICLE I.
CHURCH MEMBERSHIP
Section 1.
General

This is a sovereign and democratic Baptist Church under the lordship of Jesus Christ.  The membership retains unto itself the right of exclusive self-government in all phases of the spiritual and temporal life of this church.


The membership reserves the exclusive right to determine who shall be members of this church and the conditions of such membership.

Section 2.
Candidacy

Any person may present themselves as a candidate for membership in this church by personal presentation or by written request when hindered by unusual circumstances.  A candidate for church membership may present themselves to the church at any regular worship service in any of the following ways:

A. By profession of faith and belief in Jesus Christ as Lord and Savior and their request for baptism according to the policies of this church;
B. By promise of a letter from another Baptist church of like faith and order;
C. By statement of prior conversion experience and believers’ baptism by immersion, as defined under church ordinances (Article III, Section 1), when no letter is obtainable;
Should there by any objection to any candidate by a church member, such dissent shall be immediately 
referred to the Pastor and Deacons for consideration, investigation and recommendation.  A recommendation shall be made to the church by the Pastor to the church within thirty (30) days.  Thereafter, a two-third (2/3) majority of those members present and voting shall be required to elect such candidates to membership.  The vote shall be by secret ballot with abstentions not considered as a ballot cast.

Section 3.
New Member Orientation

New members of this church shall be encouraged to participate in the church’s new member orientation at their earliest opportunity.  New members shall be given a copy of the Church Constitution, the Church Guidelines and the Church Operations Manual. 

Section 4.
Termination of Membership

Membership may be terminated in the following ways:

A. Death;
B. Transfer of letter to another Baptist church of like faith and order;
C. Erasure upon becoming affiliated with a church of another faith or denomination;
D. Exclusion by action of the church as provided in Section 5;
E. Upon written request of the member;
Any member in regular standing shall be given a letter of transfer that will be sent directly to a
church of like faith and order, once the letter is requested.
Section 5.
Discipline

It shall be the practice of this church to emphasize to its members that every reasonable measure will be taken to assist any troubled member.  The Pastor, other members of the church staff and Deacons are available for counsel and guidance.  The attitude of members toward one another shall be guided by a concern for redemption rather than punishment.


Should some serious condition exist that would cause a member to become a liability to the general welfare of the church, the Pastor, ministerial staff and the Deacons will take every reasonable measure to resolve the problem in accordance with Matthew 18.  If it becomes necessary for the Church to take action to exclude a member, a two-thirds (2/3) vote of the members present is required to terminate membership.  The Church may then proceed to declare the person no longer a member of the church.  All such proceedings shall be pervaded by a spirit of Christian kindness and forbearance.  The vote shall be at a special called meeting and the vote shall occur after notice setting forth the time and purpose of the meeting are published in the Illuminator and posted on the church website during the week prior to the meeting.  The vote shall be by secret ballot.
Section 6.
Restoration


The church may restore to membership any person previously excluded upon request of the excluded person.  The person will be restored to membership provided that two-thirds (2/3) of the church members present and voting approve restoration upon evidence of the excluded person’s repentance and reformation.  This vote may take place at any regular church service.
ARTICLE II.
CHURCH ORGANIZATIONS

Section 1.
General

All organizations of the church are under church control.  

Section 2.
Sunday School

There shall be a Sunday School divided into departments and classes for all ages and conducted under the direction of the Sunday School Director for the study of God’s Word.


The objectives of the Sunday School are:

A. to teach biblical truth and application;
B. to teach biblical revelation;
C. to reach persons for Christ and church membership; 
D. to accomplish the vision, purpose and objectives of the church;

E. to share the purpose, objectives and vision of the church and denomination;

F. to glorify God as each objective is accomplished;
Section 3.
Discipleship Training

The objectives of Discipleship Training are:

A. to orient new church members;
B. to train church members to perform functions of the church;
C. to train church leaders; 

D. to teach Christian theology, Christian ethics, Christian history, and church polity and organization; 
E. to teach the  purposes of church ordinances;
F. to teach biblical truth and application;

G. to teach the vision, purpose and objectives of the church and denomination;

H.   to glorify God as each objective is accomplished;

Section 4.
Woman’s Missionary Union


There shall be a Woman’s Missionary Union with such officers and organizations as needed.  The objectives of the Woman’s Missionary Union are:

A. to teach missions;
B. to engage in mission action;

C. to support world missions through praying and giving;
D. to share the vision, purpose and objectives the church and denomination;

E. to support the Brotherhood;
F. to glorify God as each objective is accomplished;
Section 5.
Brotherhood


There shall be a Brotherhood with such officers and organizations as needed.  The objectives of the Brotherhood are:

A. to teach missions;
B. to engage in mission action;
C. to support world missions through praying and giving;
D. to share the vision, purpose and objectives of the church and denomination;
E. to support the Woman’s Missionary Union;
F. to glorify God as each objective is accomplished;

Section 6.
Church Music Program

There shall be a Church Music Program under the direction of the Minister/Director of Music with such officers and organizations as needed.  The objectives of the Church Music Program are:

A. to lead in worship;

B. to teach music;
C. to train persons to lead, sing and play music; 
D. to provide music in the church and community;
E. to share the vision, purpose and objectives of the church and denomination;
F. to glorify God as each objective is accomplished;
Section 7.
Youth Program

There shall be a youth program for all youth, grades 7 through 12, under the direction of the Minister/Director of Youth with the assistance of the Youth Ministry Team.  The objectives of the youth program are:

A. to teach biblical truth and application;
B. to teach biblical revelation;
C. to reach youth for Christ and church membership;
D. to share the vision, purpose and objectives of the church and denomination;
E. to glorify God as each objective is accomplished;
Section 8.
Ministry Teams


The church will fulfill its purpose to glorify God through worship, discipleship, fellowship, evangelism, ministry, missions and administration by organizing as ministry teams in lieu of committees.  The organization of ministry teams is set out in the Operations Manual at Article II, Section 8.




The Ministry Teams will seek to have fellowship and discipleship at each meeting and will then perform task work.  The objective of Ministry Team Organization is to promote connectedness among and between team members and other Ministry Teams as the vision and objectives of the Church are accomplished.  As with all organizations in the church, the overriding purpose of the organization is to glorify God as each objective is accomplished.

Section 9.
Church Publication

The title of the official weekly publication of the church shall be The Illuminator.

Section 10.
Church Website

A church website at www.whitesburgfbc.org will be maintained to provide information about the church, the staff, the church organizations, current and future events and other helpful information.  This site shall be maintained weekly by Office Technology Ministry Team. 
 Any church member or church group may submit material to be posted on the website. The Office Technology Ministry Team will determine whether or not the material submitted is appropriate to post of the web site.  The site will be reviewed regularly by the Church Administrative Ministry Team to assure the site is fulfilling the objectives of the church and glorifies God.  If necessary and approved by the Office Technology Ministry Team and approved by the church, a person may be employed to provide assistance with this website.
ARTICLE III.  CHURCH ORDINANCES

Section 1.
Baptism

Christian baptism is an act of obedience symbolizing the believer’s faith in a crucified, buried, and risen Savior, the believer’s death to sin, the burial of the old life, and the resurrection to walk in newness of life in Christ Jesus.


Any individual who receives Jesus Christ as Savior by personal faith and belief, who professes Him publicly at any worship service and who indicates a commitment to follow Christ as Lord, shall be received for                 baptism.

A. Baptism shall be by total immersion in water;
B. Baptism shall be administered by the Pastor and/or other person as authorized by the church;
C. Baptism shall be administered as an act of worship during any worship service or as directed by the church;
D. A person who repents and receives Jesus Christ as Lord and Savior but fails to be baptized after a reasonable length of time shall be counseled by the Pastor and/or designated staff and Deacons.  Every effort will be made to encourage the person to be obedient by experiencing Believer’s baptism.  The person will not be recognized as a member of First Baptist Church until baptized.
Section 2.
The Lord’s Supper


The Lord’s Supper is a symbolic act of obedience whereby members of the church, through partaking of the bread and fruit of the vine, commemorate the death of Jesus Christ and anticipate His second coming.

A. The Lord’s Supper shall be observed in either morning or evening worship services or as directed by the church;
B. The Pastor and Deacons shall be responsible for the administration of the Lord’s Supper;
C. The Deacons shall be responsible for the physical preparation of the Lord’s Supper;
D. All Christians of like faith and belief shall be invited to participate.
ARTICLE IV.
CHURCH MEETINGS
Section 1.
Worship Services

The church shall meet regularly, unless providentially hindered, each Sunday morning, Sunday evening and Wednesday evening for preaching, discipleship, evangelism and for the worship of Almighty God.  These meetings will be open to the entire membership of the church and to all people.  Every service shall be conducted under the direction of the Pastor for the glory of God.

Section 2.
Special Services

Revival services and any other church meetings which are important in the promotion of the objectives of the Church shall be placed on the church calendar upon recommendation of the Pastor and approval by the church.

Section 3.
Regular Business Meetings

Regular business meetings shall be held quarterly on the third Wednesday evening of the first month of the fiscal quarter.  The business meeting will take place after prayer requests and prayer.

Monthly financial reports shall be provided to any member that requests a copy of the report.  All Ministry Teams, Deacons and other organizations that meet monthly will continue to accomplish their objectives by meeting at least monthly.


The church mission shall be given opportunity to vote on significant matters that affect the church as a whole.

Section 4.
Special Business Meetings

Special business meetings may be called by the Pastor and/or Chairman of Deacons.  Notice shall be published in The Illuminator and/or posted on the web site during the week preceding the meeting, unless circumstances render such notice impractical.


If notice is not given, the matter decided shall be summarized and published in The Illuminator and on the web site to allow all interested members to be fully informed of the church action. 
Section 5.
Quorum

The quorum consists of those who attend the business meeting, provided it is a regular business meeting or one that has been properly called.

Section 6.
Parliamentary Rules


Robert’s Rules of Order, Revised, is the authority for parliamentary rules of procedure for all business meetings of the church.

ARTICLE V.
CHURCH FINANCES

Section 1.
Fiscal Year

The church fiscal year shall begin January 1 and end December 31 of each year.

Section 2.
Budget


The Stewardship Ministry Team shall prepare and submit to the church for approval, a proposed budget prior to the beginning of each fiscal year, preferably in November.  The proposed budget shall set forth by items and amounts all anticipated expenses of the church for the coming year.

Annually there shall be an opportunity provided for each church member to commit themselves to a regular proportionate method of financial support to the church in accordance with biblical teachings.

Section 3.
Accounting  Procedures

A system of accounting that will adequately provide for the handling of all funds shall be developed by, and maintained by the Administrative Ministry Team in consultation with the Stewardship Ministry Team.  This system of accounting will be set forth more precisely in the Church Operations Manual.


The personal record of giving each individual shall remain private and available in the church office for review by the individual or his authorized representative only.
ARTICLE VI.
CHURCH PROPERTY


All real property of the church may be purchased, sold, mortgaged or otherwise encumbered only upon a recommendation of the Church Administrative Ministry Team and the Deacons made at a regular or special business meeting after notice to the resident church membership.  Such notice shall contain a statement of the proposed intention which shall be published in The Illuminator and placed on the church web site the week prior to the business meeting.  Approval of such property transactions must have a concurrence of a two-thirds (2/3) majority vote of the church members who are present and voting.  The vote shall be by secret ballot with abstentions not considered as a ballot cast.


The House and Grounds Ministry Team as set out in the Church Operations Manual shall oversee the maintenance, repair and use of church property.

ARTICLE VII.   
 CHURCH OPERATIONS MANUAL


The church shall maintain a Church Operations Manual to include church staff job descriptions, ministry team responsibilities, church policies, procedures and organizational charts depicting lines of responsibility in the administration of the church.  The manual may also include church mandates of a temporary nature to ministry teams or others.  The manual shall be kept in the church office and made available for use there by any member of the church.  The church secretarial staff shall maintain the manual per the instructions of the Constitution, Guidelines and Church Operations Manual Ministry Team (CGOM).   The (CGOM) shall review the manual quarterly, with authority to recommend changes for the church for approval.  Any church member or church organization may initiate suggested changes in the manual.  The procedure to initiate modification to the Church Operations Manual is set out at Article VII of the Operations Manual.
ARTICLE VIII.
CHURCH STAFF
PRINCIPLE FUNCTION OF THE CHURCH MINISTERIAL STAFF:  to lead the church to glorify God through worship, fellowship, discipleship, ministry, missions and administration including proclaiming the gospel of Jesus Christ, engaging in pastoral ministries to members of the church and community, and providing administrative assistance in the work of the church and other staff members.

