POLICY AND PROCEDURES MANUAL
FOR
FIRST BAPTIST CHURCH OF POWDER SPRINGS


PURPOSE STATEMENT
This Policies and Procedures Manual includes general policies, procedures, and committee details for First Baptist Church of Powder Springs.  These guidelines and instructions in conjunction with the Church Constitution and By-Laws shall form the basis of operations within the church.
Church Members who serve on committees or work in different ministry areas perform a vital service for the Church.  Members must be willing to devote the time and effort to ensure that committee and ministry work is performed in a way that is pleasing to our Lord.














I. DEACONS

Associate Deacons:  (a) The associate deacons shall be selected by the active ordained deacons to serve one (1) year.  The deacon shall exercise utmost discretion in his selection of an associate deacon.  This person selected shall be approved by the church.  (b)  The associate deacons shall attend all meetings and participate in discussions without a vote.  They shall be excused from the meetings when deemed advisable by the Chairman of Deacons.  (c)  The associate deacons will serve as a partner with the deacon in any capacity relative to the office of deacon.
MOVED FROM C&B PAGE 14

II.COMMITTEES/MINISTRIES

A. General 

Church ministries are of two general types, regular ministries and special ministries.  Regular ministries are the annual ministries that perform continuing functions in the life of the Church.  Special ministries may be established to perform temporary services of special interest of the Church and are subsequently dismissed when the ministry is complete. The pastor shall be an ex-officio member of any Church ministry.

All members of church ministries shall be elected as provided in these By-Laws.
 
MOVED FROM C&B PAGE 16


No church member may serve in more than two of the following major positions at the same time:

1. Sunday School Director
2. Baptist Men Director
3. Women’s Director
4. Church Ministry Chairperson
5. Members of Nominating Ministry
6. Chairman of Deacons (to be elected by the Diaconate)

MOVED FROM C&B PAGE 12

SECTION 1.	ELECTION

(1) Unless otherwise specifically provided herein, members of regular Church ministries shall be elected by a majority vote of the members present and voting at the regular Church Business Conference in September each year. (Or other business conference as needed.)

(2) The Church Nominating Ministry shall nominate individual Church members in good standing for each vacancy on a regular church ministry (except the Church Nominating Ministry).  Additional nominations may be made from the floor for any of the respective vacancies at the time of such election. 

(3) Special ministries may be formed to assist in the work of the church.  All special ministries must report to a ministerial staff member for oversight.  Special ministry team leaders must be members of the church but do not have to be approved by the Nominating Ministry and do not have to be approved by the church unless otherwise specified herein. 

(4) Vacancies (for any reason) on a regular Church ministry, between annual elections, should be filled within sixty (60) days after the vacancy occurs.

MOVED FROM C&B PAGE 17

SECTION 2.  TERMS AND CONDITIONS OF OFFICE MOVE FROM C&B PAGE 17

(1) Unless otherwise specified, the Nominating Ministry will choose the Ministry Chairperson. Unless otherwise specified, all regular Church Ministry members shall serve on a three-year rotating system, except when serving unexpired terms, with the following exceptions:

(a) The regular term of office for the Nominating Ministry shall be from January 1 to December 31.
(b) Personnel Ministry is explained in Section 3.

(2) Special Church ministry members shall serve for the duration of the function (project) for which they were elected.

(3) The Church Nominating Ministry may recommend to the Church in conference for approval of a ministry to be changed in its status from a Regular Church Ministry ruled by a 3-year rotating system, to a Special Ministry which will keep its members until the project designated by the Church is completed. In special circumstances it might become necessary for a 3 year term to be extended for an additional period of time.  Such term extensions must be approved by the church in church conference. The Church in conference may change the status of a Special Ministry back to the Regular Ministry status when it deems appropriate.

SECTION 3.  MINISTRIES, DUTIES, FUNCTION AND RESPONSIBILITIES MOVED FROMC&B PAGE 18

The specific ministries described below are regular Church ministries.  The Church may add new ministries or eliminate existing ministries, as it deems necessary. Each of these ministries shall consist of a number of members as approved by the Church in conference and may be changed at any time by action of the Church in conference.  Present numbers shall be as previously approved.  Ex-officio members will not count in this number.  Neither will ex-officio members be entitled to vote on matters considered by the ministry.


