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Constitution 

& 

Bylaws 
 

PREAMBLE 

 

So that things may be done decently and in order in accordance with the 

accepted tenets of other churches of like precious faith, and that we may 

more readily help each other in our Christian service, we declare and 

establish this constitution to which we voluntarily submit ourselves. 
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CHURCH CONSTITUTION 

 
ARTICLE 1 - NAME AND PURPOSE 

 
SECTION 1 - NAME 
 

This congregation of believers shall be known as the Point Baptist Church, Inc. of Pensacola, Florida. 

 

SECTION 2 - PURPOSE 
 

(A) This congregation is organized as a church exclusively for charitable, religious, and educational purposes 

within the meaning of Section 501 (c) (3) of the Internal Revenue Code of 1986 (or the corresponding 

provision of any future United Sates Revenue Law), including, but not limited to, for such purposes, the 

establishing and maintaining of religious worship, the building, maintaining and operating of churches, 

parsonages, schools, chapels, radio stations, television stations, rescue missions, print shops, day-care 

centers, camps, youth ministries, nursing homes, and other outreach ministries. 

 

(B) The church shall also ordain and license men to the Gospel ministry; evangelize the unsaved by the 

proclaiming of the Gospel of the Lord Jesus Christ; educate believers in a manner consistent with the 

requirements of Holy Scripture, both in Sunday and weekday schools of Christian education; maintain 

missionary activities in the United States and any foreign country. 

  

 

ARTICLE 2 - STATEMENT OF FAITH AND COVENANT 
 

SECTION 1 - STATEMENT OF FAITH – The Baptist Faith & Message 2000 

 
I. The Scriptures 
 

The Holy Bible was written by men divinely inspired and is God's revelation of Himself to man. It is a perfect 

treasure of divine instruction. It has God for its author, salvation for its end, and truth, without any mixture of 

error, for its matter. Therefore, all Scripture is totally true and trustworthy. It reveals the principles by which God 

judges us, and therefore is, and will remain to the end of the world, the true center of Christian union, and the 

supreme standard by which all human conduct, creeds, and religious opinions should be tried. All Scripture is a 

testimony to Christ, who is Himself the focus of divine revelation. 

 

Exodus 24:4; Deuteronomy 4:1-2; 17:19; Joshua 8:34; Psalms 19:7-10; 119:11,89,105,140; Isaiah 34:16; 40:8; 

Jeremiah 15:16; 36:1-32; Matthew 5:17-18; 22:29; Luke 21:33; 24:44-46; John 5:39; 16:13-15; 17:17; Acts 

2:16ff.; 17:11; Romans 15:4; 16:25-26; 2 Timothy 3:15-17; Hebrews 1:1-2; 4:12; 1 Peter 1:25; 2 Peter 1:19-

21. 

 

II. God 

 

There is one and only one living and true God. He is an intelligent, spiritual, and personal Being, the Creator, 

Redeemer, Preserver, and Ruler of the universe. God is infinite in holiness and all other perfections. God is all 

powerful and all knowing; and His perfect knowledge extends to all things, past, present, and future, including 

the future decisions of His free creatures. To Him we owe the highest love, reverence, and obedience. The 

eternal triune God reveals Himself to us as Father, Son, and Holy Spirit, with distinct personal attributes, but 

without division of nature, essence, or being. 

 

A. God the Father 
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God as Father reigns with providential care over His universe, His creatures, and the flow of the stream of 

human history according to the purposes of His grace. He is all powerful, all knowing, all loving, and all wise. 

God is Father in truth to those who become children of God through faith in Jesus Christ. He is fatherly in His 

attitude toward all men. 

 

Genesis 1:1; 2:7; Exodus 3:14; 6:2-3; 15:11; 20:1; Leviticus 22:2; Deuteronomy 6:4; 32:6; 1 Chronicles 29:10; 

Psalm 19:1-3; Isaiah 43:3,15; 64:8; Jeremiah 10:10; 17:13; Matthew 6:9ff.; 7:11; 23:9; 28:19; Mark 1:9-11; 

John 4:24; 5:26; 14:6-13; 17:1-8; Acts 1:7; Romans 8:14-15; 1 Corinthians 8:6; Galatians 4:6; Ephesians 4:6; 

Colossians 1:15; 1 Timothy 1:17; Hebrews 11:6; 12:9; 1 Peter 1:17;1 John 5:7. 

 

B. God the Son 

 

Christ is the eternal Son of God. In His incarnation as Jesus Christ He was conceived of the Holy Spirit and born 

of the virgin Mary. Jesus perfectly revealed and did the will of God, taking upon Himself human nature with its 

demands and necessities and identifying Himself completely with mankind yet without sin. He honored the 

divine law by His personal obedience, and in His substitutionary death on the cross He made provision for the 

redemption of men from sin. He was raised from the dead with a glorified body and appeared to His disciples as 

the person who was with them before His crucifixion. He ascended into heaven and is now exalted at the right 

hand of God where He is the One Mediator, fully God, fully man, in whose Person is effected the reconciliation 

between God and man. He will return in power and glory to judge the world and to consummate His redemptive 

mission. He now dwells in all believers as the living and ever present Lord. 

 

Genesis 18:1; Psalms 2:7; 110:1; Isaiah 7:14; Isaiah 53:1-12; Matthew 1:18-23; 3:17; 8:29; 11:27; 14:33; 

16:16,27; 17:5; 27; 28:1-6,19; Mark 1:1; 3:11; Luke 1:35; 4:41; 22:70; 24:46; John 1:1-18,29; 10:30,38; 

11:25-27; 12:44-50; 14:7-11; 16:15-16,28; 17:1-5, 21-22; 20:1-20,28; Acts 1:9; 2:22-24; 7:55-56; 9:4-5,20; 

Romans 1:3-4; 3:23-26; 5:6-21; 8:1-3,34; 10:4; 1 Corinthians 1:30; 2:2; 8:6; 15:1-8,24-28; 2 Corinthians 

5:19-21; 8:9; Galatians 4:4-5; Ephesians 1:20; 3:11; 4:7-10; Philippians 2:5-11; Colossians 1:13-22; 2:9; 1 

Thessalonians 4:14-18; 1 Timothy 2:5-6; 3:16; Titus 2:13-14; Hebrews 1:1-3; 4:14-15; 7:14-28; 9:12-15,24-28; 

12:2; 13:8; 1 Peter 2:21-25; 3:22; 1 John 1:7-9; 3:2; 4:14-15; 5:9; 2 John 7-9; Revelation 1:13-16; 5:9-14; 

12:10-11; 13:8; 19:16. 

 

C. God the Holy Spirit 

 

The Holy Spirit is the Spirit of God, fully divine. He inspired holy men of old to write the Scriptures. Through 

illumination He enables men to understand truth. He exalts Christ. He convicts men of sin, of righteousness, and 

of judgment. He calls men to the Saviour, and effects regeneration. At the moment of regeneration He baptizes 

every believer into the Body of Christ. He cultivates Christian character, comforts believers, and bestows the 

spiritual gifts by which they serve God through His church. He seals the believer unto the day of final 

redemption. His presence in the Christian is the guarantee that God will bring the believer into the fullness of the 

stature of Christ. He enlightens and empowers the believer and the church in worship, evangelism, and service. 

 

Genesis 1:2; Judges 14:6; Job 26:13; Psalms 51:11; 139:7ff.; Isaiah 61:1-3; Joel 2:28-32; Matthew 1:18; 3:16; 

4:1; 12:28-32; 28:19; Mark 1:10,12; Luke 1:35; 4:1,18-19; 11:13; 12:12; 24:49; John 4:24; 14:16-17,26; 

15:26; 16:7-14; Acts 1:8; 2:1-4,38; 4:31; 5:3; 6:3; 7:55; 8:17,39; 10:44; 13:2; 15:28; 16:6; 19:1-6; Romans 

8:9-11,14-16,26-27; 1 Corinthians 2:10-14; 3:16; 12:3-11,13; Galatians 4:6; Ephesians 1:13-14; 4:30; 5:18; 1 

Thessalonians 5:19; 1 Timothy 3:16; 4:1; 2 Timothy 1:14; 3:16; Hebrews 9:8,14; 2 Peter 1:21; 1 John 4:13; 

5:6-7; Revelation 1:10; 22:17. 