1. The church staff, until changed by the vote of the church, shall be made up of the following positions:

A. Pastor

B. Eolia Mission Pastor

C. Interim/Part-Time Minister/Director of Music

D. Church Secretary

E. Organist

F. Custodian
G. Maintenance

2. The Pastor is responsible for leading the church to function as a New Testament Church.  The Pastor will lead 
    the congregation, the organizations, and the church staff to perform their responsibilities and job 
    assignments to accomplish the objectives of the church for the glory of God.
3. The Pastor is leader of pastoral ministries in the church.  As such he works with the Deacons, Ministry Team 
    Leaders and church staff to:

A. Lead the church in the achievement of its vision, purpose and objectives;
B.    Proclaim biblical truth and application to believers and unbelievers;
C.    Proclaim the gospel of Christ to unbelievers and teach believers to proclaim the gospel;

D.    Care for the church’s members and other persons in the community as time allows;
4.   A more detailed statement of responsibilities of each staff member, including the Pastor, is set forth in the 
     Church Operations Manual.
5.   A Pastor shall be chosen and called by the church whenever a vacancy occurs (as set out at “cell”  

      Pages 35-36 of the Church Operations Manual).
6.  A Pastor Selection Ministry Team (PSMT) shall be elected by the church to seek out a suitable Pastor.  The  

    Team’s recommendation to the church shall constitute a nomination.  The procedure for selecting the  

    members of the  Pastor Selection Ministry Team is set out at Article VIII (CALL), page 35, of the Church 
    Operations Manual.  The procedure for bringing the prospective Pastor to the church and the election process 
    is set forth in ‘Call” at page 35 of the Church Operations Manual. 
7.  The Pastor may relinquish the office of Pastor by giving notice to the church of his resignation.  If possible 

     the Pastor should continue to serve for two (2) weeks after his resignation, if the church desires. 
8.  The church may declare the office of Pastor to be vacant.  Such action shall take place at a meeting called 
     for that purpose.  At least one (1) week’s public notice shall be given by publishing in The Illuminator and   

     posting on the website during the week prior to the meeting.  The meeting may be called upon the 
     recommendation of a majority of the Church Administrative Ministry Team and the Deacons or by 
     written petition signed by not less than one-fourth (1/4) of the resident church members.  The moderator for 
     this meeting shall be designated by the members present by majority vote.  The Moderator shall be someone 
     other than the Pastor.  The vote to declare the office vacant shall be by secret ballot; an affirmative vote of 
     two-thirds (2/3) of the members present being necessary to declare the office vacant.  Except in instances of 
     gross misconduct by the Pastor so excluded from office, the church will compensate the Pastor with not less 
     than one-twelfth (1/12) of his total annual compensation.  The termination shall be immediate and the 
     compensation shall be paid within thirty (30) days.
9. The ministerial staff shall be called and employed as the church determines the need for such offices.  A job 
    description shall be written when the need for a staff member is determined.  Those staff members of whom 
    the church requires evidence of a personal call of God to minister shall be recommended to the church by the 
    Ministerial Staff Search Ministry Team (MSSMT) and called by church action. This procedure is set forth at 

    page 36 of the Church Operation Manual.
10.  Any ministerial staff member may resign their position by giving notice of resignation to the church.  If 
      possible, the ministerial staff member shall continue to serve for two (2)  weeks if the church desires such 
      service.
11. The church may vote to vacate ministerial staff positions upon recommendation of the Administrative 

      Ministry Team and Deacons, such termination being immediate, and the compensation conditions being the 
      same as for the Pastor, except that the amount shall relate to the individual’s compensation.  See Church 
      Operations Manual,  Article VIII, Sections 3 and 4.
12.  Non-ministerial staff members shall be employed as the church determines the need for their services.  The 
      Personnel Ministry Team shall have the authority to hire non-ministerial staff.  The Personnel Ministry Team 

     and/or the Pastor shall have the authority to terminate services of non-ministerial staff members. Such 
     employment and termination of services shall be with the advise and consent (if possible) of the supervising 
     staff member and in consultation with related Ministry Teams and Deacons.  The church shall be informed of 
     all hiring and terminations of non ministerial staff members.
ARTICLE IX.  
DEACONS

Section 1.



The principle function of the Deacons at First Baptist Church, in accordance with the meaning of the work and practice in the New Testament, is to be servants of First Baptist Church.  The Deacons’ objective is to serve with the Pastor, church staff and church leadership in leading the church in the achievement of its PURPOSE:  TO GLORIFY GOD BY ACCOMPLISHING THE CHURCH’S OBJECTIVES THROUGH WORSHIP, FELLOWSHIP, EVANGEALISM, DISCIPLESHIP, MINISTRY, MISSIONS AND ADMINISTRATION.


Deacons are responsible to the church

1. Before any person is recommended to the church to serve as a Deacon, that person shall have agreed to be placed under the watch-care of the church for a period of one (1) year.  During this one (1) year period, he will demonstrate that he meets the qualifications to be a Deacon as hereinafter set forth.

2. To be a Deacon at First Baptist Church, the candidate must demonstrate that he is fulfilling the requirements set forth in the New Testament for a Deacon as well as the requirements that have been adopted by our church and derive from these Scriptures.  These requirements are found at Acts 6:3 and I Timothy 3:8-13.

A. Acts 6:3 states, “Wherefore, brethren, look ye out among ye seven men of honest report, full of the Holy Ghost and wisdom, whom we may appoint over this business.”

B. I Timothy 3:8-13 states, “(8) Likewise, must the deacons be grave, not double tongued, not given to much wine, not greedy of filthy lucre; (9) Holding the mystery of the faith in a pure conscience. (10) And let these also first be proved; then let them use the office of a deacon, being found blameless.  (11) Even so must their wives be grave, not slanderers, sober, faithful in all things.  (12) Let the deacons be the husbands of one wife, ruling their children and their own houses well.  (13) For they that have used the office of a deacon well, purchase to themselves a good degree, and great boldness in the faith which is in Christ Jesus.”

3. From these verses, the church has determined that the following are the attributes that qualify a 

      man to be a Deacon at First Baptist Church:

A. One who is full of the Holy Spirit and wisdom;

B. One who practices the tithe;

C. One who abstains from the use, sale or promotion of alcohol as a beverage;

D. One who has been a member of First Baptist Church for at least one (1) year and has been tested;

E. One who seeks to build and maintain Christian harmony;

F. One who seeks ways to proclaim the Gospel to believers and non-believers;

G. One who seeks ways to meet the needs of the members of First Baptist Church;

H. One who demonstrates care for the sick, elderly and others in need;

I. One who is faithful in attendance at worship services, prayer meetings, Sunday School and other scheduled activities in the life of First Baptist Church;

J. One who is worthy of respect, sincere, abstains from alcohol as a beverage; and one who does not pursue dishonest gain;
K. One who keeps hold of the deep truths of faith with a pure conscience;

L. One whose wife is worthy of respect, not a malicious talker but temperate and trustworthy in everything, is a spiritual example and a member of the church;

M. The Deacon should be the husband of only one wife.  Together they should manage their children and their household well. 

4. Once recommended by the Deacons, elected by the church and ordained, the Deacon shall serve for life unless he becomes disabled or is disqualified as set forth hereinafter.
5. If any elected Deacon is failing to live up to any of the qualifications listed above, the Chairman of Deacons shall in strict confidence be made aware of this situation.  It shall be the responsibility of the Chairman of Deacons or Deacons appointed by the Chairman to promptly contact that Deacon out of love and a genuine concern for the man to determine if there is a basis for any perceived shortcoming or failure.  If the Chairman or Deacons appointed by him determine there is no basis supporting the allegation or that the Deacon has confessed and repented of the failure, no further action will be required.  Otherwise, the Chairman will report back to the Deacon body at the next regular meeting with a recommendation as to the action he deems appropriate.  The Chairman’s recommendation shall serve as a motion and second.  Brief discussion will follow with a vote taken that night.  If any action is taken, the Deacon will be immediately notified by the Chairman of the action taken.  All discussions are to be held in absolute confidence and designed to build up the body of Christ, First Baptist Church.

6. A copy of this section of the Church Guidelines will be hand-delivered to every Deacon and to every man under the watch-care of the church and will be noted in the minutes of the meeting following delivery of the Guidelines.  The date delivered, and by whom delivered, shall be recorded.  It will be the Vice-Chairman’s responsibility to oversee this process.

7. The officers of the Deacon body shall be (1) Chairman; (2) Vice-Chairman; (3) Secretary.  Each officer shall be elected annually at the regular October meeting as provided in the Operations Manual.  No officer will serve more than two (2) years consecutively.

8. The Chairman of Deacons shall be responsible for the following:

A. Work closely with the Pastor, all church staff, ministry team leaders and all other church leaders to promote the vision, purpose and objectives of the church as set out in the Bible, the Church Constitution, Guidelines and the Church Operations Manual.

B. Conduct all Deacon meetings in an orderly and productive manner with a keen focus on the spiritual well-being of the church body and the servant calling of the Deacons;

C. Seek to assist all Deacons to find a position of leadership in the church that reflects their gifts, abilities, passion and calling.

9. The Vice-Chairman of Deacons shall assist the Chairman to fulfill his responsibilities as set out above and perform other functions set forth herein or assigned to him by the Chairman.  In the absence of the Chairman, the Vice-Chairman shall serve in his place.

10. The Secretary of Deacons shall be familiar with the Church Guidelines and the Church Operations Manual as they relate to the Deacons.  He shall inform the Chairman and Vice-Chairman of all upcoming dates that require action from the Deacons so that all elections and services to be performed by the Deacons will be timely and orderly.  He shall also record the minutes of the meetings, assist the Chairman and Vice-chairman whenever asked and assist in every possible way to assure orderliness on the part of the Deacons and their ministry.

11. Deacon Emeritus:  This title may be bestowed upon a Deacon who has provided faithful service as a Deacon to the church for at least ten (10) years, is over sixty-five (65) years of age and is incapacitated by physical limitations.  All attendance requirements are waived and he retains his voting privileges.  This position may be offered to those men who qualify in the sole discretion of the Deacons with church approval.  The Deacon may decline the position and choose to continue to serve in his capacity as Deacon.  This would in no way bar him from being offered the honorary position at a later time if attendance becomes difficult.
ARTICLE X.
OTHER CHURCH LEADERSHIP POSITIONS

The following is a list of the other church offices.  The person who fills each of these offices will be elected annually or until their successor is elected, whichever shall last occur.  The area of responsibility for each office is set out in the Church Operations Manual. 
1. Moderator

2. Church Clerk

3. Church Treasurer

4. Organist

5. Pianist

6. Sunday School Director

7. Other Sunday School Offices

8. Discipleship Training Director

9. WMU Director

10. Brotherhood Director

11. Nursery Co-Coordinator
ARTICLE XI.

AMENDMENTS TO CONSTITUTION AND GUIDELINES
Section 1.


Amendments, additions or deletions to the Constitution or Guidelines may be presented for church approval at a regular business meeting of the church provided:

A. Each modification shall have been presented in writing at a previous business meeting; and,

B. copies of the proposed amendment(s), addition(s) or deletion(s) were available to each church member present at the previous business meeting; and,

C. Copies were published in The Illuminator and posted on the church web site during the week prior to the meeting at which the vote will be taken;

D. If it is not practical to publish the amendment(s), addition(s) or deletion(s) in The Illuminator, the Illuminator shall give notice that the modifications are posted on the web site and state that a copy is available to any church member from the church office.
E. Notice of the vote on the amendment, addition or deletion shall be published in The Illuminator and posted on the church web site during the week preceding the vote.
  Amendments to the Constitution shall be by a two-third (2/3) majority of church members present and voting.  Amendments to the Guidelines shall have a concurrence of a simple majority of the members present and voting.

Section 2.


Amendments to the Constitution or the Guidelines may be initiated by any church member and will come to the church for a vote after:

A. Discussion by the Administrative Ministry Team and the Constitution, Guidelines and Operations Manual  Ministry Team; and,
B. The wording of the amendment, deletion or addition has been drafted by the CGOM Ministry Team; and,

C. Discussion by the  Deacons; and,
D. After having been presented to the church after notice and publication as set forth above.

The actual change that is approved by the church to the Constitution and/or Guidelines will be referred 
to the Constitution & Guidelines Ministry Team and they shall be responsible to physically make the change in the Church Operations Manual, working with the church secretary.
Section 3.


Voting shall be by secret ballot with abstentions not considered as ballots cast.
Section 4.


The Constitution and Guidelines will be reviewed annually by the Administrative Ministry Team and by the Constitution, Guidelines and Operations Manual  Ministry Team.

Section 5.
Repeal


Upon adoption of these Articles of Guidance, all previously adopted policies and procedures in conflict with it are repealed.

ARTICLE XII.
ETHICS/CONFLICTS OF INTEREST

Section 1.