1. Finance Ministry P&P

The Senior Pastor along with the Nominating Ministry shall elect the chair.  The chair may be asked to serve additional terms to ensure continuity as agreed upon by the Senior Pastor, Nominating Ministry and church body.

The Finance Ministry will select other officers as needed with approval of the Senior Pastor and Associate Pastor of Operations.

Should a member of the Finance Ministry resign with just a year remaining then a member rolling off may fill the vacancy.  If a member resigns with more than a year remaining then a new replacement member will be elected to serve.

 In addition to the seven members the Associate Pastor of Operations shall be an ex-officio member.

Comments:  This detail is moved over from the current By-Laws. PAGE 19 C&B

2. PERSONNEL COMMITTEE P&P


The Personnel Committee will select other officers as needed with approval of the Senior Pastor and Executive Director of Operations. 

The Chairman elect of the Deacons will serve as an ex-officio member of the Personnel Committee. Should a replacement member be required, they will be elected at the next Business Conference following the vacancy to assume duties immediately. The regular term of office shall be from January 1 to December 31.

Comments: This detail is moved over from the current By-Laws. PAGE 21

3. NOMINATING COMMITTEE

The Nominating Ministry shall have the responsibility of nominating all Church ministries with the exception of paid employees. By November 30 of each year, the Nominating Ministry will make available a list of all ministries and members of those ministries to the Church.

This Ministry, appointed by the Pastor no later than the December business conference and approved by Church action, shall consist of six members.  The ex-officio members will be: Sunday School Director, Church Education Director, W.M.U. and Baptist Men Directors, and the Chairman of Deacons.  The ex-officio members may, when necessary, ask some member of their organization to represent them.




Comments: This detail is moved over from the current By-Laws. PAGE 20


B.  Support/Services Ministries/Committees
Following is a list of current Support/Services Ministries/Committees:
SUNDAY SCHOOL/CONNECTION GROUP MINISTRIES MOVED FROM PAGE 14 C&B
There shall be a Sunday School organized to carry out the following tasks:
Lead in reaching all prospects for the church
Lead all Church members to practice the church mission; Believe, Grow, Love and Serve
Coordinate literature and resources
Sunday School Director   MOVED OVER FROM CURRENT BY-LAWS PAGE 14 C&B
A Sunday School Director shall be elected by the church by June of each year, after having been nominated by the Nominating Ministry.  He/She then becomes an ex-officio member of the Nominating Ministry and makes recommendations to the Nominating Ministry concerning the group coordinators and/or Sunday school departmental officers to be elected by August.  The age group coordinators then work with the general director in securing teachers for all classes, so the Nominating Ministry can present them to the Church for election by September.   The Sunday School Director, working closely with the Minister in charge of education, shall have general supervision of the Sunday School, its conduct and direction, consistent with the Church program.

WOMEN’S MINISTRY	MOVED OVER FROM CURRENT BY-LAWS PAGE 15

There shall be a Women’s Ministry with such officers and forms of organization as needed.  The purpose of the Women’s Ministry shall be to lead women to know Christ Jesus as their Lord and to grow in their relationship with Him through Bible study, prayer, fellowship with other women, and service in our church, our community, and throughout the world.  The Women’s Ministry will coordinate the annual emphasis for the International Mission Board Lottie Moon Christmas Offering and the North American Mission Board Annie Armstrong Easter Offering.  The Women’s Ministry will also support the mission projects of the church.


BAPTIST MEN 		MOVED OVER FROM CURRENT BY-LAWS PAGE 15

There shall be a Baptist Men’s organization comprised of the men of the Church.  The Baptist Men shall be organized to promote Christian missions, evangelism, prayer, stewardship and missionary education to men and boys.

A Director of the Baptist Men shall be recommended to the church by the Nominating Ministry and shall be elected by the Church. Other officers shall be selected and elected by the Baptist Men and then submitted to the church for approval. 


SENIOR ADULT CLUB	MOVED OVER FROM CURRENT BY-LAWS PAGE 15/16
There shall be a Senior Adult Club with such officers and forms of organization as needed.  The Pastor shall designate a Minister as Senior Adult Coordinator.  The officers shall be elected by the club and presented to the Nominating Ministry for recommendation to the Church for approval.

The members shall be semi-retired or retired who are members of the First Baptist Church, Powder Springs or the community who desire membership in the club.  Opportunities such as fellowship, recreation, continuing education, community service, and service to the adults shall be the general purpose but shall in no way conflict with programs or policies of the Church.