 

III. Man 

 

Man is the special creation of God, made in His own image. He created them male and female as the crowning 

work of His creation. The gift of gender is thus part of the goodness of God's creation. In the beginning man was 

innocent of sin and was endowed by his Creator with freedom of choice. By his free choice man sinned against 

God and brought sin into the human race. Through the temptation of Satan man transgressed the command of 

God, and fell from his original innocence whereby his posterity inherit a nature and an environment inclined 

toward sin. Therefore, as soon as they are capable of moral action, they become transgressors and are under 
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condemnation. Only the grace of God can bring man into His holy fellowship and enable man to fulfill the 

creative purpose of God. The sacredness of human personality is evident in that God created man in His own 

image, and in that Christ died for man; therefore, every person of every race possesses full dignity and is worthy 

of respect and Christian love. 

 

Genesis 1:26-30; 2:5,7,18-22; 3; 9:6; Psalms 1; 8:3-6; 32:1-5; 51:5; Isaiah 6:5; Jeremiah 17:5; Matthew 

16:26; Acts 17:26-31; Romans 1:19-32; 3:10-18,23; 5:6,12,19; 6:6; 7:14-25; 8:14-18,29; 1 Corinthians 1:21-

31; 15:19,21-22; Ephesians 2:1-22; Colossians 1:21-22; 3:9-11. 

 

IV. Salvation 

 

Salvation involves the redemption of the whole man, and is offered freely to all who accept Jesus Christ as Lord 

and Saviour, who by His own blood obtained eternal redemption for the believer. In its broadest sense salvation 

includes regeneration, justification, sanctification, and glorification. There is no salvation apart from personal 

faith in Jesus Christ as Lord. 

 

A. Regeneration, or the new birth, is a work of God's grace whereby believers become new creatures in Christ 

Jesus. It is a change of heart wrought by the Holy Spirit through conviction of sin, to which the sinner responds 

in repentance toward God and faith in the Lord Jesus Christ. Repentance and faith are inseparable experiences of 

grace. 

Repentance is a genuine turning from sin toward God. Faith is the acceptance of Jesus Christ and commitment of 

the entire personality to Him as Lord and Saviour. 

 

B. Justification is God's gracious and full acquittal upon principles of His righteousness of all sinners who repent 

and believe in Christ. Justification brings the believer unto a relationship of peace and favor with God. 

 

C. Sanctification is the experience, beginning in regeneration, by which the believer is set apart to God's 

purposes, and is enabled to progress toward moral and spiritual maturity through the presence and power of the 

Holy Spirit dwelling in him. Growth in grace should continue throughout the regenerate person's life. 

 

D. Glorification is the culmination of salvation and is the final blessed and abiding state of the redeemed. 

 

Genesis 3:15; Exodus 3:14-17; 6:2-8; Matthew 1:21; 4:17; 16:21-26; 27:22-28:6; Luke 1:68-69; 2:28-32; John 

1:11-14,29; 3:3-21,36; 5:24; 10:9,28-29; 15:1-16; 17:17; Acts 2:21; 4:12; 15:11; 16:30-31; 17:30-31; 20:32; 

Romans 1:16-18; 2:4; 3:23-25; 4:3; 5:8-10; 6:1-23; 8:1-18,29-39; 10:9-10,13; 13:11-14; 1 Corinthians 

1:18,30; 6:19-20; 15:10; 2 Corinthians 5:17-20; Galatians 2:20; 3:13; 5:22-25; 6:15; Ephesians 1:7; 2:8-22; 

4:11-16; Philippians 2:12-13; Colossians 1:9-22; 3:1; 1 Thessalonians 5:23-24; 2 Timothy 1:12; Titus 2:11-14; 

Hebrews 2:1-3; 5:8-9; 9:24-28; 11:1-12:8,14; James 2:14-26; 1 Peter 1:2-23; 1 John 1:6-2:11; Revelation 

3:20; 21:1-22:5. 

 

V. God's Purpose of Grace 

 

Election is the gracious purpose of God, according to which He regenerates, justifies, sanctifies, and glorifies 

sinners. It is consistent with the free agency of man, and comprehends all the means in connection with the end. 

It is the glorious display of God's sovereign goodness, and is infinitely wise, holy, and unchangeable. It excludes 

boasting and promotes humility. 

 

All true believers endure to the end. Those whom God has accepted in Christ, and sanctified by His Spirit, will 

never fall away from the state of grace, but shall persevere to the end. Believers may fall into sin through neglect 

and temptation, whereby they grieve the Spirit, impair their graces and comforts, and bring reproach on the cause 

of Christ and temporal judgments on themselves; yet they shall be kept by the power of God through faith unto 

salvation. 

 

Genesis 12:1-3; Exodus 19:5-8; 1 Samuel 8:4-7,19-22; Isaiah 5:1-7; Jeremiah 31:31; Matthew 16:18-19; 

21:28-45; 24:22,31; 25:34; Luke 1:68-79; 2:29-32; 19:41-44; 24:44-48; John 1:12-14; 3:16; 5:24; 6:44-45,65; 

10:27-29; 15:16; 17:6,12,17-18; Acts 20:32; Romans 5:9-10; 8:28-39; 10:12-15; 11:5-7,26-36; 1 Corinthians 
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1:1-2; 15:24-28; Ephesians 1:4-23; 2:1-10; 3:1-11; Colossians 1:12-14; 2 Thessalonians 2:13-14; 2 Timothy 

1:12; 2:10,19; Hebrews 11:39–12:2; James 1:12; 1 Peter 1:2-5,13; 2:4-10; 1 John 1:7-9; 2:19; 3:2. 

 

VI. The Church 

 

A New Testament church of the Lord Jesus Christ is an autonomous local congregation of baptized believers, 

associated by covenant in the faith and fellowship of the gospel; observing the two ordinances of Christ, 

governed by His laws, exercising the gifts, rights, and privileges invested in them by His Word, and seeking to 

extend the gospel to the ends of the earth. Each congregation operates under the Lordship of Christ through 

democratic processes. In such a congregation each member is responsible and accountable to Christ as Lord. Its 

scriptural officers are pastors and deacons. While both men and women are gifted for service in the church, the 

office of pastor is limited to men as qualified by Scripture. 

 

The New Testament speaks also of the church as the Body of Christ which includes all of the redeemed of all the 

ages, believers from every tribe, and tongue, and people, and nation. 

 

Matthew 16:15-19; 18:15-20; Acts 2:41-42,47; 5:11-14; 6:3-6; 13:1-3; 14:23,27; 15:1-30; 16:5; 20:28; 

Romans 1:7; 1 Corinthians 1:2; 3:16; 5:4-5; 7:17; 9:13-14; 12; Ephesians 1:22-23; 2:19-22; 3:8-11,21; 5:22-

32; Philippians 1:1; Colossians 1:18; 1 Timothy 2:9-14; 3:1-15; 4:14; Hebrews 11:39-40; 1 Peter 5:1-4; 

Revelation 2-3; 21:2-3. 

 

VII. Baptism and the Lord's Supper 

 

Christian baptism is the immersion of a believer in water in the name of the Father, the Son, and the Holy Spirit. 