Members of the church are encouraged to avoid even the appearance of impropriety regarding conflicts of interest in any business transactions involving the church.  Leadership positions are never to be used for personal gain.  Any member of First Baptist Church who has a formal business relationship with any church leader, vendor or service provider should disclose the nature of the relationship prior to the commitment of any church funds to/from that leader, vendor or service provider.  Family connections with vendors or service providers should also be disclosed.  Disclosure must be made to the Administrative Ministry Team.  Church leaders who are involved in such business or family relationships should abstain from any vote regarding the award of any contract, pay or other compensation to or from the member/business associate, vendor or service provider.

ARTICLE XIII.
PRINCIPAL OFFICE
Section 1.  

The principal office of First Baptist Church Whitesburg shall be located at the First Baptist Church with an address of 170 Madison Avenue, Whitesburg, Kentucky 41858.  First Baptist Church may have other offices, either within or without the Commonwealth of Kentucky, as the business of First Baptist Church may require from time to time.
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ARTICLE VII
OPERATIONS MANUAL

This manual contains church operating policies, procedures and mandates of a more specific nature than are contained in the Constitution and Guidelines.  If any provision herein is in conflict with the Constitution and/or Guidelines, the provisions in the Constitution and/or Guidelines shall prevail.
It shall be the responsibility of the Constitution, Guidelines and Operations Manual Ministry Team (CGOM) to review the minutes of the church business meetings on a quarterly basis and revise the Operations Manual accordingly.  All modifications to the provisions in the Operations Manual shall note the date of adoption by the church and the person making the changes.  Old provisions shall be preserved for future reference.
To the extent possible, the Article headings in this Operations Manual are consistent with the Article headings in the Guidelines.

AMENDMENTS, ADDITIONS AND/OR DELETIONS 


Amendments, Additions and/or Deletions to the operations Manual may be initiated by any church member or church organization.  To initiate action to modify the Operations Manual, the following process will be followed:

A. The Pastor or Moderator shall be notified of the proposed modification.  It is preferable that notice be in writing and given at least one week prior to the business meeting at which the modification may be presented.

B. The Pastor or Moderator shall determine whether or not the modification is of a significant nature.

C. If he concludes that the modification is significant, he will refer to the appropriate staff person, Ministry Team, CGOM Ministry Team, Deacons and/or other church members as he deems reasonable for a full evaluation and vetting of the modification.

D. If the Pastor or Moderator does not conclude the modification is of a significant nature, it may be presented at any regular business meeting.  

E. In no event will this process delay the presentation of the proposed modification for more than one business meeting.

F. Once presented by motion and second, the modification will be discussed and appropriate action taken.  If voted upon, the motion will carry if a majority of those present and voting approve the motion as finally presented to the church for a vote.  Simple majority of those present and voting shall carry the motion.

G. Once approved, the modification shall be given to the CGOM Ministry Team for inclusion in the Operations Manual. 
ARTICLE II.  SECTION 8.   CHURCH MINISTRY TEAMS
In an effort to promote Ministry Teams (Small Groups), the Constitution, Guidelines and Operations Manual Ministry Team (CGOM) recommended and the Church hereby adopts a new structure to enable a concentrated review of Ministry Teams at First Baptist Church.  This new structure will not change the way the current Ministry Teams (committees) are functioning in the Church.

This proposal has been presented to the Deacons and they have agreed to participate in the Leadership Teams described below.

The church approves the following structure.  This structure will function for six months.  At the end of six months, each Leadership Team (described hereafter) will present a plan to the church.  This plan will:

A. Define the purpose of the church that the particular Leadership Team is seeking to promote and/or accomplish;

B. The plan will state the defining practices the Leadership Team proposes to implement to accomplish the Leadership Team’s purpose;

C. These defining practices will set forth the methods the Leadership Team and corresponding Ministry Teams will use to accomplish its purpose;
D. The plan will recommend the Ministry Teams needed to accomplish the Leadership Team’s purpose;
E. The plan will provide criteria for serving on the different Ministry Teams and will recommend the direction and time frames to get the Ministry Teams up to speed;
F.  At the end of the initial six months period, the team  will make recommendations for the work of the Leadership Team during the next period.  These recommendations shall be presented as an amendment or revision of this section of the Operations Manual for church approval.
1. Each Leadership Team’s team leader or his designated representative will be responsible to report to the Deacons every month at the regular Deacon meeting and to the church in person at every regular business meeting during the initial six months period.  This report will inform the church of the work each leadership team has accomplished during the preceding month and the direction of its work for the future.  In the months that there is no regular business meeting, the team leaders shall post a report on the church web site.
2. The first team leaders of each Leadership Team have been chosen by CGOM  in consultation with our Pastor and with the approval of the Deacons.  These team leaders have agreed to serve for a minimum of six (6) months.  

3. The members of the Leadership Teams shall be chosen by the team leaders in consultation with each other, the Pastor and the Deacons.  If any church member is interested in serving on a Leadership Team, please discuss with the team leader. Please note that because of the nature of the work and the time involved, Leadership Teams will have no more than three to five (5) members. 

4. Each Leadership Team will meet as often during the month as the team deems necessary to accomplish fellowship, discipleship and task during the month.  The Leadership Teams will adopt and develop the Ministry Team approach (fellowship, discipleship and task) as it meets and performs the purpose for which it is established.

5. Each team leader from the leadership teams will meet with the other team leaders at least monthly and will also meet as a ministry team by promoting fellowship, discipleship and task during its meeting.  At these meetings, each team leader will update the other team leaders about the work of his Leadership Team. Each team leader is encouraged to help the other team leaders to promote synergy among the different teams.

6. The six Leadership Teams and the team leaders are as follows:  You will note that these six Leadership Teams are consistent with the purposes of First Baptist Church.

A.  Worship Ministry Teams



 Gene Smallwood
B.  Discipleship/Fellowship Ministry Team


 James Hubbard

C.  Evangelism Ministry Team



 To Be Announced


D.  Member Ministry Team




 Fred Hall


E.  Administration Ministry Team



 Steven C. Sexton


F.  Mission Ministry Team




 To Be Announced

7. The existing Ministry Teams (Committees) at First Baptist Church, Whitesburg will be grouped initially under the six Leadership Teams as follows: These groupings may be changed by the Leadership Teams after the Teams meet and consider their purpose.
WORSHIP MINISTRY TEAMS

A. Audio Ministry Team;

B. Visual Ministry Team;

C. Ushers Ministry Team;

D. Music Ministry Team;
DISCIPLESHIP/FELLOWSHIP MINISTRY TEAMS

A. Sunday School Leadership Ministry Team;

B. Adult II Department Ministry Team; Winsome Class, Minnie Hawk Class, Adult Ladies, Adult II Class, Follace Fields Class;

C. Adult I Department Ministry Team; Adult I Class, Adult III Class, Adult IV Class, Seekers Class, Believers Class, College/Career Class, Lord, I want to Know You Class;

D. Youth Department Ministry Team: 11th and 12th Grades class, 9th and 10th Grades Class, 8th Grade Class, 7th Grade Class;

E. Preschool/Children Department Ministry Team; 6th Grade Class, 5th Grade Class, 3rd and 4th Grades Class, 2nd Grade Class, Kindergarten and 1st Grade Class, 3 – 5 Years Old Class, Crib to 2 Years Old Class;

F. Welcome Center Ministry Team;

G. Van and Bus Drivers Ministry Team;

H. Discipleship Training Ministry Team;

I. Vacation Bible School Ministry Team;

J. Bible Drills Ministry Team;

K. Children’s Church/Team Kid Ministry Team;

L. Children Ministry Team;

M. Youth Ministry Team;

N. Young at Heart Ministry Team;

O. Women’s Ministry team;

P. Brotherhood Ministry Team;

Q. Nursery Ministry Team;

R. Church Activities Ministry Team;

EVANGEALISM MINISTRY TEAMS

A. Love Grows A Church Ministry Team 1;

B. Love Grows A Church Ministry Team 2;

MEMBER MINISTRY TEAMS

A. Transportation Ministry Team;

B. Women’s Mission Union Ministry Team;

C. Grief Ministry Team;

D. Bereavement Ministry Team;

E. Prayer Chain Ministry Team;

F. Stephanas Ministry Team;

G. Membership Placement Ministry Team;

H. Inactive Members Ministry Team;

I. Widows and Shut Ins Ministry Team;

J. New Member Follow Up Ministry Team;

K. Crisis’ Intervention Ministry Team;

L. Hospital Visitation Ministry Team;
M. College Students Ministry Team;
ADMINISTRATION MINISTRY TEAMS

A. Personnel Ministry Team;

B. House and Grounds Ministry Team;

C. Stewardship Ministry Team;

D. Counting Ministry Team;

E. Office Technology Ministry Team;

F. Constitution, Guidelines and Operations Manual Ministry Team;

G. Decorating Ministry Team;

H. Baptism Ministry Team;

I. 100 Year Anniversary Ministry Team;

J. Family Life Center Ministry Team;

K. Challenge to Build Ministry Team;
L. Trustees Ministry Team;

M. Transportation Ministry Team;

N. Special Events Ministry Team;
MISSION MINISTRY TEAM

A. Benevolence Ministry Team;

B. Food Pantry Ministry Team;

C. Letcher Manor Ministry Team;

D. Whitesburg Housing Authority Ministry Team;

E. Angel Food Ministry Team;

F. Operation Christmas Child Ministry Team;

G. Missions Trips Coordinating Ministry Team;
8.  The descriptions of existing Ministry Teams (Committees) that follow have been approved by past church 
     action and are stated in the current Operations Manual. Each ministry team listed above shall be examined    

     and evaluated as set forth above.
9.  No changes in the function or operation of these teams shall occur until a report and recommendation is 
     made to the church and approved by the church.  The procedure to be followed is the same as stated in the 
     Amendment, Addition and Deletion portion of the Article VII at the beginning of this Operations  Manual.
10.  Existing team members shall remain as constituted for the current church year unless the Leadership  

      Ministry Teams make a recommendation that the members rotate as usual.  Any Ministry Team member 
      may resign and vacancies may be created by non participation.  When vacancies occur, the Leadership 
      Ministry Team that is evaluating that ministry team shall recommend new team members to the church for 
     approval.
11. The following descriptions of Ministry Teams (Committees) have been derived from existing descriptions.  
      These descriptions will be reviewed by the Leadership Teams to assure that each team’s description 
      complies with the vision, purpose and objectives of  First Baptist Church.  Some teams listed above have no   

     description.  Some teams have two descriptions.   Leadership teams shall address this fact and make  

     recommendations as it deems appropriate to accomplish the vision, purpose and objectives of the church.
AUDIO-VISUAL TEAM

PURPOSE:
Operate and maintain all sound and video equipment in the church.

MEMBERS:
Three (3) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.

RESPONSIBILITIES:
A.  Enlist, train and schedule operators for all church events that require sound operators.
B. Maintain all audio-visual equipment.
C. Inventory and safeguard all equipment.
D. Produce duplicates of audio or video tapes for ministries.

E. Oversee the broadcasting of services.

F. Prepare an annual budget for repairs, maintenance, and new equipment for the Stewardship Team.

GREETERS AND USHERS TEAM
PURPOSE:
To assist members and guests at all church services and to help them to be comfortable.

MEMBERS:
Fifteen (15) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.
RESPONSIBILITIES:

1.
The Chairman will enlist and instruct ushers and greeters at all church services.

2.
Assure that the facilities are comfortable and in good physical order before each service.

3.
Check to make sure offering plates, bulletins, hearing devices, and other aids are in place before services.

4.
Greet people and provide them with bulletins.

5.
Greet guests and provide them with guest packets.

6.
Help seat people when needed.

7.  
Take care of reserved seats.

8. 
Provide guest cards, voting ballots, gifts, etc., as needed during the service.

9.
Give directions and answer questions.

10.
Introduce guests to other members.

11.
Create an atmosphere of genuine welcome and love for all.

12.
Take up the church offerings.

13.
Assist with special needs such as wheelchairs and hearing devices.

14.  
Clean the sanctuary, after each service, of excess bulletins, trash, etc. in the pews and floor.

VACATION BIBLE SCHOOL TEAM

PURPOSE:
Oversee the church and mission Vacation Bible Schools each year.

MEMBERS:
Three (3) people elected by the church to serve for three (3) years with one-third (1/3) rotating each year.  The chairperson will serve as the Vacation Bible School Director.

RESPONSIBILITIES:

1.
Work with the church staff to organize and plan all Vacation Bible Schools.

2.
Fill all Vacation Bible School leadership positions.

3.
Provide training opportunities for all leaders.

4.
Provide for meals and housing of visiting mission groups as needed.

5.
Work with and oversee summer mission workers.

6.
Order materials and supplies.

7.
The Vacation Bible School Director shall supervise paid summer workers, mission groups, and Vacation Bible School staff.