CHURCH PARLIAMENTARIAN 	MOVED OVER FROM CURRENT BY-LAWS PAGE 16

The Church Parliamentarian shall be nominated by the Nominating Ministry and elected by the Church in conference.  His/Her duties shall be to attend all Church conferences and to assist and advise the Moderator or the presiding officer on points of Parliamentary Law, the Church Constitution, By-Laws, Amendments, and Roberts’ Rules of Order, when asked by the Moderator or the presiding officer for an opinion.  The Parliamentarian shall also give similar advice to the Deacons, and the membership when requested to do so.  The Parliamentarian shall not be a member of an organization or ministry when sides will be taken on an issue.  As a member of the Church the Parliamentarian has a right to make motions and vote in Conference.

BENEVOLENCE MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 18

This ministry will be performed and addressed by a minister of the church and staff.  Church members may be contacted as deemed necessary for assistance.

PRE-SCHOOL, CHILDREN’S AND  WEEKDAY EDUCATION ADVISORY MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 18

The Pre-school, Children’s and Weekday Education Advisory Ministry will serve as an advisory council and support to help ensure these Church ministries are successful.   Daily operational functions will be delegated to the staff of these Church ministries. This committee will operate under the authority of the Sunday School/Connection Group Ministry. This committee will be composed of five members, one from each Church ministry area and two at large from the Church body.  

Music Ministry Team MOVED FROM BY-LAWS PAGE 16

There shall be a Music Ministry Team.

The Music Ministry Team shall be responsible for working closely with the leaders of all music groups (Choral, Ensemble, Handbells, etc.) in promoting a religious music program in all phases of Church work.

In addition, the Ministry shall assist the Personnel Ministry in securing personnel to staff the music programs as the need arises.

The Music Ministry team shall consist of at least six members and be composed of Minister of Music, the leaders of the musical groups and a least one member of the Church at large.





CHILD PROTECTION OVERSIGHT MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 18


The Child Protection Oversight Ministry will ensure that everyone follows the Child Protection Policy.  The policy puts the onus on the church administrator to make all required reports.  The Ministry would receive copies of the reports and act if the administrator is unavailable to act.  The ministry will be composed of three members.  

DECORATING MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 18


The Decorating Ministry will be responsible for decorating the Church for special events. These events will include, but are not limited to, Easter and Christmas.

This ministry shall be composed of a chairperson and membership as required to meet the objectives of the ministry.  The chairperson will be nominated but members serving to help decorate do not require approval at church conference due to the short nature of the task.

FOOD SERVICES ASSISTANCE MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 19

The church provides meals for the family when a church member or members family passes away.  The church secretary makes arrangements for the meal when the funeral service has been determined and contacts the Sunday School class/Connection Group to serve the meal for the family of the deceased.  In some cases there may not be an associated class (such as Homebound members) and this ministry will be contacted to fill the need for servers.  Additionally, for larger events such as Retirement Party’s and Church wide events supported by Food Services, sometimes help is needed for setup or cleanup before and after the event. This ministry shall provide support in these and like circumstances.

This ministry shall be composed of a Chairperson and co-chair who will maintain a list of volunteers who they will contact for support as required.

PASTORAL CARE/HOME-CARE MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 20


This ministry is supported by a deacon ministry team.  Sunday School/Connection Groups and the church at large are encouraged to join in maintaining fellowship with our Homebound members. Homebound members are listed in the weekly prayer list for reference.





PRAYER MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 21


The Prayer Ministry is supported by an on-going deacon ministry team. 

Special prayer ministry teams may be formed during times of special emphasis and will be considered Special Ministries that will serve during the period of the special emphasis.  

Prayer is encouraged for all members and is not limited to members approved by church conference. 

Please contact the church office to be added to the daily prayer list.  All members are encouraged to be in prayer for our church, pastors, staff and membership.

PROPERTY MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 21


The Property Ministry shall be responsible for the maintenance of and improvements to all local Church property except movable properties for which other ministries are responsible.  Special requests for the use of the Church building or properties, not under the care of other ministries will be made to this ministry.

This Ministry shall be composed of at least five members. Members serve an unspecified term  based on the need for continuity with regard to past and future projects .  Members are replaced as required and new members are welcomed.  If someone desires to come onto the ministry then present members may choose to roll off or other members will be sought to ensure that an odd number of members is maintained.  This ministry acts as an advisory group for the Director of Building and Grounds.  Chairmanship will rotate among the members on a bi-yearly basis so as not to over burden any one person. 