It is an act of obedience symbolizing the believer's faith in a crucified, buried, and risen Saviour, the believer's 

death to sin, the burial of the old life, and the resurrection to walk in newness of life in Christ Jesus. It is a 

testimony to his faith in the final resurrection of the dead. Being a church ordinance, it is prerequisite to the 

privileges of church membership and to 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 the fruit of the vine, memorialize the death of the Redeemer and anticipate His second coming. 

 

Matthew 3:13-17; 26:26-30; 28:19-20; Mark 1:9-11; 14:22-26; Luke 3:21-22; 22:19-20; John 3:23; Acts 2:41-

42; 8:35-39; 16:30-33; 20:7; Romans 6:3-5; 1 Corinthians 10:16,21; 11:23-29; Colossians 2:12. 

 

VIII. The Lord's Day 

 

The first day of the week is the Lord's Day. It is a Christian institution for regular observance. It commemorates 

the resurrection of Christ from the dead and should include exercises of worship and spiritual devotion, both 

public and private. Activities on the Lord's Day should be commensurate with the Christian's conscience under 

the Lordship of Jesus Christ. 

 

Exodus 20:8-11; Matthew 12:1-12; 28:1; Mark 2:27-28; 16:1-7; Luke 24:1-3,33-36; John 4:21-24; 20:1,19-28; 

Acts 20:7; Romans 14:5-10; I Corinthians 16:1-2; Colossians 2:16; 3:16; Revelation 1:10. 

 

IX. The Kingdom 

 

The Kingdom of God includes both His general sovereignty over the universe and His particular kingship over 

men who willfully acknowledge Him as King. Particularly the Kingdom is the realm of salvation into which men 

enter by trustful, childlike commitment to Jesus Christ. Christians ought to pray and to labor that the Kingdom 

may come and God's will be done on earth. The full consummation of the Kingdom awaits the return of Jesus 

Christ and the end of this age. 

 

Genesis 1:1; Isaiah 9:6-7; Jeremiah 23:5-6; Matthew 3:2; 4:8-10,23; 12:25-28; 13:1-52; 25:31-46; 26:29; 

Mark 1:14-15; 9:1; Luke 4:43; 8:1; 9:2; 12:31-32; 17:20-21; 23:42; John 3:3; 18:36; Acts 1:6-7; 17:22-31; 
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Romans 5:17; 8:19; 1 Corinthians 15:24-28; Colossians 1:13; Hebrews 11:10,16; 12:28; 1 Peter 2:4-10; 4:13; 

Revelation 1:6,9; 5:10; 11:15; 21-22. 

 

X. Last Things 

 

God, in His own time and in His own way, will bring the world to its appropriate end. According to His promise, 

Jesus Christ will return personally and visibly in glory to the earth; the dead will be raised; and Christ will judge 

all men in righteousness. The unrighteous will be consigned to Hell, the place of everlasting punishment. The 

righteous in their resurrected and glorified bodies will receive their reward and will dwell forever in Heaven with 

the Lord. 

 

Isaiah 2:4; 11:9; Matthew 16:27; 18:8-9; 19:28; 24:27,30,36,44; 25:31-46; 26:64; Mark 8:38; 9:43-48; Luke 

12:40,48; 16:19-26; 17:22-37; 21:27-28; John 14:1-3; Acts 1:11; 17:31; Romans 14:10; 1 Corinthians 4:5; 

15:24-28,35-58; 2 Corinthians 5:10; Philippians 3:20-21; Colossians 1:5; 3:4; 1 Thessalonians 4:14-18; 5:1; 2 

Thessalonians 1:7; 2; 1 Timothy 6:14; 2 Timothy 4:1,8; Titus 2:13; Hebrews 9:27-28; James 5:8; 2 Peter 3:7; 1 

John 2:28; 3:2; Jude 14; Revelation 1:18; 3:11; 20:1-22:13. 

 

XI. Evangelism and Missions 

 

It is the duty and privilege of every follower of Christ and of every church of the Lord Jesus Christ to endeavor 

to make disciples of all nations. The new birth of man's spirit by God's Holy Spirit means the birth of love for 

others. Missionary effort on the part of all rests thus upon a spiritual necessity of the regenerate life, and is 

expressly and repeatedly commanded in the teachings of Christ. The Lord Jesus Christ has commanded the 

preaching of the gospel to all nations. It is the duty of every child of God to seek constantly to win the lost to 

Christ by verbal witness undergirded by a Christian lifestyle, and by other methods in harmony with the gospel 

of Christ. 

 

Genesis 12:1-3; Exodus 19:5-6; Isaiah 6:1-8; Matthew 9:37-38; 10:5-15; 13:18-30, 37-43; 16:19; 22:9-10; 

24:14; 28:18-20; Luke 10:1-18; 24:46-53; John 14:11-12; 15:7-8,16; 17:15; 20:21; Acts 1:8; 2; 8:26-40; 

10:42-48; 13:2-3; Romans 10:13-15; Ephesians 3:1-11; 1 Thessalonians 1:8; 2 Timothy 4:5; Hebrews 2:1-3; 

11:39-12:2; 1 Peter 2:4-10; Revelation 22:17. 

 

XII. Education 

 

Christianity is the faith of enlightenment and intelligence. In Jesus Christ abide all the treasures of wisdom and 

knowledge. All sound learning is, therefore, a part of our Christian heritage. The new birth opens all human 

faculties and creates a thirst for knowledge. Moreover, the cause of education in the Kingdom of Christ is co-

ordinate with the causes of missions and general benevolence, and should receive along with these the liberal 

support of the churches. An adequate system of Christian education is necessary to a complete spiritual program 

for Christ's people. 

 

In Christian education there should be a proper balance between academic freedom and academic responsibility. 

Freedom in any orderly relationship of human life is always limited and never absolute. The freedom of a teacher 

in a Christian school, college, or seminary is limited by the pre-eminence of Jesus Christ, by the authoritative 

nature of the Scriptures, and by the distinct purpose for which the school exists. 

 

Deuteronomy 4:1,5,9,14; 6:1-10; 31:12-13; Nehemiah 8:1-8; Job 28:28; Psalms 19:7; 119:11; Proverbs 3:13; 

4:1-10; 8:1-7,11; 15:14; Ecclesiastes 7:19; Matthew 5:2; 7:24; 28:19-20; Luke 2:40; 1 Corinthians 1:18-31; 

Ephesians 4:11-16; Philippians 4:8; Colossians 2:3,8-9; 1 Timothy 1:3-7; 2 Timothy 2:15; 3:14-17; Hebrews 

5:12-6:3; James 1:5; 3:17. 

 

XIII. Stewardship 

 

God is the source of all blessings, temporal and spiritual; all that we have and are we owe to Him. Christians 

have a spiritual debtorship to the whole world, a holy trusteeship in the gospel, and a binding stewardship in their 

possessions. They are therefore under obligation to serve Him with their time, talents, and material possessions; 
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and should recognize all these as entrusted to them to use for the glory of God and for helping others. According 

to the Scriptures, Christians should contribute of their means cheerfully, regularly, systematically, 

proportionately, and liberally for the advancement of the Redeemer's cause on earth. 

 

Genesis 14:20; Leviticus 27:30-32; Deuteronomy 8:18; Malachi 3:8-12; Matthew 6:1-4,19-21; 19:21; 23:23; 

25:14-29; Luke 12:16-21,42; 16:1-13; Acts 2:44-47; 5:1-11; 17:24-25; 20:35; Romans 6:6-22; 12:1-2; 1 

Corinthians 4:1-2; 6:19-20; 12; 16:1-4; 2 Corinthians 8-9; 12:15; Philippians 4:10-19; 1 Peter 1:18-19. 