8.
Prepare a budget annually to present to the Stewardship Team.

DECORATING TEAM
PURPOSE:
Oversee the decorating of the church on Sundays and special occasions.

MEMBERS:
Three (3) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.

RESPONSIBILITIES:

1.
Provide for the placement and removal of flowers and other decorations for all church services.

2.
Decorate and remove decorations for special occasions such as Christmas, Easter and Thanksgiving.

3.
Assist other ministry teams in decorating for fellowships and activities.

4.
Prepare an annual budget for decorations and flowers to be presented to the Stewardship Team.

BAPTISM TEAM
PURPOSE:
To assist in the administering of the ordinance of baptism.

MEMBERS:
Six (6) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.  Three (3) members will be females and three (3) members males.

RESPONSIBILITIES:

1.
Work with the pastor in determining the date for baptism and contacting the candidates in advance to assist them in preparation for baptism.

2.
Assist the candidates before, during and after baptism.  Show each candidate the dressing room.  Provide robe, towels and handkerchief.  Answer any questions he/she may have.

3.
See to the proper care and maintenance of baptismal robes and other supplies.

4.
Assist the candidates in and out of the pool and their dressing rooms. 
5.
Assist the pastor before and after the baptism.

6.
Order new supplies and materials as needed.

7.
Make sure the baptistery is filled before each baptism.

8.
Work with the office staff to see that a baptismal certificate is prepared before the service.  Present the certificate to the candidate following the baptism.

9.
Prepare a budget for the Stewardship Team.

FELLOWSHIP AND ACTIVITIES TEAM
PURPOSE:
To plan and conduct church wide fellowships and activities, and to support the fellowships and activities of other ministry teams.

MEMBERS:
Six (6) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.

RESPONSIBILITIES:

1.
Plan and conduct churchwide fellowships and activities not already sponsored by other ministry teams.

2.
Assist other ministry teams in the church with the planning and conducting of their activities at their request.

3.
Develop Christian character, church loyalty and spiritual growth through Christian fellowships and recreational activities.

4.
Prepare an annual budget for the Stewardship Team.

TRANSPORTATION TEAM
PURPOSE:
Oversee the transportation ministry of the church.

MEMBERS:
Three (3) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.

RESPONSIBILITIES:

1.
Provide a mileage and maintenance log for each vehicle.

2.
Oversee the regular maintenance and repairs of the vehicles.

3.
Evaluate and plan for the replace or purchase of additional vehicles.

4.
Promote and support transportation as a ministry of the church.

5.
Maintain an ongoing schedule for the use of vehicles.

6.
Enlist drivers as needed and provide safety training.

7.
Prepare an annual budget for the Stewardship Team.

BENEVOLENCE TEAM
PURPOSE:
To study the benevolences of church families and community members, to design a plan for meeting the needs, and to administer the plan.

MEMBERS:
Three (3) people appointed by the Deacons each year.  The deacon body shall oversee the benevolent work of the church.

RESPONSIBILITIES:

1.
Work closely with the staff and deacons to administer the benevolence ministry of the church.

2.
Establish guidelines for considering requests for help and investigate all requests as much as possible.

3.
Provide assistance as determined from the benevolence budget.  For special situations, make recommendations to the Deacons and the church body.

4.
Locate available community agencies and ministries that provide various types of assistance and refer to these agencies as needed.

5.
Prepare an annual budget for the Stewardship Team.

PERSONNEL TEAM
PURPOSE:
To assist the church in matters related to all employed personnel administration.

MEMBERS:
Six (6) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.

RESPONSIBILITIES:

1.
Survey the need for additional church staff positions.

2.
Prepare and update, as necessary, position descriptions for all employed personnel.

3.
Prepare and maintain personnel policies.

4.
Recruit, interview and recommend to the church prospective personnel.

5.
Develop and recommend to the Stewardship Team salaries and benefits for employed personnel.

6.
Oversee the performance of all non-ministerial personnel.

7.
Assist in handling conflict resolution involving employed personnel.

HOUSE AND GROUNDS TEAM
PURPOSE:
To oversee the use, protection, maintenance and repair of all church buildings, grounds and equipment.

MEMBERS:
Six (6) people elected by the church for three (3) years service with one-third (1/3) rotating off each year. 
RESPONSIBILITIES:

1.
Oversee the maintenance and repair of all church facilities, grounds and equipment. 
2.
Oversee the maintenance and custodial personnel.

3.
Make recommendations or take action in emergency situations involving church facilities, grounds and equipment.

4.
Prepare an annual budget for the Stewardship Team to include replacing worn out equipment, repairs, maintenance, landscaping, and protection of church property.

STEWARDSHIP TEAM
PURPOSE:
To help the church accomplish its mission by developing in members an understanding of Biblical stewardship.  To lead members in a commitment to a planned, year-round program of stewardship.
MEMBERS:
Six (6) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.
RESPONSIBILITIES:

1.
To receive recommended budgets from various church ministries and determine budget needs for the year.

2.
Prepare a budget for each year, January 1 through December 31, to be presented to the church for approval before December of each year.

3.
Copy and make available the budget for all church members.

4.
Review church expenditures prior to the regularly scheduled business meeting each month.

5.
Report monthly to the church.

6.
Develop in members an understanding of Biblical stewardship and lead members in a planned, year-round program of stewardship.
COUNTING TEAM
PURPOSE:
Oversee the processing of all financial receipts.

MEMBERS:
Three (3) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.

RESPONSIBILITIES:

1.
Count all money received in offerings.

2.
Deposit the money in the bank.

3.
Furnish deposit slips for the church treasurer.

4.
Prepare a weekly offering report for the church.
5.
Recruit substitutes to fill in when counting members are absent.

TRUSTEES
PURPOSE:
To serve as the legal officers of the church.

MEMBERS:
Six (6) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.

RESPONSIBILITIES:

1.
Upon the specific vote of the church authorizing each action, trustees shall have the power to buy, sell, mortgage, lease, or transfer any church property.

2.
When the signature of trustees are required, they shall sign all legal documents to church approved matters.

CONSTITUTION, GUIDELINES AND OPERATIONS MANUAL MINISTRY TEAM (CGOM)
PURPOSE:
To maintain the church’s constitution and by-laws.

MEMBERS:
Three (3) people elected by the church for three (3) years service with one-third (1/3) rotating off each year.

RESPONSIBILITIES:

1.
To inform the church body and individuals, as needed, of applicable constitutional provisions.

2.
To draft amendments to the constitution or by-laws as required for approval by the church.

3.
To periodically review the constitution and by-laws and make recommendations for change to the church.

HOMEBOUND TEAM
PURPOSE:
To minister spiritually and socially to church members who are shut-in and unable to attend church services.

MEMBERS:
As many as needed to care for the homebound.
RESPONSIBILITIES:

1.
Visit regularly with the person assigned to you.

2.
Make contact regularly by mail or telephone.

3.
Assess needs and assist the church in meeting the homebound needs.

4.
Make available church and Sunday School materials.

5.
Report regularly to the church homebound director.

6.
Work with the Director to prepare an annual budget for the Stewardship Team.

MISSIONS TEAM
PURPOSE:
Oversee the missions ministry of the church. 
MEMBERS:
Three (3) people elected by the church for three (3) years service with one-third (1/3) rotating off every year.  Church WMU and Brotherhood Directors shall be a part of this team.

RESPONSIBILITIES:

1.
Serve as a liaison between the mother church and any mission churches.

2.
Study and bring recommendations on new mission work, mission areas, and mission projects.

3.
Promote mission activities in the church program including missions’ offerings and mission projects. 

4.
Prepare an annual budget to present to the Stewardship Team.

LORD’S SUPPER TEAM
PURPOSE:
To assist the pastor and congregation in the observance of the ordinance of the Lord’s Supper.

MEMBERS:
Three (3) people elected by the church to serve three (3) years with one-third (1/3) rotating off every year.

RESPONSIBILITIES:

1.
Maintain an adequate inventory of materials and supplies.

2.
Determine equipment needs and make recommendations to the church.

3.
See that all equipment and materials are in place prior to each observance of the Lord’s Supper.

4.
See that all equipment is gathered, cleaned, and stored after each observance of the Lord’s Supper.

5.
Work with the pastor to determine the dates and times of the Lord’s Supper service.

SECTION 2.
House and Grounds Ministry Team

MEMBERSHIP:
This team shall consist of four (4) members.  Each person is to be elected for a maximum length of service of four (4) years.  Each year one-fourth (1/4) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. Responsible for use, safe keeping, protection, maintenance and repair of the buildings, grounds, operating facilities, support systems and equipment.

2. Responsible for seeing that all the equipment is maintained.

3. Make recommendations, or take actions should emergency necessitate, regarding replacement of worn-out items of equipment, landscaping, care of grounds, maintenance of safe conditions and parking facilities.  

4. Arrangements for use of the church must be made through the Pastor or the House & Grounds Ministry Team Chairperson as outlined in the Church Operations Manual.  

5. Prepare an annual budget for recommendation to the Stewardship Ministry Team.

SECTION 3.
Stewardship Ministry Team

The responsibilities of this team are being revised as a result of the formation of the Administrative Ministry Team.  Once revised, the description of responsibilities will be presented to the church for approval.  In the meantime, this team will perform as requested by the Administrative Ministry Team and as it has in the past.


The policy for purchase remains the same and is as follows:

1. 0-$50 may be approved by Administrative Staff

2. $50.01-$250.00 may be approved by Ministerial Staff

3. $250.01-$500.00 may be approved by FBC Pastor.

4. $500.01-$1000.00 may be approved by Finance Committee.

5. $1000.0l and up must be approved by the Church.

The exception to the above would be any regular monthly bills such as utilities,

salaries, etc.

SECTION 4.
Counting Ministry Team
MEMBERSHIP:
This team shall consist of three (3) members and alternates as determined by the church.  Each person is to be elected for a maximum length of service of three (3) years.  Each year one-third (1/3) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. Count all money.

2. Deposit the money in the bank.

3. Furnish deposit slips to the Church Treasurer.

4. Prepare a weekly report slip for the church for all offerings.

SECTION 5.
Trustees

The Trustees shall consist of seven (7) members which serve as legal officers for the church.  Upon specific vote of the church authorizing each action  (see Article VI of the Guidelines for a more complete description of the church action required), they shall have the power to buy, sell, mortgage, lease or transfer any church property.  When the signature of trustees are required, they shall sign all legal documents to church approved matters.


Each person is to be elected for a maximum length of service of seven (7) years.  Each year one-seventh (1/7) of the positions shall expire on a rotating basis.


It is recommended that the person in his/her third year of service be the Secretary of Trustees, and the person in his/her last year of service serve as Chairman of Trustees.

SECTION 6.
Office Technology Ministry Team

See Article II, Section 10 of the Guidelines.


The other responsibilities of this ministry team are under consideration and will be presented to the 

church when completed.

SECTION 7.
Constitution, Guidelines and Church Operations Manual Ministry Team

MEMBERSHIP:
This team shall consist of four (4) members.  Each person is to be elected for a maximum length of service of four (4) years.  Each year one-fourth (1/4) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. To apprise the church, officers, staff and ministry teams of applicable constitutional, By-laws and Operations Manual provisions as required.

2. To draft amendments to the Constitution, By-laws and Operations Manual as required for approval by the church.

3. Oversee the development, organization and maintenance of the Church Operations Manual.

4. Annual review of the church business minutes is recommended.

SECTION 8.
Audio-Visual Ministry Team
MEMBERSHIP:
This team shall consist of three (3) members.  Each person is to be elected for a maximum length of service of three (3) years.  Each year one-third (1/3) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. Care and use of all audio-visual equipment, including the sanctuary public address system.

2. Cooperate with the Pastor in giving every help in the optimum use of broadcast time for the church.

3. Produce duplicates of taped church services as needed for ministries.

4. Supervise expenditures of audio-visual budget.

5. Prepare an annual budget for recommendation to the Stewardship Ministry Team.

SECTION 9.
Ushers Ministry Team
MEMBERSHIP:
The Ushers Ministry Team shall consist of twelve (12) members.  Each person is to be elected for a maximum length of service of four (4) years.  Each year one-fourth (1/4) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. Enlist and instruct ushers and greeters to serve at all services of the church.

2. Assure that the auditorium is in comfortable physical order before each service.

3. Check to make sure offering plates, orders of worship and other needed aids are in place.

4. Greet people and provide them with an Order of Worship.

5. Create an atmosphere of genuine welcome and concern for all in attendance.

6. Seat people according to their wishes or as seats are available.

7. Take care of reserved seats.

8. Provide visitors’ cards as requested.

9. Be attentive to the needs of people during services and maintain proper temperature control.

10. Give direction and answer questions as needed.

11. Introduce visitors to nearby members and leaders.
SECTION 10.
Music Ministry Team
MEMBERSHIP:
The Music Ministry Team shall consist of four (4) members.  Each person is to be elected for a maximum length of service of four (4) years.  Each year one-fourth (1/4) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. Assist the members of the music staff in developing the music program of the church and work with them on plans, procedures and programs.