RECREATION/CHRISTIAN LIFE CENTER MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 22

This Ministry will be led by one of the church ministers who will coordinate with Lay leaders who encourage recreation groups and activities sponsored by the church.  This include golf leagues, pickup sports groups and others such activities.  The minister and group leaders shall develop and maintain a Christian Life Center usage policy to ensure that the facilities are used safely protecting both users and facilities.

SAFETY AND SECURITY MINISTRY MOVED OVER FROM CURRENT BY-LAWS
PAGE 22
		
The Safety and Security Ministry shall consist of five members: The church administrator, two deacons, and    two at large members. The duties of the Safety and Security Ministry will be to observe the monitoring systems of the buildings, keep in touch with the parking lot patrol, paid security, and be alert to anything pertaining to the safety and security of the church campus and /or members.  Report and make recommendations to the Pastor, Deacons, Building and Grounds Ministry, or any appropriate Ministry.  The security ministry will meet once each quarter.  


SEMINARY SCHOLARSHIP MINISTRY MOVED OVER FROM CURRENT BY-LAWS
PAGE 22

The Seminary Scholarship Ministry shall be responsible for administering the Seminary Scholarship Fund as described by the program policy enacted by the Church.

This ministry shall be composed of three members.

TECHNOLOGY MINISTRY HELP TEAM MOVED OVER FROM CURRENT BY-LAWS
PAGE 23

The technology requirements of the church are a contracted service that supports the Network Administration, computer diagnosis, and recommendations and implementation of software and hardware upgrades and compatibilities.  

The Technology Ministry Help Team is a lay ministry team that provides  user support on the weekends when technology issues arise that must be corrected in order to conduct services and activities scheduled by the church during these times.  They will also provide assistance in  analyzing changes and other necessary IT decisions proposed by the contracted service provider to help ensure they are necessary and in the best interest of the church.

The team shall be made up of a chairperson and co-chair and as many technology literate members as needed to maintain church functions pending support by the contractor team.

TRANSPORTATION MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 23


The Transportation Ministry shall be responsible for operation and maintenance of all motor vehicles and trailers owned by the Church.  The ministry shall monitor the needs of the Church and recommend acquisitions and disposals of such vehicles when appropriate.  The ministry shall, with ratification by the Church, establish policies governing the use of such vehicles.

This ministry shall be composed of a chair and two additional members.

WELCOME 360 MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 23


The Welcome 360 Ministry includes ushers, golf cart drivers, and greeters.  The goal of the ministry is to provide an arms around experience for visitors and members from the time they arrive on campus until they leave.  The ministry is organized and directed by one individual referred to as the leader in this document.  The Welcome 360 Ministry reports directly to the FBCPS Finance Minister or other assigned minister.  The Welcome 360 Ministry is sub-divided into three teams as follows:

USHERS MOVED OVER FROM CURRENT BY-LAWS PAGE 23

The usher team is managed weekly by usher “captains” on a rotating monthly schedule. The Welcome 360 Ministry leader recruits captains as needed. The captains are responsible for recruiting and training the ushers and insuring they are available weekly to perform the required duties.  The ushers pass the offering plates among the congregation in the prescribed manner.  The captains along with the deacon of the week secure the offering and take it to the safe located in the office of the minister of finance.  Locking bags are provided for the offering.  The captain and deacon of the week are escorted to the safe by on campus police officers. 

GOLF CARTS MOVED OVER FROM CURRENT BY-LAWS PAGE 24

Golf cart drivers are recruited by the Welcome 360 Ministry leader.  The drivers transport our members and visitors from the parking lot to our campus buildings as needed as well as from building to building. The drivers secure the carts from the storage location and return them after use.  On occasion, the deacons assist with driving duties as needed. 

GREETERS MOVED OVER FROM CURRENT BY-LAWS PAGE 24

The Welcome 360 Ministry leader recruits and trains greeters.  The leader prepares and distributes a monthly schedule for all greeters and drivers.  Greeters are currently stationed in the following locations:  North Avenue entrance (outside), Senior parking lot entrance (outside) and the welcome center for the 9:30 service.  The CLC entry doors, worship entry doors and the welcome center for the 11:00 service.  All newly identified visitors are given a gift bag.  For the 11:00 service, the welcome center is set up specifically for visitors and members that have questions about our church.  A FBCPS minister should always be available and present in the welcome center for any questions or issues that may arise.  