 

XIV. Cooperation 

 

Christ's people should, as occasion requires, organize such associations and conventions as may best secure 

cooperation for the great objects of the Kingdom of God. Such organizations have no authority over one another 

or over the churches. They are voluntary and advisory bodies designed to elicit, combine, and direct the energies 

of our people in the most effective manner. Members of New Testament churches should cooperate with one 

another in carrying forward the missionary, educational, and benevolent ministries for the extension of Christ's 

Kingdom. Christian unity in the New Testament sense is spiritual harmony and voluntary cooperation for 

common ends by various groups of Christ's people. Cooperation is desirable between the various Christian 

denominations, when the end to be attained is itself justified, and when such cooperation involves no violation of 

conscience or compromise of loyalty to Christ and His Word as revealed in the New Testament. 

 

Exodus 17:12; 18:17ff.; Judges 7:21; Ezra 1:3-4; 2:68-69; 5:14-15; Nehemiah 4; 8:1-5; Matthew 10:5-15; 

20:1-16; 22:1-10; 28:19-20; Mark 2:3; Luke 10:1ff.; Acts 1:13-14; 2:1ff.; 4:31-37; 13:2-3; 15:1-35; 1 

Corinthians 1:10-17; 3:5-15; 12; 2 Corinthians 8-9; Galatians 1:6-10; Ephesians 4:1-16; Philippians 1:15-18. 

 

XV. The Christian and the Social Order 

 

All Christians are under obligation to seek to make the will of Christ supreme in our own lives and in human 

society. Means and methods used for the improvement of society and the establishment of righteousness among 

men can be truly and permanently helpful only when they are rooted in the regeneration of the individual by the 

saving grace of God in Jesus Christ. In the spirit of Christ, Christians should oppose racism, every form of greed, 

selfishness, and vice, and all forms of sexual immorality, including adultery, homosexuality, and pornography. 

We should work to provide for the orphaned, the needy, the abused, the aged, the helpless, and the sick. We 

should speak on behalf of the unborn and contend for the sanctity of all human life from conception to natural 

death. Every Christian should seek to bring industry, government, and society as a whole under the sway of the 

principles of righteousness, truth, and brotherly love. In order to promote these ends Christians should be ready 

to work with all men of good will in any good cause, always being careful to act in the spirit of love without 

compromising their loyalty to Christ and His truth. 

 

Exodus 20:3-17; Leviticus 6:2-5; Deuteronomy 10:12; 27:17; Psalm 101:5; Micah 6:8; Zechariah 8:16; 

Matthew 5:13-16,43-48; 22:36-40; 25:35; Mark 1:29-34; 2:3; 10:21; Luke 4:18-21; 10:27-37; 20:25; John 

15:12; 17:15; Romans 12–14; 1Corinthians 5:9-10; 6:1-7; 7:20-24; 10:23-11:1; Galatians 3:26-28; Ephesians 

6:5-9; Colossians 3:12-17; 1 Thessalonians 3:12; Philemon; James 1:27; 2:8. 

 

XVI. Peace and War 

 

It is the duty of Christians to seek peace with all men on principles of righteousness. In accordance with the spirit 

and teachings of Christ they should do all in their power to put an end to war. 

 

The true remedy for the war spirit is the gospel of our Lord. The supreme need of the world is the acceptance of 

His teachings in all the affairs of men and nations, and the practical application of His law of love. Christian 

people throughout the world should pray for the reign of the Prince of Peace. 

 

Isaiah 2:4; Matthew 5:9,38-48; 6:33; 26:52; Luke 22:36,38; Romans 12:18-19; 13:1-7; 14:19; Hebrews 12:14; 

James 4:1-2. 
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XVII. Religious Liberty 

 

God alone is Lord of the conscience, and He has left it free from the doctrines and commandments of men which 

are contrary to His Word or not contained in it. Church and state should be separate. The state owes to every 

church protection and full freedom in the pursuit of its spiritual ends. In providing for such freedom no 

ecclesiastical group or denomination should be favored by the state more than others. Civil government being 

ordained of God, it is the duty of Christians to render loyal obedience thereto in all things not contrary to the 

revealed will of God. The church should not resort to the civil power to carry on its work. The gospel of Christ 

contemplates spiritual means alone for the pursuit of its ends. The state has no right to impose penalties for 

religious opinions of any kind. The state has no right to impose taxes for the support of any form of religion. A 

free church in a free state is the Christian ideal, and this implies the right of free and unhindered access to God 

on the part of all men, and the right to form and propagate opinions in the sphere of religion without interference 

by the civil power. 

 

Genesis 1:27; 2:7; Matthew 6:6-7,24; 16:26; 22:21; John 8:36; Acts 4:19-20; Romans 6:1-2; 13:1-7; Galatians 

5:1,13; Philippians 3:20; 1 Timothy 2:1-2; James 4:12; 1 Peter 2:12-17; 3:11-17; 4:12-19. 

 

XVIII. The Family 

 

God has ordained the family as the foundational institution of human society. It is composed of persons related 

to one another by marriage, blood, or adoption. 

Marriage is the uniting of one man and one woman in covenant commitment for a lifetime. It is God's unique gift 

to reveal the union between Christ and His church and to provide for the man and the woman in marriage the 

framework for intimate companionship, the channel of sexual expression according to biblical standards, and the 

means for procreation of the human race. 

 

The husband and wife are of equal worth before God, since both are created in God's image. The marriage 

relationship models the way God relates to His people. A husband is to love his wife as Christ loved the church. 

He has the God-given responsibility to provide for, to protect, and to lead his family. A wife is to submit herself 

graciously to the servant leadership of her husband even as the church willingly submits to the headship of 

Christ. She, being in the image of God as is her husband and thus equal to him, has the God-given responsibility 

to respect her husband and to serve as his helper in managing the household and nurturing the next generation. 

Children, from the moment of conception, are a blessing and heritage from the Lord. Parents are to demonstrate 

to their children God's pattern for marriage. Parents are to teach their children spiritual and moral values and to 

lead them, through consistent lifestyle example and loving discipline, to make choices based on biblical truth. 

Children are to honor and obey their parents. 

 

Genesis 1:26-28; 2:15-25; 3:1-20; Exodus 20:12; Deuteronomy 6:4-9; Joshua 24:15; 1 Samuel 1:26-28; Psalms 

51:5; 78:1-8; 127; 128; 139:13-16; Proverbs 1:8; 5:15-20; 6:20-22; 12:4; 13:24; 14:1; 17:6; 18:22; 22:6,15; 

23:13-14; 24:3; 29:15,17; 31:10-31; Ecclesiastes 4:9-12; 9:9; Malachi 2:14-16; Matthew 5:31-32; 18:2-5; 

19:3-9; Mark 10:6-12; Romans 1:18-32; 1 Corinthians 7:1-16; Ephesians 5:21-33; 6:1-4; Colossians 3:18-21; 

1 Timothy 5:8,14; 2 Timothy 1:3-5; Titus 2:3-5; Hebrews 13:4; 1 Peter 3:1-7. 

 

SECTION 2 - AUTHORITY OF STATEMENT OF FAITH 

 

The statement of faith does not exhaust the extent of our faith. The Bible itself is the sole and final source of all 

that we believe. We do believe, however, that the foregoing statement of faith accurately represents the teaching 

of the Bible. Therefore, all literature used in the church shall be in complete agreement with the statement of faith. 

 

SECTION 3 - COVENANT 

 

Having been led, as we believe, by the Spirit of God, to receive the Lord Jesus Christ as our Savior, and on 

profession of our faith, having been baptized in the name of our Father, and of the Son, and of the Holy Spirit, I 

now want to join in fellowship and practice with the Point Baptist Church. 
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I will commit myself to connecting with God and each other.  It is my desire to know Jesus Christ in a deeper way 

and to be passionate in my relationship with Him. I understand the call to connect with the members of Point 

Baptist Church. I will not operate in isolation, but will seek to know as many of its members as possible, and 

promote unity in the body. Should any conflict arise, I will obey the biblical mandates of scripture and seek 

reconciliation and restoration.  I understand my need to pray for, encourage and bless the body of Christ. With 

that, I will help bring people together, not divide. I am in complete agreement with the SBC's 2000 Baptist Faith 

and Message doctrinal statement. 