2. Assist in providing pianists, organists, instrumentalists and choristers where and when needed.

3. Determine the need and recommend the procurement and maintenance of musical instruments.

4. In consultation with the Minister of Music, prepare an annual budget and recommend it to the Stewardship Ministry Team.

MUSIC EQUIPMENT USE POLICY
1. Any organization or group representing the church in an official function may use the music equipment according to these priorities:

(a) Church related organizations such as training, education, etc.

(b) Church organizational activities, parties, etc.

(c) Church members who request use of the equipment.

2. Persons outside the church membership may not borrow equipment.

3. Before any music equipment can be removed from the church, written permission must be obtained from the Music Ministry Team assigning one (1) person responsible for the equipment.

4. Equipment may be taken from the church only if it does not conflict with any inside church function.

5. Unless otherwise authorized, it is the responsibility of those taking equipment outside the church to make sure it is reassembled as found and to report any damages to the Minister of Music.

SECTION 11.
Welcome Center Ministry Team



Responsibilities are being prepared.  In the meantime, the five (5) individuals that make up this team will greet people as they come to Sunday School in a friendly and Christ-like manner.  Assist all visitors to advise to appropriate class.  Be helpful to visitors and members in every way possible.

SECTION 12.
Vacation Bible School Ministry Team
MEMBERSHIP:
This team shall consist of six (6) members.  Each person is to be elected for a maximum length of service of three (3) years.  Each year one-third (1/3) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. Work with the Minister of Education in organization and carrying out the church and mission Vacation Bible Schools of First Baptist Church.

2. Work in the role of a Membership Placement Ministry Team in the staffing and housing of the church Bible schools and help in filling positions in Mission Bible Schools unfilled by visiting mission groups.

3. Decide on and carry out Vacation Bible School procedure for ordering supplies.

4. Work with Minister of Education to determine any training, special emphasis or plans for Vacation Bible School program.

5. Help determine scheduling, refreshments, recreation, etc.

6. Work with Minister of Education to prepare an annual budget for recommendation to the Stewardship Ministry Team.

7. If possible, the team should be composed of persons who have children in Vacation Bible School or previous experience.

SECTION 13.
Decorating Ministry Team

MEMBERSHIP:
This team shall consist of six (6) members.  Each person is to be elected for a maximum length of service of three (3) years.  Each year one-third (1/3) of the positions shall expire on a rotating basis.

RESPONSIBILITES:

1. Suggest and recommend procedures for securing, arranging and disposing of flowers for church services.

2. Provide flowers for Sunday services.

3. Provide flowers for special services, such as Christmas and Easter.

4. Prepare an annual budget for recommendation to the Stewardship Ministry Team.

SECTION 14.
Baptismal Ministry Team
MEMBERSHIP:
The Baptismal Ministry Team shall consist of at least two (2) men and two (2) women.  Each person is to be elected for a maximum length of service of four (4) years.  Each year one-fourth (1/4) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. Meet with the candidates prior to each baptismal service as to their needs for baptism.

2. Assist candidates before, during and after the baptism.

3. Assist Pastor as requested.

4. See to the care of baptismal robes.

SECTION 15.
Church Activities Ministry Team
MEMBERSHIP:
This team shall consist of four (4) members.  Each person is to be elected for a maximum length of service of four (4) years.  Each year one-fourth (1/4) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. Plan and conduct church wide fellowship activities not sponsored by other organizations.

2. Prepare an annual budget for recommendation to the Stewardship Ministry Team.

SECTION 16.
Membership Placement Ministry Team
SECTION ??.
 Membership Placement Ministry Team 

This team shall be formed and begin to function on or before July 1 of each year.  This team shall be made up of the Pastor, Ministerial Staff, four (4) Deacons (selected by the Deacons at their June Meeting) plus four (4) other members of the church selected by the Deacons in consultation with the Pastor and Ministerial Staff.  The new team members will be presented to the church for approval at the June business meeting.


Members of the Membership Placement Ministry Team shall as soon as practical but no more 10 days after approved by the Church begin to meet.  A leader and secretary shall be elected as the first order of business.  Meetings will be scheduled and organized such that all vacancies are filled by September 1 of the new year.  A proposed list of individuals that will serve during the upcoming year will be presented to the church at a special meeting called for this purpose during August of each year.

RESPONSIBILITIES:

1. Select, interview and enlist church program officers, teachers and workers.

2. Screen volunteers before they are invited to serve.

3. Distribute volunteer leadership according to priority needs.

4. Fill vacancies.

5. Present volunteer leadership to the church for approval.

6. Select, interview and enlist members for all Church Ministry Teams.

7. Screen volunteers before they are invited to serve.

8. Determine number of members necessary for each team to function unless otherwise stated in the Church By-laws.

9. Fill vacancies.

10. Present nominations to the church for approval.

SECTION 17.
Love Grows A Church Ministry Team

Information will be prepared and submitted to the church at a later date.

SECTION 18.
Transportation Ministry Team
MEMBERSHIP:
This team should consist of four (4) members.  Each person is to be elected for a maximum length of service of four (4) years.  Each year one-fourth (1/4) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. Prepare an annual budget for recommendation to the Stewardship Ministry Team.

2. Work with the Minister of Youth, Minster of Education, Minister of Music and Mission Pastors.

3. Enlist drivers.

4. Constant evaluation and long range planning of bus replacement.

5. Consultation with bus mechanics, supervisor, etc. for needed recommendations for large, unexpected repairs.

6. Responsible for annual safety training.

7. Promotion and publicity of bus ministry.

8. Supervision of bus ministry.

9. Produce   guidelines for passengers on the bus.

10. Develop checklist for bus maintenance and designate someone (even if have to hire) to go over checklist every week.

First Baptist Church Transportation Policy

This is to inform all personnel who have the privilege of operating one of the Lord’s vehicles, the rules and regulations that go with this privilege.

(1) No one under the age of twenty-one (21) is permitted to drive a vehicle.  Summer workers are exempted upon written approval of the insurance company.

(2) All drivers are responsible for refueling vehicles before returning to the church.

(3) All drivers are responsible for cleaning any trash from vehicles after each trip.

(4) No food or drink is allowed on vehicles at any time with the exception of trips in excess of one hundred (100) miles.

(5) Smoking and chewing tobacco are prohibited.

PLEASE NOTE:  Any driver with more than sixteen (16) people on board a vehicle is subject, if caught, to a fine for operating without a commercial license.  In this event, the driver is responsible for paying the fine.

SECTION 20.
Preschool/Children’s Ministry Team
MEMBERSHIP:
This team shall consist of eight (8) members.  Each person is to be elected for a maximum length of service of four (4) years.  Each year one-fourth (1/4) of the positions shall expire on a rotating basis.

RESPONSIBILITIES:

1. See that Preschool Building is open and staffed for all church services and special meetings.

2. Recruit and enlist volunteer workers.

3. Recommend needed changes in equipment, personnel, etc.

4. Review annually the Preschool Policies, make necessary changes, and submit major changes to the church for adoption.

5. Prepare an annual budget for recommendation to the Stewardship Ministry Team.

POLICIES:

H. Children older than preschool age are not permitted in a preschool room at any time.  This procedure considers the children’s safety and enables teachers to provide activities which are suitable for the department.

I. A person under seventeen (17) years of age is not to be secured as a preschool worker in birth to three (3) year old department, unless supervised.

J. All preschool workers are to be adult members of First Baptist Church.

K. Each preschool department room should be considered as a separate department and the person in charge of each department will be responsible for planning of teaching in that room.

L. The Director and teachers of all preschool departments will consult the Nursery Coordinator or Chairperson of the Preschool Ministry Team before making any major changes in procedure.

M. A list of needed furnishings and equipment for any department will be submitted to the Chairperson of the Preschool Ministry Team for approval and consideration by the team.

N. The church custodian is responsible for keeping the floors, windows, halls and restrooms clean and sanitary.  Preschool workers will be responsible for the upkeep of toys and equipment and for keeping the rooms clean and in order.

O. Snacks may be served to toddlers, two-year-olds and three-year-olds during the extended session.  Snacks often consist of fruit juice and crackers.  Cokes and other carbonated drinks are not considered acceptable for preschoolers.

P. Preschoolers can be transferred to older departments within the preschool section according to their physical development.  The department director/teacher will make it known to the Nursery Coordinator and parents when children are ready to be transferred.

Q. Preschoolers, birth through three-year-olds, will remain for the extended session in the same room where they meet for Sunday School or Discipleship Training.

R. Organizations and groups which need the services of the Preschool Division must notify the Preschool Ministry Team at least one (1) week in advance by contacting the church office.

S. The Nursery Coordinator shall be responsible for the scheduling of nursery workers and distribution of equipment.

T. Adult Choir members and Children’s Church workers will not be used as preschool workers during the Morning Worship services and any other time that the Adult Choir is to perform, unless absolutely necessary.

PRESCHOOL PARENTS POLICIES:

1. Children, birth through five year old departments, and their teachers are the only persons permitted to stay in their departments.  Observing this policy will provide greater safety for the children and will enable the teacher/worker to provide activities to meet the needs and challenges of each child.

2. Children who show signs of illness, such as high temperature, cannot be accepted in the preschool room or department.  The workers have been instructed to notify the parents to pick up their children immediately if they show signs of illness while in a preschool room.  Workers will not give medication to any child.

3. Adults should bring and return for their children.  Parents should be prompt in picking up their children after church services.  Sometimes even the most well-adjusted child will become fearful or anxious if it is left after the other children have gone.

4. Bottles (preferably non-breakable) and baby food brought by the parents will be given to a child according to the parents’ instructions.  Juice and crackers will be provided for toddlers during the extended session unless parents specify otherwise.  Parents should inform preschool workers if any food allergies.

5. Diaper bags and other equipment which the child needs should be labeled.

6. parents must give any necessary information about the child and must notify workers where they can be reached in case of emergencies.

SECTION 21.
Youth Ministry Team
MEMBERSHIP:
This team shall consist of the following members:  Sunday School youth teachers, Discipleship Training youth teachers, Minister of Youth, and Minister of Music.

REQUIREMENTS:

1. Develop and demonstrate a genuine love and concern for youth.

2. Seek to support the total youth ministry program.

3. Attend planning meetings on a regular basis.

4. Be willing to attend training conferences when possible.

5. Use the designated curriculum properly each week.

6. Contact members and guests on a regular basis.

7. When you have the opportunity, spend time with youth at places other than church.

RESPONSIBILITIES:

1. Work with the Director of Youth (if available) to plan ministry for grades 7-12.

2. Assist youth in reaching their full potential in their relationship with God, their families, the Church and the world.

3. To reach out to the youth in our area.

4. Teach biblical principles.

5. Teach youth how to worship God.

6. Plan and organize youth activities.

7. Organize Sunday School and Discipleship Training classes.

8. Provide training.

SECTION 22.
Young at Heart Ministry Team


No description available.

SECTION 23.
Benevolence Ministry Team
MEMBERSHIP:
This team shall consist of three (3) members.  These members shall serve indefinitely or until they resign or are replaced.

RESPONSIBILITIES:

1. Administer the benevolence program of the church in coordination with the church office.

2. Screen requests for benevolence assistance.

3. Strive to be a witness in the community as a New Testament church while being good stewards.

4. Work within the guidelines specifically set out in the Church Operations Manual.

5. Prepare an annual budget for recommendation to the Stewardship Ministry Team.

SECTION 24.
Women’s Ministry Team

No description available.

SECTION 25.
Grief Ministry Team


No description available.

SECTION 26.
College Students Ministry Team

No description available.

SECTION 27.
Operation Christmas Child Ministry Team


No description available.

SECTION 28.
Stephanas Ministry Team

No description available.

RANDOM STATEMENT: It is the policy of the church to provide Gideon Bibles in memory of a church member or a member of their immediate family (i.e., spouse, child, mother, father, sister, brother, grandparents).  The number of Bibles to be placed are:


Church member (spouse, child) – 5 Gideon Bibles


Other family members – 3 Gideon Bibles
ARTICLE V. 
CHURCH FINANCES

SECTION 3.
ACCOUNTING PROCEDURES

A. The Stewardship Ministry Team is responsible for the oversight and administration of all church related financial transactions.