 WEDDING MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 24


The purpose of this ministry is fourfold:  to design policies that will promote the sacredness of a wedding ceremony and establish it as a service of worship; to provide guidance and understanding to the prospective bride and groom, ensuring that each wedding is a joyful and meaningful occasion; to approach the wedding ministry as an outreach opportunity for First Baptist Church; to promote good stewardship of the facilities with which God has blessed us at First Baptist Powder Springs. The Pastor shall recommend members for this ministry. This Ministry shall be composed of members (wedding coordinators) sufficient to meet demand but no less that two members.




Wedding Coordinator MOVED OVER FROM CURRENT BY-LAWS PAGE 24/25

The Wedding Coordinator shall be responsible for duties and responsibilities as outlined in the Wedding Policies and Procedures.  An approved Wedding coordinator shall be appointed for each wedding by the Pastor’s Secretary.

The Nominating Ministry shall recommend candidates to the Church for approval who have been properly trained in the duties of the Wedding Coordinator.

YOUTH MINISTRY MOVED OVER FROM CURRENT BY-LAWS PAGE 25


The Youth Ministry will serve as a council and support body for the Student Pastor to ensure the ministry’s success. The ministry will initiate and assist in implementing quality programs for youth. This ministry will be composed of 4 or more members that are current youth ministry teachers and volunteers.



CHURCH MEETINGS

SECTION 2.  BUSINESS CONFERENCES MOVE FROM C&B PAGE 26

(3) The Business conference for the annual election of the Nominating Ministry shall be held at the November business conference.

(4) The election of officers, teachers, and ministries shall be held at any regular Monthly Business Conference or special conference as necessary.

(5) The Annual Business Conference of the Church shall be held at the regular Monthly Business Conference in January at which time the annual reports shall be presented, and such other business transacted as may be specified in the call or authorized in the By-Laws.


GENERAL

Licensing and Ordination  MOVED FROM CURRENT BYLAWS PAGE 27
Any person recommended by the deacons and approved by the Church, and who gives evidence that he/she is called to the work of the ministry, may be licensed to preach upon a majority vote of those present at any Church Conference.  A certificate of License shall be issued by the Church upon recommendation by the deacons, and may be ordained by the Church, provided, however, the Church shall possess the sole right to call a Council of Pastors to examine the qualifications of the candidate and, in turn, advise the Church as to the propriety of ordination.  The final action to ordain such licensed minister shall rest with the Church.

SECTION 11.  USE OF CHURCH FACILITIES MOVED FROM CURRENT BY-LAWS PAGE 29

The buildings of the First Baptist Church shall be used first and foremost for worship of God.  All regularly scheduled services shall have first priority for building usage and then unscheduled services and meetings shall have remaining priority by scheduling through the Church Office.  Weddings shall be scheduled through the Church Office by filling out a proper request form.
Any outside use not covered in this directive shall be acted upon in regular or special Church conference.  However, for use for public gatherings for worship, associational meetings or use deemed in the best interest of the community, the Pastor shall have the authority to grant usage of facilities. The church reserves the right to reject any requested usage of church facilities. 

SECTION 4.  MINISTRY REPORTS MOVED FROM C&B PAGE 27

A copy of all organizational and ministry procedures shall, at all times, be kept by the Church office and available to all Church members upon request.

SECTION 9. CHURCH YEAR MOVED FROMC&B PAGE 28
The Church Year shall begin October 1 and end September 30.  All officers and standing ministries shall assume office on October 1, except where otherwise stated. The fiscal year begins January 1 and ends December 31.

Section 10. PULPIT SUPPLY MOVED FROM C&B PAGE 28
The Pastor and/or Chairman of Deacons shall arrange for supplying the pulpit in the pastor’s absence or illness.


AMENDMENTS 			NEW-BASELINE FOR P&P.
These Policies and Procedures shall be kept in the Church office and made available for review to any member of the Church upon request to the Senior Pastor or Executive Director of Operations.  The Executive Director of Operations shall maintain the official copy of these Policies and Procedures.  Any suggested changes to these Policies and Procedures should be made in writing to the Executive Director of Operations.  These suggested changes will be reviewed by the Executive Team and a By-law review committee and shall be approved or disapproved base on their findings and considerations.
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