 

I will do my part to grow in my relationship with Christ.  I will involve myself in a biblical community.  I will 

engage in Bible study both personally and corporately.  I understand that a lack of growth will not be anyone's 

fault but mine.   

 

I will pursue opportunities to serve in the church.  My heart for service is to see others blessed and to be obedient 

to the commands of our Lord.  By serving in the church, I understand the importance of setting aside myself to 

exemplify the life of Christ.  

 

I will do my part to love others to the Point of Life: Jesus Christ. I will seek opportunities to tell others about 

Christ.  I understand my personal call to be a missionary and will involve myself both personally and financially 

in mission work. 

 

It is my desire to become a member of Point Baptist.  I will maintain a godly testimony and will not involve myself 

in unscriptural practices.  It is with joy that I support and enhance the mission and values of Point Baptist Church. 

 

 

ARTICLE 3 - MEMBERSHIP 

 

SECTION 1 - QUALIFICATIONS FOR MEMBERSHIP 
 

Upon a majority vote of the members present at any church service or meeting, membership shall be extended to 

all who have had and whose lives evidence a genuine experience of regeneration through faith in and acceptance 

of the Lord Jesus Christ as personal Savior; who renounce sin; who endeavor to live a consecrated life wholly unto 

the Lord; who fully subscribe to the statement of faith contained herein; and who enter into the church covenant 

contained herein; upon completion of,  and agreement with, Connecting Point Class; and upon compliance with 

any one of the following conditions: 

 

(A) By Baptism (immersion) as a true believer in Christ Jesus as personal Savior; 

 

(B) By letter of transfer from another Bible-believing church of like faith and practice, or other written 

statement of good standing from the prior church if the applicant has been baptized by immersion 

subsequent to a profession of faith; 

 

(C) By testimony of faith, having been baptized by immersion; or  
 

(D) By restoration, if having been removed from membership, upon majority vote of the congregation after 

confession is made publicly before the church membership of the sin or sins involved, and satisfactorily 

evidencing repentance to the pastor and deacons. 

 

(E) Duel Membership. An active member of an affiliate church. having traveled at least 80 miles, who has 

moved from the community where the church of active membership is situated, has presented a certificate 

of good standing, from the appropriate governing body of that church, and has been received as an affiliate 

member. An affiliate member is entitled to all the rights and privileges of an active member except to 

hold office. 
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SECTION 2 - DUTIES OF A MEMBER 
 

On becoming a member of this church, in addition to the covenant contained in Article II, Section 3, each one 

further covenants to love, honor, and pray for the pastor; and to recognize his authority in spiritual affairs of the 

church; to cherish a brotherly love for all members of the church, to support the church in prayer, offerings and 

with other financial support as the Lord enables; and in accordance with biblical commands to support through a 

life-style walk affirmation of the beliefs and practices of the church. 

 

 

SECTION 3 - PRIVILEGES OF MEMBERSHIP 
 

(A) This congregation functions, not as a pure democracy, but as a body under the headship of the Lord Jesus 

Christ and the direction of the pastor as the undershepherd. Membership in this church does not afford 

those individuals with any property, contract, or civil rights based on principles of democratic 

government. Determination of the internal affairs of this church are ecclesiastical matters and shall be 

determined exclusively by the church’s own rules and procedures. 

 

The pastor and Leadership Ministry Team shall oversee and/or conduct all aspects of this church. The 

deacons shall give assistance to the pastor as requested by him. The membership of the church has certain 

limited areas of exercising a vote. Members may not vote to initiate any church action, but rather the vote 

of a member is to confirm and ratify or deny the direction of the church as determined by the pastor and 

the Leadership Ministry Team. 

 

(B) Each member of the church shall be entitled to vote on matters presented by the Leadership Ministry 

Team. Only members at least eighteen years of age shall be entitled to vote. 

 
 

SECTION 4 - DISCIPLINE OF A MEMBER 

 

(A) There shall be a discipline ministry team consisting of the pastor and the deacons. These men shall have 

sole authority in determining heretical deviations from the statement of faith and violations of the church 

covenant. If the pastor or a deacon is the subject of a disciplinary matter, he shall not sit as a member of 

the discipline ministry team. He shall be entitled to the same steps as other church members and be subject 

to the same discipline. 

 

(B) Members are expected to demonstrate special loyalty and concern for one another. When a member 

becomes aware of an offense of such magnitude that it hinders spiritual growth and testimony, he is to go 

alone to the offending party and seek to restore his brother. Before he goes, he should first examine 

himself. When he goes, he should go with a spirit of humility and have the goal of restoration. 

 

(C) If reconciliation is not reached, a second member, either a deacon or the pastor is to accompany the one 

seeking to resolve the matter. This second step should also be preceded by self-examination, and exercised 

in a spirit of humility with the goal of restoration. 

 

(D) If the matter is still unresolved after the steps outlined in subsections (B) and (C) have been taken, the 

discipline ministry team, as the church representatives biblically responsible for putting down murmuring, 

shall hear the matter. If the matter is not resolved during the hearing before the discipline ministry team, 

the team shall recommend to the members of the church that they, after self-examination, make an effort 

personally to go to the offending member and seek that member’s restoration. 

 

(E) If the matter is still unresolved after the steps outlined in subsections (B), (C), and (D) have been taken, 

such members who refuse to repent and be restored are to be removed from the membership of the church 

upon majority vote of the membership present at a meeting called for the purpose of considering 

disciplinary action. 
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(F) No matter may be heard by the discipline ministry team or the church unless the steps outlined in 

subsections (B) and (C) have been taken, except in the case of a public offense. 

 

(G) If an unrepentant offending party is removed from the church membership, all contact with him from that 

point forward must be for the sake of restoration (except family members)  (Matt. 18:15-18; Prov. 6:16-

19; 1 Cor. 5:1-5; Rom. 16:17; 1 Thess. 5:14; 2 Thess. 3:6, 11; 3:14; Titus 3:10; 1 Tim. 6:3, 5; 2 Tim. 

2:17-18; 2 John 1:10-11; Rev. 2:14). 

 

 

SECTION 5 - TRANSFER OF MEMBERSHIP 

 

Members, not under the disciplinary process of Section 4, may request that letters of transfer be sent to another 

church. 

 

 

SECTION 6 - TERMINATION OF MEMBERSHIP 

 

(A) The membership of any individual member shall be automatically terminated without notice if the 

member in question has not attended a regular worship service of the church in the preceding twelve 

months, unless providentially hindered. Upon good cause being shown to the pastor, this provision for 

termination may be waived in the case of any individual member at the discretion of the Leadership 

Ministry Team. 

 

(B) A member may resign at any time, but no letter of transfer or written statement of good standing will be 

issued upon such resignation, except at the discretion of the Leadership Ministry Team. 

 

ARTICLE 4 - OFFICERS 

 

SECTION 1 - THE SENIOR PASTOR 

 

The pastor shall preach the Gospel regularly and shall be at liberty to preach the whole counsel of the Word of 

God as the Lord leads him. He shall administer the ordinances of the church, act as moderator at all church 

administration meetings for the transaction of church matters, supervise the teaching ministries of the church, and 

tenderly watch over the spiritual interests of the membership. The pastor shall be free to choose the means and 

methods by which he exercises the ministry that God has given him.  In the exercise of all the aforementioned 

duties and responsibilities they should be completely consistent with all aspects of Article 2 - Statement of Faith 

and Covenant. He shall serve as the president of the corporation (Heb. 13:17; Acts 20:28). 