B. The church shall maintain a purchase order system for recording and tracking all purchases made for or  on behalf of the church.

a. Only those persons who are authorized by the church to make purchases for the church shall make purchases on behalf of the church.

b. All purchases must be within the purchase limits of the person making the purchase.

c. Before any purchase is made by credit card or by charge account, the church office shall be notified of the intended purchase and will assign a purchase order # for the purchase.
i. The expected amount of the purchase shall be recorded;

ii. The person making the purchase shall be recorded;

iii. The vendor from whom the purchase is made shall be recorded;

iv. The budget item to which the item will be charged shall be recorded;

d. If an item is purchased by a Church member and the member seeks reimbursement, the amount must be approved by the Stewardship Ministry Team or someone having approval authority for the amount of the purchase. 

e. All checks written from the checking accounts of the church and all charges shall have the information required in c. above recorded prior to the transaction.  If actual amounts are unknown prior to the transaction, best estimates will suffice.

f. In every instance that a charge is made to a charge account or to the church credit card, invoices will be delivered to the church promptly (within 24 hours of the transaction if possible).  For charges that result from and out of town trip, invoices must be delivered to the church promptly upon the groups return to Whitesburg.
C. There shall be no understandings or written arrangements covering church finances that are not made a part of this Operations Manual.  If situations arise that circumstances dictate action be taken that is not covered by these accounting procedures, corrections to these procedures to cover that situation shall be commenced as soon as practical.  In no event, are there to be any unspecific or non church approved procedures for handling the finances of the church.
D. A qualified person or firm with an accounting background using accepted accounting procedures shall be hired by the church to record and keep a record of gross receipts and every disbursement of the church.  A representative of the accountant shall attend the regular monthly stewardship meeting if possible.

E.  Individual giving records shall be kept solely by the Church Secretary and are to be kept in strictest confidence.
F. Bills shall be paid monthly and a report prepared monthly for review by the Stewardship Ministry Team at its regular monthly meeting.  This regular meeting should precede the regular monthly Deacons’ meeting. 

G. A financial report (monthly and year to date) shall be given to any church member that requests one and to all members that attend the regular business meeting.
ARTCILE VIII.
CHURCH MINISTERIAL STAFF

SECTION 1.
PASTOR

QUALIFICATIONS:  

In order to be the Pastor at First Baptist Church of Whitesburg, a man must:

A. Meet the qualifications in I Timothy 3:1-7;
B. Be a duly ordained minister of the gospel and a member of a Southern Baptist Church;
C. Believe in the principles of the Baptist Faith as described in the Articles of the Constitution and Guideline of First Baptist Church of Whitesburg;
D. Be a spiritual leader pursuant to the teachings of the New Testament;
E. Be familiar with and perform the responsibilities of the Pastor as set out in Article VIII. Sections 1 through 6 of the Church’s Guidelines.

RESPONSIBILITIES of the Pastor as he fulfills the role set forth in the Church Guidelines are:

A. Proclaim the gospel; plan and conduct the services of worship;
B. Lead in observance of the ordinances of baptism and the Lord’s Supper;
C. Conduct weddings, funerals, and dedications for church members and others as time allows.

D. Lead the church in a program of witnessing and caring for persons in the church and the community;
E. Visit members and prospects as time permits;
F. Train and lead Deacons in a program of proclaiming, caring, and building up the church family;
G. Serve as ex-officio member of all organizations, departments, and ministry teams;
H. Supervise church staff members according to the plan of staff organization; meet with the staff regularly to coordinate plans for ministry; provide for staff training and development;
I. Act as Moderator of church business meetings;
J. Cooperate with associational, state and convention leaders in matters of mutual interests when practical; inform the Church of denominational development;
K. Cooperate, at his discretion, in interdenominational and community programs; represent the church in civic matters;
L. Shall keep regular office hours and shall inform the church secretary as to how he may be contacted during regular business hours when he is not in the office;
M. Shall be available for counseling for Church members upon request by the member;  the Pastor shall counsel with the member or couple if within his expertise and ability to do so;  if not, he shall refer to a competent person for further assistance. 

BENEFITS

A. Shall be paid a salary recommended by the Pastor Selection Ministry Team in consultation with the Personnel Ministry Team and the Stewardship Ministry Team and approved by the church;
B. Shall have one (1) day off per week at the Pastor’s discretion; 

C. Shall have two (2) weeks vacation with pay;

D. Shall have permission to hold revivals during the year, not to exceed a total of two (2) revivals per year without the approval of the church.  Such revivals shall be considered an outreach of this church and a report shall be made by the Pastor to the church.  The Pastor will be responsible for securing the supply and the payment or honorarium to be paid by the church.
E.  At his own discretion, the Pastor may attend the Kentucky Baptist Convention, the Evangelism Conference, and the Southern Baptist Convention.  The church will pay expenses as recommended by the Stewardship Ministry Team.  The church will pay the supply expense when the Pastor is gone on church business.
F.  After having been Pastor of this Church for two (2) years, the Pastor shall be allowed five (5) weekdays a year for study or continuing education.
G. Other benefits as recommended by the Pastor Selection Ministry Team and/or Personnel Ministry Team in consultation with the Pastor may be recommended as a part of his total package.

CALL 

PASTOR SELECTION MINISTRY TEAM
1. In the event of a resignation or vacancy in the Pastor position at First Baptist Church, as described in the Guidelines at Article VIII (5, 6 and 7), a Pastor Selection Ministry Team shall be chosen as follows:
A. The team shall consist of six (6) members, three (3) men and three (3 ) women.  The members of this team must be spiritually mature, wise and discerning individuals that are faithful, active and knowledgeable relative to the life, vision, purpose and objectives of the church.
B. This team will be selected at a meeting(s) of the Deacon officers, the leaders of the six ministry teams and the most recent members of the membership placement team.  This combination of members will be called the nominating team.
C. This nominating team shall meet within five (5) days after the notice of Pastor’s resignation is given or the office is declared vacant.  All members of the above groups will be given actual notice of the time and place of the meeting as determined by the Chairman of Deacons.  The Church secretary shall exercise her best efforts to notify each team member.  Anyone not notified shall be reported to the Chairman of Deacons.
D. Those who attend the meeting will constitute a quorum.  The first order of business will be to elect a chairperson.  The second order of business will be to elect a secretary.  Once elected the officers will proceed to initiate a discussion and select one of the individuals to serve on the Pastor Selection Ministry Team (PSMT).  No individual will be selected for recommendation to the church unless approved by every member of the nominating team.  This process will continue until six (6) members and two (2) alternates are selected.
E. Once the six (6) PSMT members are selected,  each will be contacted and asked to serve.  Those that agree to serve will be recommended to the church for approval at the next regular business meeting.  The names of these individuals with a brief biography will be published in The Illuminator and on the church web site during the week preceding the business meeting on which they will be presented for approval.  Notice of the vote and meeting will also be published.  If a regular business meeting is not scheduled in the near future, a special business meeting shall be called for the purpose of approving the six (6)  members to the PSMT.

2. The Pastor Selection Ministry Team shall work diligently and prayerfully to select a Minister of the Gospel- Pastor whose Christian character, education, experience and other attributes cause him to be peculiarly qualified to be the Pastor of First Baptist Church.  Only one (1) man at a time shall be presented to the church for consideration.
3. Once the PSMT agrees to recommend a prospective Pastor to the church, they shall schedule a special business meeting.  At this meeting, the PSMT shall report all pertinent facts and observations compiled by the team relative to the prospective pastor.  The purpose of the meeting will be to provide information to allow the church to make an informed decision as to whether or not to call the prospective Pastor.  This meeting will be publicized from the pulpit, published in The Illuminator and posted on the website during the week prior to the special meeting.
4. After this meeting, the prospective Pastor will deliver a trial sermon. If possible, the PSMT shall schedule a time prior to the trial sermon for the prospective Pastor to have opportunity to interact with church members.  A social on Saturday evening is a suggested possibility.

5. The prospective Pastor shall deliver a trial sermon on a Sunday morning as scheduled by the PSMT.  Notice of the trial sermon shall be announced from the pulpit, published in The Illuminator and posted on the website during the week prior to the trial sermon.

6. A vote by secret ballot shall occur immediately after the sermon on Sunday morning.  
7. The PSMT shall with much prayer and discussion consider the ratio of affirmative votes to negative votes in making a determination as to whether or not to extend a call to the prospective Pastor.  If the vote is not decisive, the team should consider holding a special called meeting with the Deacons to consider the vote and whether or not a call is in the best interest of the church.

8.  Once the call is extended, the PSMT in consultation with the Stewardship Ministry Team will present the salary and benefits package to the prospective Pastor.  After discussion and compromise as appropriate, the prospective Pastor shall decide whether or not to accept the call.  The PSMT shall report to the church as soon as the call is finalized and accepted (or rejected). 
9. The Pastor shall serve as described herein and shall serve as moderator in all business meetings.
MINISTERIAL STAFF SELECTION MINISTRY TEAM (MSSMT)

This team shall be organized and selected as set out in the Pastor Selection Ministry Team section, above.  The Pastor will participate with the nominating team in selecting the team members to serve on the MSSMT.

The trigger for the nominating team to meet to select members for the MSSMT will be the vote of the church declaring the need to fill a ministerial staff position.  The church shall consider whether to fill or not to fill any vacancy in Ministerial Staff as soon as there is a resignation or vacancy.  It shall be the responsibility of the Pastor to bring this matter to a discussion at a business meeting (regular or special called) within thirty (30) days of the resignation or vacancy.  Either way, the church must be given notice that the position is to be discussed by publication in The Illuminator, on the web site and announced from the pulpit during the week prior to the meeting.  The church is required to vote whether or not to begin the selection process for a MSSMT.

If the church votes to authorize the nominating team to meet and select nominees to the MSSMT, the motion to fill a Ministerial Staff Position will set out the job description generally to be filled and the general qualifications required of any prospective person to be considered to fill the Ministerial Staff position.

The call will be extended in a manner similar to the process for the Pastor.  If there is no trial sermon, the MSSMT shall schedule a social gathering or something similar so the church can meet the prospective staff member.
SECTION 2.
EOLIA MISSION PASTOR

RESPONSIBILITIES:

A. Proclaim the gospel; plan and conduct the services of worship.

B. Lead in observance of the ordinances of baptism and the Lord’s Supper.

C. Lead the church mission in a program of witnessing and caring for persons in the church and community.

D. Counsel members of the Church Mission and community by request and reference.

E. Conduct weddings, funerals and dedications.

F. Visit members and prospects.

G. Serve under the general supervision and guidance of the Pastor of First Baptist Church.

H. Report regularly to First Baptist Church through its Pastor.

I. Keep the Mission apprised of appropriate policies and procedures of First Baptist Church.

J. In all things glorify God and promote five (5) OBJECTIVES OF THE CHURCH:
1) Worship

2) Fellowship

3) Discipleship

4) Ministry

5) Missions

6) Administration
SECTION 3.
INTERIM PART-TIME MINISTER/DIRECTOR OF MUSIC

RESPONSIBILITIES:

       A.  The Interim Music Director will conduct him/herself in such a way that his/her behavior, speech and 
            attitudes represent a high standard of holiness.
       B.  Oversee all music for church, adult, youth and children with volunteers.

       C.  Lead the congregational singing.

       D.  Coordinate with the pastor in planning all worship services.  (This may periodically include the use of  

            drama, multimedia, and other means of enhancing worship.)

       E.  No office hours.

       F.  Rate of pay:  $300.00 per week for 20 hours.
ARTICLE VIII.  CONTINUED  NON MINISTERIAL CHURCH STAFF

SECTION 5.
CHURCH SECRETARY

RESPONSIBILITIES:

A. Maintain organization records and files; compile and type reports as requested; exercise tact, courtesy and diplomacy in receiving calls and in interactions with church members and the public.

B. Maintain church mailing list; address and mail weekly church publication.
C. Compile literature orders; open and check literature; prepare for distribution to mission and departments of the Sunday School.

D. Type and file correspondence and other assigned materials.

E. Notify ministry team members of meetings as requested.

F. Mail prayer request acknowledgement cards.

G. Perform other office work and duties in absence of other secretaries and as assigned.

H. Financial:

1) Post offerings weekly to individual accounts; file envelopes; compile and mail contribution records.

2) Prepare and mail the annual stewardship promotional materials.

3) Label and display offering envelopes for distribution.

I. Maintain master church membership file and baptismal records; request and forward church membership letters.

J. Be alert to ways to build good fellowship and communication in the church family and community.

K. Type correspondence for Ministers/Directors of Music and/or Youth & Children.

L. Compile, edit and type the weekly church publication and other materials such as the Sunday bulletin.

M. Maintain up-to-date copy of church calendar.

N. Open, sort and route incoming daily mail; answer routine letters in absence of supervisor.

O. Assist Constitution Guidelines and Operations Manual Ministry Team to keep Guidelines and Church Operations Manual up to date.