 

Whenever a vacancy in the pastorate occurs, a pastor search ministry team shall be elected from a list of volunteers 

from the church membership. This ministry team shall consist of 5 regular members and 2 alternates. With 

prayerful consideration this ministry team shall seek a suitable Southern Baptist pastor; one who is in agreement 

with Article 2 - Statement of Faith and Covenant. 

 

The ministry team's selected candidate shall be presented to the church membership for election by written ballot. 

This election must take place during a meeting called for this specific purpose with a 2 week prior notice provided. 

Candidate confirmation is obtained by three-fourths written majority of the membership present. The pastor, duly 

elected, shall serve until he tenders a voluntary resignation by providing a 30 day written notification, or 

involuntary termination is effected by three-fourths majority vote of the Leadership Ministry Team. 
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SECTION 2 - DEACONS 

 

(A) In accordance with the meaning of the Word and the practice of the New Testament as set forth in Acts 

6:1-7 and 1 Timothy 3:8-12, the deacons are to be the servants of the church. 

 

 The task of the deacon is to serve with the pastor and staff in performing pastoral ministry tasks; proclaim 

the Gospel to believers and non-believers; care for church members and other persons in the community; 

lead the church to engage in a fellowship of worship, witness, education, ministry and application; and to 

lead the church in performing its tasks. 

 

 (B) No man shall be considered for ordination or election to the deaconship that has not, by previous 

service, proven himself faithful to the church covenant and a commendable example of a Christian 

gentleman in his home, business, and social contacts.  A man who serves as a deacon shall fulfill the 

scriptural qualifications of a deacon as set forth in 1 Timothy 3:8-11 and Acts 6:1-7. He shall be at least 

twenty-one (21) years of age and have been a member of this church at least one year.  

 

 He should be a man of vision and progressive disposition concerning the affairs of the Kingdom of God 

and this church, always faithful and eager to consider any worthy project for an improved, enlarged and 

efficient church program. 

 

(C)  Recommendations for deacon shall be made from the membership of Point Baptist Church by written 

ballot and presented, during a time specified for that purpose, to the pastor and the deacons. After 

prayerful consideration those that meet the qualification as set forth in the above Bylaws and by scripture 

shall be presented to the church in regular administration meeting by the chairman of the deacons. 

 A number, specified by the pastor and deacons, shall be elected each year and shall serve on a three-year 

rotation system and may be reelected at the end of the term. 

 The out-going deacon may be elected after a one-year absence from the office of deacon 

A chairman of deacons shall be elected annually by the deacon body; and shall preside as moderator in 

church administration in the absence of the pastor. 

A deacon may be removed with a 75% vote of the Leadership Ministry Team. 

 

 

SECTION 3 - TRUSTEES 

 

The sitting deacons will nominate any potential trustees.  The congregation will elect any nominated trustees. 

Trustees elected by the church shall hold in trust the church property. The trustees shall exercise only the following 

specific powers: 

 

(A) To purchase, hold, lease, or otherwise acquire real and personal property on behalf of the church, and to 

take real and personal property by will, gift, or bequest on behalf of the church. 

 

(B) To sell, convey, alienate, transfer, lease, assign, exchange, or otherwise dispose of, and to mortgage, 

pledge, or otherwise encumber the real and personal property of the church, to borrow money and incur 

indebtedness for the purpose and the use of the church; to cause to be executed, issued, and delivered 

for the indebtedness, in the name of the church, promissory notes, bonds, debentures, or other evidence 

of indebtedness; and to secure repayment by deeds of trust, mortgages, or pledges. 

 

(C) To exercise all powers necessary for the dissolution of the church corporation, if such action is mandated 

by a vote of the church membership. 

 

(D) Trustees shall serve on a rotating basis. The out-going trustees may be re-elected. The number of trustees 

shall be three (3) and tenure of office is three (3) years. 

 

(E) The trustees shall perform an annual review of the Constitution and Bylaws and recommend revised 

changes to the church for approval. 
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(F) The trustees shall serve as Vice Presidents of the Corporation. 

 

 

SECTION 4 - THE MINISTER OF RECORDS 

 

The Minister of Records shall: 

 

(A) Certify and keep at the office of the church, the original Bylaws or a copy, including all amendments or 

alteration to the Bylaws. 

 

(B) Sign, certify, or attest documents as may be required by law. 

 

(C) See that all notices are duly given in accordance with the provisions of these Bylaws. In case of the 

absence or disability of the minister of records, or his or her refusal or neglect to act, notice may be given 

and served by the pastor, treasurer, or the chairman of the trustees with the majority support of the 

personnel ministry team. 

 

(D) Be custodian of the records of the church, including the membership roll, baptisms, and certificates of 

ordinations, licenses and commissions. 

 

(E) See that the reports, statements, certificates, and all other documents and records required by law are 

properly kept and filed. 

 

(F) Exhibit at all reasonable times to proper persons on terms provided by law the Bylaws and minutes of the 

administration meetings of the church members. 

 

(G) Keep an account of any special events in the life of the church which are of historical interest. 

 

(H) Keep all records at the office of the church and deliver them to any successor upon leaving office. 

 

(I)  Agreement with Article 2 – Statement of Faith and Covenant. 

 

(J) Elected to a three-year term by majority vote and may be reelected at the end of the term. 

 

 

SECTION 5 - THE MINISTER OF TREASURY 

 

The Minister of Treasury shall: 

 

(A) Receive, and give receipt for all contributions, gifts and donations to the church. 

 

(B) Disburse, or cause to be disbursed, the funds of the church as may be directed by the finance ministry 

team, or the budget adopted by the members of the church at the annual budget adoption meeting, taking 

proper vouchers for the disbursements. 

 

(C) Keep and maintain adequate and correct accounts of the church’s properties and business transactions 

including account of its assets, liabilities, receipts, disbursements, and capital. 

 

(D) Make all expenditures of the church (except miscellaneous petty cash disbursements) by check. 

 

(E) When and as requested, render to the pastor and the finance ministry team accounts of all his transactions 

as minister of finance and of the financial condition of the church. 
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(F) Present a written report of itemized disbursements at the regular quarterly church administration meeting. 

 

(G) Keep all church financial records at the office of the church and deliver them to any successor upon 

leaving office. 

 

(H)  Agreement with Article 2 – Statement of Faith and Covenant 

 
(I) Serve as Secretary/Treasurer of the Corporation. 

 
(J) Elected to a three-year term by majority vote and be reelected at the end of the term. 

 

SECTION 6 - THE MINISTER OF SMALL GROUPS 

 

The Minister of Small Groups shall supervise the Small Groups. In consultation with the pastor, and the nominating 

ministry team, he/she shall recommend the appointment of the teachers of the Small Groups. He/she shall preside 

at the teachers’ meetings, and report on the condition of the Small Group at the church administration meetings.  

In the exercise of all their duties and responsibilities they should be in agreement and consistent with all aspects 

of Article 2 – Statement of Faith and Covenant. 

 

SECTION 7 - THE MINISTER OF MUSIC 

 

There shall be a church music program under the direction and guidance of the pastor and the minister of music. 

The music ministry shall assist the pastor in the conducting of the worship services. In the exercise of all their 

duties and responsibilities they should be in agreement and consistent with all aspects of Article 2 – Statement of 

Faith and Covenant. 

 

SECTION 8 - THE MINISTER OF YOUTH 

 

Under the direction and guidance of the pastor and the minister of youth, there shall be a youth ministry established 

to minister to the spiritual needs of the youth. In the exercise of all their duties and responsibilities they should be 

in agreement and consistent with all aspects of Article 2 – Statement of Faith and Covenant. 

 

SECTION 9 - ASSOCIATE PASTORS 

 

Under the direction and guidance of the pastor, the associate pastors of the church shall assist the pastor in carrying 

out the ministries of the church. In the exercise of all their duties and responsibilities they should be in agreement 

and consistent with all aspects of Article 2 – Statement of Faith and Covenant. 