SECTION 6. CUSTODIANS
RESPONSIBILITIES:

1. Sanctuary

A. Vacuum carpet twice weekly; daily during revivals and special events.

B. Dust pews and furniture weekly including the balcony and choir loft.

C. Clean windows as needed.

D. Place hymnals and Bibles in racks provided.

E. Clean loose paper and garbage out of pews as the sanctuary is used.

F. Mop and wax vestibule weekly or more often if needed.

G. Vacuum sound room weekly and pick up loose garbage; clean windows in sound room.

H. Empty trash cans in sound room and sanctuary.

I. Polish brass works (on doors) weekly.

J. Clean porch steps outside; clean mats, doors and ledges.

K. Vacuum foyer stairs leading to educational building weekly or more if needed.

2. Educational Building

A. Clean chairs and furnishings as required.

B. Arrange furniture weekly, or more often if needed.

C. Clean and sanitize bathrooms daily including walls; insure that garbage cans are emptied daily and tissue and towels are adequate.

D. Mop all floors as necessary.

E. Clean windows monthly, or more often if needed.

F. Clean door facings and dust door ledges monthly.

G. Vacuum offices daily.

H. Sweep and mop tower steps and landings daily.

I. Clean tower windows, doors banisters, facings, and ledges monthly.

3. Third Floor

Vacuum Tuesday and Thursday.  Clean bathroom Monday, Tuesday and Thursday.

SECTION 8.
MAINTENANCE

RESPONSIBILITIES:

A. Cut grass or to oversee that the grass is being cut in the summer;
B. Clean walkways and steps; 
C. Clean snow and ice from walkways;

D. Insure that adequate coal is provided for the furnace;

E. Carry out ashes from the furnace as necessary;
F. Provide all additional maintenance if possible;
G. Prepare and clean the Baptistery; 

H. Replace all lights on all three floors;

I. Perform repairs at the Church and parsonage as needed.

ARTICLE IX.
DEACONS

1. The duly elected Deacons of  First Baptist Church of Whitesburg are:

Jackson Banks

Mike Harris

Steven C. Sexton

Danny Caudill

Clyde Hogg, Jr.

Gene Smallwood

Gano Caudill


James Hubbard

Winston Sturgill

Larry Everidge

Ozz Jackson

Jack Waddles
Fred Hall


George Kincer

Hiram Whitaker

Ralph Hall


Roger McDonald

John Williams

Deacons Emeritus:

Clyde Collins

J. W. Combs

2. To conduct business at any Deacons’ meeting, more than fifty percent (50 %) of the Deacons must be present.  Deacons Emeritus will be included in the count.  A vote of more than fifty percent (50 %) yea is required to approve any motion.

A. Deacons’ meetings shall be conducted in an orderly and productive manner for the glory of God.  To facilitate this process the Deacons have agreed to:

a. Meet together on the 2nd _____________ of each month after the  _____ Sunday at the hour of ________ or at such other time as is reasonable and will allow the most participation.

b. Prepare an agenda in advance of the meeting.  This agenda will provide an outline of the conduct of the meeting with special emphasis on the order and a description of the items to be discussed.  If necessary, the agenda may provide for time limits for the discussion of each item.  If possible, the agenda shall be circulated among the Deacons one week prior to the meeting to allow time to consider and pray over the subjects of the meeting.  During this time, Deacons can propose additional topics that may be added at the discretion of the Chairman of Deacons.  Any item not covered at the meeting shall be added to the agenda for next month.
c. A time shall be devoted at every meeting to discuss the spiritual condition of the church.  Average attendance at Sunday School, Sunday morning worship, Sunday evening worship and Wednesday night prayer meeting will be announced.  The total giving for the prior month and the total expenditures will be discussed.
d. Time shall be devoted for discussion of the Eolia mission and the Deacons’ role to support said mission.

3. The number of Deacons may be increased or decreased by recommendation of the Deacon body in consultation with the Pastor and then approved by the church at a regular business meeting.

4. The qualifications for the office of Deacon are set forth in the Church Guidelines at Article IX.

5. The Deacon nomination process is as follows:

A. At the MAY Deacons’ meeting, determine the number of Deacons needed to fulfill the functions of the Deacons and seek church approval to increase or decrease the number as needed.

B. If the number of Deacons is to be increased, it is important to remember that this determination shall be made one year in advance so that the prospective Deacon(s) can be placed under the watch-care of the church for one year as provided herein.
C. If vacancies exist, a Deacon Selection Team consisting of the Vice-Chairman and four (4)  Deacons shall be appointed by the Chairman of Deacons and approved by the Deacons to oversee and recommend candidates for the watch-care program.  These men shall also carry out the process for electing those men that are completing the watch-care program.

D. In JUNE, the Deacon Selection Team shall place suggestion boxes in the Church and Mission on the first Sunday to provide a means for the church members to recommend Deacon candidates.  The boxes shall remain in place for two (2)  weeks and one (1) day to allow three (3) Sundays in place.  The Deacon Selection Team shall promote and encourage member participation in the nomination process.

E. The Deacon Selection Team shall evaluate all recommendations of candidates for the watch-care program in consultation with the Deacons, the Pastor and the Mission Pastor and then prepare a list of prospective candidates.
F. At the JUNE Deacons’ meeting the Deacons shall select the members of the Membership Placement Ministry Team as provided at Section ??, page 29 of the Church Operations Manual., 
G. In JULY, the selection team will present the list of prospective candidates for the Watch-care program to the Deacons.  A discussion among the Deacons will follow relative to each man presented.  The candidates will be discussed individually, one at a time, in the order presented.  After each man is discussed, there will be a vote by secret ballot in which every Deacon present registers his opinion relative to that one man as to whether or not to recommend him to the Church to participate in the Watch-care program.
a. The candidate must receive a ninety percent (90 %) approval vote or better of all Deacons present.

b. The process continues until all vacant slots are filled.

H. In JULY, the prospective Watch-care candidate and his wife shall be interviewed to determine if they are willing to participate in the Watch-care program.  The Deacon qualifications will be discussed and a copy of the Deacon qualification as set out in the Guidelines shall be given to the couple.  The interviews will be conducted by the Chairman and Vice-Chairman of Deacons or their appointed representatives (at least by two (2)  men).  If the candidate and his wife are willing and determined to be qualified, the man will be placed in the Watch-care program of the church for the coming year.
a. Two  (2) Deacons will be appointed by the Chairman of Deacons to serve as mentors for each candidate.  The mentors shall meet with the candidate and his wife (if possible) monthly and will report to the Deacons each month as to the candidate’s progress.

b. A list of candidates that are participating in the Watch-care program and their mentors shall be announced to the church and placed in the Illuminator.

I. In JULY, the selection team will evaluate Deacon candidates who have been under the Watch-care program of the church for the past year.  Those men that are found to have met the qualifications expected of Deacons during the past year will be presented to the Deacons at their July meeting.  A discussion among the Deacons will follow relative to each man presented.  The candidates shall be discussed individually, one at a time , in the order presented.  After each man is discussed, there will be a vote by secret ballot in which every Deacon present registers his opinion relative to that man.  The vote is whether or not to recommend him to the church as a qualified and acceptable candidate for service as a Deacon.  The candidate must receive ninety percent (90 %) approval from the Deacons present to be approved.  The process continues until all vacant slots are filled.

J. In JULY, the approved Deacon candidates (H above) and their wives will be interviewed by the Chairman of Deacons or the Vice-chairman or their representatives to determine if the man and his wife are willing to serve and to confirm with them that they continue to meet the qualifications listed in the Church Guidelines. 
K.  No man shall be considered for the position of Deacon if he has not participated in the Church Watch-care program and found to meet the qualifications of Deacon by his words and    actions during the previous year.
L. In AUGUST, the selection team will discuss the results of the interviews and compile the final list of Deacon candidates to be presented to the church for approval.  If all of the approved candidates are not able or willing to serve and there are no other candidates that have completed the Watch-care program, the position will remain vacant for the upcoming year.
a. Prepare any written instructions to be placed on the ballots or to be read from the pulpit.
b. Prepare the ballots to be used by the church for voting.
c. The vote shall be conducted at the end of the Sunday morning service on the second Sunday in AUGUST.  Notice of the vote and the Deacon candidates (with a brief biography) will be published in the Church Bulletin, in The Illuminator and posted on the church web site during the week prior to the vote.  The vote shall also be announced from the pulpit the Sunday before the vote.
d. The Selection team will collect and count all votes.  All Deacon candidate that receive at least seventy-five percent (75%) approval will be listed as Deacons of First Baptist Church.  The seventy-five percent (75%) will be based on the number of votes cast for each candidate. 
M. An Ordination Council presided over by the Pastor and assisted by the Chairman of Deacons will be called for the Deacon(s) elect who have not been ordained.  A set of question will be prepared in advance and asked during the Council.  Question will also be allowed from other Deacons present.  The Council should be conducted at least one week prior to the Ordination service.
N. An Ordination, Installation and Recognition service shall be conducted on the last Sunday in AUGUST.  
O. The Deacon(s) elect will begin to serve on the first day of SEPTEMBER. 

6. ELECTION OF DEACON OFFICERS shall occur during the regular OCTOBER meeting.  Each Deacon officer, Chairman, Vice-Chairman, and Secretary shall be elected separately.   The process shall be as follows:

A. Each Deacon present will cast a secret ballot for a candidate for Chairman.  Ballots will be counted by the current officers and the results announced.

B. Successive ballots may be necessary until a candidate receives a total vote representing more than 50% of the number of Deacons present.
C. Once a Chairman is elected, repeat the process for election of Vice-Chairman and Secretary.

D. No Deacons officer shall serve for more than  two (2) consecutive years.

7. MEETING ATTENDANCE AND PARTICIPATION:  It is the responsibility of each Deacon to be present at all scheduled Deacons’ meeting. 
A. If a Deacon is absent from scheduled meetings four (4) times during the calendar year, he shall be contacted by the Vice-Chairman of Deacons to discuss and encourage attendance.  The return of the Deacon to participation shall be the goal of the meeting.

B. Any Deacon that misses five (5) meetings during the calendar year shall be put on sabbatical.  If on sabbatical, the Deacon has no responsibilities as a Deacon.  He is encouraged to attend meetings.
C. Any Deacon placed on sabbatical can be restored to full status upon his petition to the Deacon body personally at a regularly scheduled meeting so long as a majority of the Deacons present at the meeting vote by secret ballot to approve restoration.

D. Deacons are encouraged to request to be placed on sabbatical anytime they need time off from Deacon responsibilities.
E. After three (3) years on sabbatical, the Deacon will be interviewed to determine whether or not he intends to seek restoration.  If the answer is yes, he shall remain on sabbatical. If the answer is no, he will be shown as dormant.  Once placed in dormant status, the Deacon may petition to be considered for the Watch-care program and will be allowed to participate barring extraordinary circumstances and so long as fifty percent (50%) of the Deacons at the meeting when discussed approve.

F. The Vice-Chairman shall notify the Deacon candidate of any action taken as soon as practical.

G. The Chairman of Deacons shall notify the church at the next regular business meeting after the action is taken of all sabbatical and/or restoration action.

8. During the SEPTEMBER meeting, Pastor and/or staff appreciation activities and gifts shall be discussed and decided upon.

9. DEACON OF THE WEEK PROGRAM: The Deacons have agreed to participate with the Pastor in a Deacon of the Week program.  Every Deacon is encouraged to participate.  The purpose of the program is to provide encouragement and support for the Pastor and the Deacon as they connect by having fellowship and doing work for the glory of God.  The Deacon of the Week is responsible to:

A. Attend all services during the week unless providentially hindered.

B. He shall call the Church office to determine if any church members or their immediate family are in the hospital.  He will request the church office to call him if there are additional admissions.
C. He should make at least one visit to the hospital during the week.

D. He shall pray as requested by the Pastor and always be prepared (standing at a microphone)  to do the closing prayer on Sunday morning.

E. He shall interact with the Pastor for a time of fellowship and discipleship sometime during the week for lunch or at least have a brief time together to share.

F. Make visits as requested by the Pastor, Chairman of Deacons or the church.

G. Be available in a special way during his week of service.
H. The Deacon Secretary shall be responsible to prepare a quarterly Deacon of the week schedule.

a. The schedule will be presented at the Deacons’ meeting that precedes the beginning of the quarter.

b. Deacons are required to review the quarterly schedule.  If there is a conflict with their schedule, the Deacon shall trade weeks with another Deacon and the schedule shall be revised. 

c. Any Deacon that later becomes aware that he cannot fulfill his commitment as Deacon of the Week, shall trade with another Deacon if possible.  If not possible, he shall immediately notify the Chairman and/or Vice-Chairman. 
I. The Deacon should be prepared to report at the next Deacons’ meeting concerning his service    

       as Deacon of the Week.