 

SECTION 10 - DUTIES OF ALL OFFICERS 

 

(A) All officers surrender any records in their possession to the minister of records at the close of their term 

of office to be filed as a permanent record of the work of the church. All records are the property of the 

church and must be kept in the church office. 

 

(B) Any officer who neglects his duties, as outlined in the Bylaws, for a period of three months may be 

removed from his/her office by the nominating ministry team and another appointed to serve the 

unexpired term. 

 

SECTION 11 - INSTALLATION OF OFFICERS 

 

A public dedication service, in which all newly-elected officers of the church are to be dedicated to their respective 

offices and the ordination of newly-elected deacons, shall be held at a regular church service following their 

election.  
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SECTION 12 - ELECTION OF OFFICERS 

 

The election of officers by the church membership shall occur as appropriate within the terms of these Bylaws. 

 

SECTION 13 - OVERSIGHT OF OFFICERS AND STAFF 

 

(A) Subject to the approval of the Leadership Ministry Team and on the condition that they shall become a 

member of the church upon assuming their duties, associates and assistants may be hired. 

 

(B) All church staff, whether paid or volunteer, shall be under the supervision of the Leadership Ministry 

Team who has authority to hire, appoint, or dismiss. 

 

ARTICLE 5 - MINISTRY TEAMS 

 

SECTION 1 - MINISTRY TEAMS 

 

(A) All ministry team members shall be recommended to the church by the Leadership Ministry Team and 

elected by the church.  

 

(B) Ministry teams are to be composed of not less than three (3) members and are to rotate chairpersons when 

possible. Team members shall serve on a three (3) year rotation system. 

 

SECTION 2 –LEADERSHIP MINISTRY TEAM 

 

The Leadership Ministry Team is made up of the Pastor, Deacons, and Pastoral Staff.  Its work includes: 

 

(A) Submit to the lordship of Christ and prayerfully be led by the Holy Spirit in setting the direction of Point 

Baptist church. 

 

(B) Survey the need for additional church staff positions. 

 

(C) Prepare and update as necessary position descriptions for all employed personnel. 

 

(D) Prepare and maintain an organized manual relating to the church’s employed personnel. 

 

(E) Recruit, interview and recommend to the church personnel being considered for hire. 

 

(F) Develop and recommend to the Finance Ministry Team annually, salaries and benefits for employed 

personnel. 

 

(G) Coordinate the staffing of all church leadership positions that are filled by volunteers.  

 

(H) Recommend persons for all volunteer positions to be elected by the church. Only one name at a time 

shall be presented for each position.  

Positions vacated during the church year are to be filled as soon as possible. It is understood that the 

directors become a part of the process once they are elected for the new church year and should be 

present when the positions they are responsible for are discussed. 

 

(I) Elected to a three year term by majority vote and may be reelected at the end of the term. 
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The Leadership Ministry Team shall evaluate all paid personnel on an ongoing basis. This evaluation is based on 

the performance criteria established in the job description set forth by the Leadership Ministry Team. 

Documentation will be kept as needed in this process. 

 

SECTION 3 - FINANCE MINISTRY TEAM 
 

(A) The finance ministry team shall prepare an annual budget indicating by item the amount needed for all 

expenses. 

 

(B) The budget shall be submitted to the church at the December administration meeting with copies available 

at least two (2) weeks prior to the administration meeting. 

 

(C) The finance ministry team will meet regularly to administer the budget. All requests for expenditures 

must be submitted by requisition and will be approved or disapproved based on available funds. 

 

(D) Budget changes, adjustments, or excess expenditures will be brought to the church for approval. 

 

(E) The Finance Ministry Team shall consist of a minimum of three (3), not to exceed five (5) members. 

Team members shall serve on a three (3) year rotation system. Chairpersons shall rotate when possible. 

 

 (F) Expenditures not budgeted that exceed $10,000 will be brought to the church for a vote of approval.  

 

SECTION 4 - HOSPITALITY MINISTRY TEAM 

 

(A) The hospitality ministry team, under the direction of a hospitality director, shall be responsible for the 

direction of all activities of the church that require the preparation and serving of food, unless conducted 

by specific church departments.  

 

(B) The hospitality ministry team shall be responsible for securing items for the kitchen. 

 

(C) Elected to a three-year term by majority vote and may be reelected at the end of the term.  

 
 

ARTICLE 6 - MEETINGS 

 

SECTION 1 - MEETINGS FOR WORSHIP 

 

Unless otherwise determined by the pastor, the church shall meet each Sunday for public worship both morning 

and evening and at least once during the week for Bible study and prayer. 

 

SECTION 2 - MEETINGS FOR CHURCH ADMINISTRATION 

 

(A) A tri-annual (April, August, December) administration meeting shall be held on the first Sunday or 

Wednesday of that month, at which time the regular church business shall be considered.  A quorum shall 

consist of the members present. 

 

(B) All church administration meetings shall be opened and closed with prayer for divine guidance and 

blessing. 

 

(C) The following order shall be observed at the regular church administration meetings: 

 

1. Devotions & prayer 

2. Dismissal of members 
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3. Report of officers 

4. Reports of standing ministry teams 

5. Reports of special ministry teams 

6. Unfinished matters 

7. New matters 

8. Adjournment 

9. Benediction 

SECTION 3 - SPECIAL MEETINGS 

 

(A) The pastor (or deacons if the office of pastor is vacant or the pastor is the subject of possible disciplinary 

action) may call a special meeting by giving notice of such a meeting and the purpose for which it is 

called to the church from the pulpit at least one (1) Sunday and not less than one (1) week prior to said 

meeting. A meeting for election of a pastor may be called by the pastor selection team at any regular 

church meeting at least two (2) weeks in advance. 

 

(B) Bible conferences, missionary conferences, and revivals may be held as the pastor deems beneficial. 

 

SECTION 4 - FISCAL YEAR 

 

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

 

ARTICLE 7 - MINISTRY OF EDUCATION 

 
SECTION 1 - PURPOSE 

 
The church believes that it is to provide the members’ children with an education which is based upon and 

consistent with biblical teachings. The church believes that the home and church are responsible before God for 

providing a Christian education. To this end, the church shall engage in ministries in education in keeping with 

this Constitution and Bylaws (Deut. 6:1-12; Eph. 6:4; Prov. 22:6). 

 

 

SECTION 2 - CHURCH PARTICIPATION 

 

All educational programs or courses of instruction formulated and offered by the church shall be primarily for the 

benefit of the members of the church; however, the pastor may permit non-church members to participate in church 

educational programs or courses of instruction if he deems it in the best interest of the church. 

 

SECTION 3 - STAFF MEMBERSHIP 

 

All instructors, teachers, and administrators shall be members of this church. This provision shall not apply to 

visiting missionaries, evangelists, or preachers engaged for the purpose of delivering sermons, conducting revivals, 

or other special meetings on a temporary basis. 

 

SECTION 4 - STATEMENT OF FAITH ACCORD 

 

All educational programs or courses of instruction shall be taught and presented in full accord with the statement 

of faith of the church. 
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SECTION 5 - UNITY 

 

All educational programs or courses of instruction shall be conducted as an integral and inseparable ministry of 

the church. 

 

SECTION 6 - TEACHING 

 

All educational programs or courses of instruction shall be conducted consistent with the teaching of the inerrant 

Word of God. Any assertion or belief which conflicts with or questions a Bible truth is a pagan deception and 

distortion of the truth which will be disclaimed as false. It is the responsibility of every instructor or teacher to 

present the inerrant Word of God as the sole infallible source of knowledge and wisdom. 

 

SECTION 7 - CHRISTIAN WALK 

 

All administrators, instructors, and teachers shall continue or adopt a life-style consistent with the precepts which 

they teach, whether in or out of the classroom. 