10. Deacons are encouraged to take a leadership role in establishing and maintaining effective Ministry Teams.  Deacons should experiment by serving on different Ministry Teams to discover their gifts, talents, passions and call.  If a Deacon determines that he does not fit in a Ministry Team, he should transition off that team by giving notice of his desire to withdraw.  He should continue to serve to the best of his ability until replaced, not to exceed 3 months. 

ARTICLE X.    OTHER CHURCH LEADERSHIP

                        POSITONS
SECTION 1.
Moderator

The Pastor shall act as Moderator of the Church.  The Chairman of Deacons shall serve as Assistant Moderator.  To serve as a church officer, one must be a member of the church in good standing and be proven.
DUTIES:

A. Maintain the fellowship.

B. Conduct business in an orderly manner.

C. Execute business with dispatch, allowing open floor nominations and discussions as dictated by Robert’s Rules of Order, Revised.

D. Clarify matters that the church voted to table or consider after referral for further discussion.
SECTION 2.
Church Clerk


The Church Clerk shall be elected annually by the church and shall hold the seal of the church organization.

DUTIES:
A. Record minutes of the church business meetings; present and/or read them at future meetings.

B. Preserve records for present and future use.

C. Provide records for church history.

SECTION 3.
Church Treasurer

The Church Treasurer shall be elected annually by the church.

DUTIES
A. Sign checks in accordance with Church policies and procedures.  The Chairman of Deacons may perform these functions in the absence of the Treasurer.

B. Be familiar with the church’s accounting system.

C. Observe the procedures by the church staff and others to assure that the procedures approved by the church are being observed.  Report all concerns to the Stewardship Ministry Team and take appropriate action.

D. Act as a member of, and advisor with, the Stewardship Ministry Team.
SECTION 4.
Pianist

The Pianist shall be elected annually by the church.

DUTIES:

A. Play for all services of church, both regular and special, as directed by the Minister of Music.

B. Play for special meetings within the church such as evangelistic conferences; weddings and funerals are optional.

C. Accompany choir rehearsals as requested by the Minister of Music.

D. Perform other duties as assigned.

SECTION 5.
Organist

The Organist shall be elected annually by the church.


DUTIES:

A. Play for all services of the church, both regular and special, as directed by the Minister of  Music.

B. Play for special meetings within the Church such as evangelistic conferences; weddings and funerals, optional.

C. Accompany choir rehearsals as requested by the Minister of Music.

D. Perform other duties as assigned.

SECTION 6.
Sunday School Officers

All Sunday School officers and teachers shall be elected annually by the church.  All officers and teachers must be members of First Baptist Church in good standing and regular in attendance and participation.
A. Sunday School Teacher QUALIFICATIONS
1. Must exhibit Christian character and behavior in the Church and the world;

2. Must be a mature Christian with a passion and ability to: teach God’s word; to assist others to grow in Christ-likeness; to assist others to come to a personal relationship with Jesus Christ and receive Jesus as Lord and Savior;
3. To believe and teach materials that are consistent with the church covenant and the church Constitution;
4. Willing and able to teach the materials requested and/or approved by the church for use in Sunday School;

5. Willing to be an example and role model for their class in terms of Ccurch attendance and participation as well as in daily living in the world.

RESPONSIBILITIES

1. To be present and on time for every teaching opportunity;  if an absence is unavoidable, the teacher shall arrange for a suitable teacher to replace him.
2. To be prepared to the best of their ability;

3. To study early and often during the week;

4. To assist every person present in the class to better understand the truths of the Bible, the church’s doctrines, the application of Biblical principles to daily living, the vision, purpose and objectives of the church;

5. To assist every person in the class to have a personal growing relationship with Jesus Christ;
6. To encourage small group activities that promote fellowship and discipleship growth between and among members of the class;

7. To seek to glorify God in all teaching, words and actions;

B. Sunday School Director  RESPONSIBILITES

1. Lead in determining the Sunday School organization needed to reach and teach effectively.

2. Give direction to the enlisting of workers for the Sunday School.

3. Guide other general officers in accomplishing their work.

4. Give specific assistance to each department director in accomplishing his/her work.

5. Help all workers see the importance of involving people in effective Bible study.

6. Lead all workers to become effective witnesses to lost persons.

7. Develop and support the outreach program of the Sunday School.

8. Determine training needs of the workers and develop a comprehensive training plan.

9. Give direction to planning and conducting Bible teaching projects.

10. Lead workers in setting challenging but reachable goals.

11. Give direction to the selection and proper use of all curriculum materials.

12. Determine financial and physical resources needed for the Sunday School and recommend these needs to the church.

13. Maintain and use records of the Sunday School.

14. Keep the Sunday School leaders informed concerning the work of the church and denomination.

15. Report periodically to the church on the progress of the Sunday School.

16. Chair the Sunday School Council.

17. Lead in evaluating the work of the Sunday School.

E. Assistant Director
The Assistant Director is responsible to the Sunday School Director for performing duties assigned to him/her by the Director.  These duties may include any combinations of the following:

1. Assist in determining the Sunday School organization needed to reach and teach effectively.

2. Assist in enlisting workers for the Sunday School.

3. Assist in developing an ongoing outreach program through the Sunday School.

4. Assist in determining training needs of the workers and planning special training to meet these needs.

5. Assist in publicizing the Sunday School.

6. Assist in maintaining records for the Sunday School.
F. Department Director
RESPONSIBILITIES:
1. Lead the workers to make the bet use of curriculum materials and other resources;

2. Enlist workers and guide them in weekly planning for the ongoing work of the department;

3. Represent the departments on the Sunday School Council or to the division direction;

4. Give general direction to the Sunday sessions of the department;

5. Guide large-group learning activities;

6. Guide pupils in spiritual growth, including conversion as the Holy Spirit directs;

7. Involve department workers in the cultivation of members and their families;

8. Lead the department workers in discovering prospects for the department, cooperating with all prospect-discovery projects and activities conducted by the Sunday School;

9. Encourage the Outreach Leader:

i. to include all department workers in discovering and enrolling prospects for the department, and

ii. to maintain an up-to-date prospect file for the department.

10.  Make requests for, and use appropriately, the money, equipment and space 
      designated for the department in accordance with church policy;

11.  Secure and maintain weekly records and reports on department workers and 
      children.  (may be assigned to Outreach Leader.);

12.  Guide the workers in using and maintaining department supplies and equipment;

13.  Maintain up-to-date information and evaluate periodically the department’s  

      progress;

14.  Determine activities and study which will improve the skills of the workers in the 
      department;

15.  Regularly evaluate worker and pupil needs, growth and development in light of 
      the department’s responsibilities in these areas.

G. Class Sunday School Director
RESPONSIBILTIES:

1. Guide a small group in the planning and developing of a Bible-learning project during each unit of study.  Assist individual learning activities as needed.

2. Cooperate with the department director or outreach leader in discovering and cultivating prospects and their families.

3. Assist the director in large-group learning activities as appropriate.

4. Participate in the monthly workers’ meeting held for the department.

5. Through regular visitation, cultivate the members and their families assigned to his/her group.

6. Engage in activities and study which improve his/her effectiveness.

7. Guide pupils in spiritual growth, including conversion as the Holy Spirit directs.

8. Assist the department director in planning, performing and evaluating the work of the department.

H. Class Secretary
RESPONSIBILITIES:
1. Secure and maintain weekly records and reports on department workers’ outreach activities, teaching activities and involvement in performing church functions.

2. Use records in helping the department director in evaluating the work of the department.

3. Secure literature and other resources needed for use in the department.

4. Assist the department director in planning, performing and evaluating the work of the department.  (For instance, guide a small group in absence or tardiness of teacher.)

5. Guide pupils in spiritual growth, including conversion as the Holy Spirit directs.

6. Cooperate with the department director or outreach leader in discovering and cultivating prospects and their families.

7. Cooperate with the department director in cultivating members and their families.

8. Engage in activities and study which improve his/her effectiveness.

I. Sunday School Secretary
RESPONSIBILITES:

1. Guide enrollment procedures for the school

2. Maintain a master enrollment file on all phases of the Bible teaching program.

3. Assist department director and outreach leaders in developing outreach plans.

4. Assist the director in helping all workers in the Sunday School see the importance of involving people in effective Bible study.

5. Assist the director in providing outreach training opportunities.

6. Suggest resources to department directors and department outreach leaders.

7. Maintain an up-to-date file of prospects.

8. Lead in assigning prospects to departments and classes for ongoing visitation.

9. Assist in developing a regular program of visitation of Sunday School prospects.

10. Assist the department leaders in regular absentee contacts.

J. The Department Outreach Leader

The Department Outreach Leader assists the Department Director in:

1. Relating to the Sunday School Outreach Director in planning the department’s enlistment and witnessing actions.

2. Interpreting enlistment and related programs to classes and individuals and guiding them to participate.

3. Setting an example as visitor, witness and faithful church member.

4. Planning training sessions for individuals and classes to help them become better visitors and witnesses.

5. Promoting a spirit of love within the department and directing department activities.

6. Leading the department to express concern for people by ministering to the physical and spiritual needs of members, prospects and others.

SECTION 7.
Discipleship Training
A. Discipleship Training Director
RESPONSIBILITIES:

1. Lead all Discipleship Training leaders to improve their leadership skills through participation in appropriate training activities.

2. Develop and recommend the budget for the Discipleship Training program.

3. Plan and coordinate special training projects, such as Baptist Doctrine Study.

4. Assist Discipleship Training organization leaders with work related to planning, maintenance and enlistment.

5. Work to provide training for church members in following areas:

(a) new church member training;

(b) Church member training and church leader training;

(c) To plan, conduct and evaluate the training activities in these areas.

B. Discipleship Training Secretary
RESPONSIBILITIES:

1. Compile general records and reports needed by the Discipleship Training Director and by other leaders in the training program.

2. Compile requests for literature and supplies needed in the various training units, and submit to the Discipleship Training Director.

3. Distribute literature and supplies to training units.

4. Assist secretaries in the various training units with proper maintenance of records.

5. Handle the classification and enrollment of new members, remove names from rolls, and otherwise maintain records of all kinds of training completed by groups and by individuals, according to the plan adopted by the church.

SECTION 8.
Woman’s Missionary Union
A. WMU Director
RESPONSIBILITIES:

1. Direct the WMU program (including both women and girls) of the church.  The Director should have a general understanding of the total WMU program and the work of the three (3) organizations:  Mission Friends, Girls in Action and Acteens.  

2. Interpret the church tasks to be carried out through the program.  The WMU has three (3) basic tasks.  They are:  

(a) teach missions

(b) engage in mission action, and

(c) support world missions through prayer and giving.

The task of interpreting information regarding the church and denomination is shared by all programs.

3. Lead the WMU Council in planning WMU work for the year and for each month’s work, planning for the church wide missions activities, in coordinating the work of all WMU organizations, and in evaluating the work of the WMU.

4. Periodically the church may ask WMU units to conduct special projects.  The WMU Director will need to assign these projects and make sure they are completed.

5. Report status of the program periodically to the church.

6. Lead in organizing needed units for both women and girls and seek to establish the necessary units to involve as many women and girls as possible.

7. Coordinate the work of multiple units of WMU.

8. Recommend and enlist workers required by the proposed organization.

9. Guide workers to an understanding of their responsibilities through training.

10. Coordinate the ordering of WMU literature and supplies according to the church plan.

11. Work with the Brotherhood Director in coordinating the mission program.
SECTION 9.
Brotherhood

A. Brotherhood Director

RESPONSIBILITIES:
1. Direct the Brotherhood program (including both men and boys) of the church.  The Director should have a general understanding of the total Brotherhood program and the work of the two (2) organizations:  Royal Ambassadors and Baptist Men.

2. Interpret the church tasks to be carried out through the program.  The Brotherhood has three (3) basis tasks:

(a) teach missions;

(b) engage in mission action, and

(c) support world missions through prayer and giving.

The task of interpreting information regarding the church and denomination is shared by all programs.

3. Lead the Brotherhood Council in planning Brotherhood work for the year and for each month’s work, in planning for the church wide missions activities, in coordinating the work of all Brotherhood organizations, and in evaluating the work of the Brotherhood.

4. Periodically the church may ask the Brotherhood units to conduct special projects.  The Brotherhood Director will need to assign these projects and make sure they are completed.

5. Report status of the program periodically to the church.

6. Lead in organizing needed units for both men and boys and seek to establish the necessary units to involve as many men and boys as possible.

7. Coordinate the work of multiple units of Baptist Men.

8. Recommend and enlist workers required by the proposed organization.

9. Guide workers to an understanding of their responsibilities through training.

10. Coordinate the ordering of Brotherhood literature and supplies according to the church plan.

11. Work with the WMU Director in coordinating the mission program.
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