 

ARTICLE 8 - ORDINATION 

 

SECTION 1 - ORDINATION QUALIFICATIONS 

 
Any member of this church or its mission churches, who gives evidence of a genuine call of God into the work of 

the ministry and possesses the qualifications stated in 1 Timothy 3:1-7 and Titus 1:6-9, may be ordained as a 

minister of the Gospel. 

 

SECTION 2 - ORDINATION PROCEDURE 

 
(A) Upon a conference with the pastor and after the pastor has approved the candidate for ordination, the 

pastor shall call a council to examine and pass on the qualifications of the candidate. The ordination 

council shall consist of ordained ministers of like faith invited to participate in the examination of the 

candidate. 

 

(B) If the candidate is found worthy of the ordination by the council, the ordination council may ordain the 

candidate on behalf of the church. 

 

(C) The pastor and the chairman of the deacons shall arrange for the ordination service. 

  

ARTICLE 9 - INDEMNIFICATION 

 
SECTION 1 - ACTIONS SUBJECT TO INDEMNIFICATION 

 
The church may indemnify any person who was or is a party or is threatened to be made a party to any threatened, 

pending or completed action, suit, or proceeding, whether civic, criminal, administrative, or investigative, 

including all appeals (other than an action by or in the right of the church) by reason of the fact that the person is 

or was a pastor, trustee, deacon, officer, employee, or agent of the church, against expenses, including attorneys’ 

fees, judgments, fines, and amounts paid in settlement actually and reasonably incurred by him in connection with 

the action, suit, or proceeding; and if that person acted in good faith and in a manner he reasonably believed to be 

in or not opposed to the best interest of the church and, with respect to any criminal action or proceeding, had no 

reasonable cause to believe his conduct was unlawful.  
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The termination of any action, suit, or proceeding by judgment, order, settlement, conviction, or on a plea of nolo 

contendere or its equivalent, shall not, of itself, create a presumption that the person did not act in good faith and 

in a manner that he reasonably believed to be in or not opposed to the best interest of the church and, with respect 

to any criminal action or proceeding, had reasonable cause to believe that his or her conduct was unlawful. 

 

SECTION 2 - EXPENSES SUBJECT TO INDEMNIFICATION 

 

To the extent that a pastor, trustee, deacon, officer, employee, or agent has been successful on the merits or 

otherwise in defense of any action, suit, or proceeding referred to in this Article, or in defense of any claim, issue, 

or matter in that action, suit, or proceeding, he or she may be indemnified against expenses, including attorneys’ 

fees, actually and reasonably incurred by him or her in connection with the action, suit, or proceeding. 

 

SECTION 3 - LIMITATIONS OF INDEMNIFICATION 

 

Any indemnification made under this Article, may be made by the church only as authorized in the specific case 

on a determination that indemnification of the pastor, trustee, deacon, officer, employee, or agent is proper in the 

circumstances because he has met the applicable standard of conduct set forth in Section 1 of this Article. The 

determination shall be made (a) by a majority vote of a quorum consisting of the pastor and trustees who were not 

and are not parties to, or threatened with, the action, suit, or proceeding; (b) if the described quorum is not 

obtainable, or if a majority vote of a quorum of disinterested deacons so directs, by independent legal counsel in a 

written opinion; or (c) by a majority vote of the members of the church. 

 

SECTION 4 - TIMING OF INDEMNIFICATION 

 

Expenses of each person seeking indemnification under this Article, may be paid by the church as they are incurred, 

in advance of the final disposition of the action, suit, or proceeding, as authorized by the trustees in the specific 

case, on receipt of an undertaking by or on behalf of the pastor, trustee, officer, employee, or agent to repay the 

amount if it is ultimately determined that he or she is not qualified to be indemnified by the church.  

 

SECTION 5 - EXTENT OF INDEMNIFICATION 

 

The indemnification provided by this Article shall be deemed to be discretionary unless otherwise required as a 

matter of law or under any agreement or provided by insurance purchased by the church, both as to action of each 

person seeking indemnification under this Article in his official capacity and as to action in another capacity while 

holding that office, and may continue as to a person who has ceased to be a pastor, trustee, officer, employee, or 

agent and may inure to the benefit of the heirs, executors, and administrators of that person. 

 

SECTION 6 - INSURANCE 

 

The church may purchase and maintain insurance on behalf of any person who is or was a pastor, trustee, deacon, 

officer, employee, or agent of the church against any liability asserted against him and incurred by him in that 

capacity, or arising out of his status in that capacity, whether or not the church would have the power to indemnify 

him against liability under the provisions of this Article. 
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ARTICLE 10 - TAX-EXEMPT PROVISIONS 
 

SECTION 1 - PRIVATE INUREMENT 

 

No part of the net earnings of the church shall inure to the benefit of, or be distributable to, its members, trustees, 

officers, or other private persons, except that the church shall be authorized and empowered to pay reasonable 

compensation for the services rendered and to make payments and distributions in furtherance of the purposes set 

forth in Article 1, Section 2 hereof. 

 

SECTION 2 - POLITICAL INVOLVEMENT 

 

No substantial part of the activities of the church shall be the carrying on of propaganda or otherwise attempting 

to influence legislation. 

 

The church shall not participate in, or intervene in (including the publishing or distribution of statements) any 

political campaign on behalf of any candidate for public office. 

 

SECTION 3 - DISSOLUTION 

 

Upon the dissolution of the church, the trustees shall, after paying or making provision for payment of all the 

liabilities of the church, dispose of all of the assets of the church to such organization or organizations formed and 

operated exclusively for religious purposes as shall at the time qualify as an exempt organization or organizations 

under Section 501 (c) (3) of the Internal Revenue Code of 1986 (or the corresponding provision of any future 

United States Revenue Law), as the trustees shall determine. Assets may be distributed only to organizations which 

agree with the church’s statement of faith. 

 

SECTION 4 - RACIAL NONDISCRIMINATION 

 

The church shall have a racially nondiscriminatory policy and therefore shall not discriminate against members, 

applicants, students, and others on the basis of race, color, or national or ethnic origin. 

 

SECTION 5 - LIMITATION OF ACTIVITIES 

 

Notwithstanding any other provision of these Bylaws, the church shall not, except to an insubstantial degree, 

engage in any activities or exercise any powers that are not in furtherance of the purposes stated in Article 1, 

Section 2. 

 

ARTICLE 11 - DESIGNATED CONTRIBUTIONS 
 

From time to time the church, in the exercise of its religious, educational, and charitable purposes, may establish 

various funds to accomplish specific goals. Contributors may suggest uses for their contributions but all 

suggestions shall be deemed advisory rather than mandatory in nature. All contributions made to specific funds or 

otherwise designated shall remain subject to the exclusive control and discretion of the finance ministry team. No 

fiduciary obligation shall be created by any designated contribution made to the church other than to use the 

contribution for the general furtherance of any of the purposes stated in Article 1, Section 2.  

 

ARTICLE 12 - BINDING ARBITRATION 
 

SECTION 1 - SUBMISSION TO ARBITRATION 
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Believing that lawsuits between believers are prohibited by Scripture, all members of this church agree to submit 

to binding arbitration any matters which cannot otherwise be resolved, and expressly waive any and all rights in 

law and equity to bringing any civil disagreement before the court of law, except that judgment upon the award 

rendered by the arbitrator may be entered in any court having jurisdiction thereof (1 Cor. 6:1-8). 

 

SECTION 2 - NOTICE OF ARBITRATION 

 

In the event of any dispute, claim, question, or disagreement arising out of or relating to these Bylaws or any other 

church matter, the parties shall use their best efforts to settle such disputes, claims, questions, or disagreements as 

befits Christians. 

 

 

To this effect, they shall consult and negotiate with each other in good faith and, recognizing their mutual interests 

not to disgrace the name of Christ, seek to reach a just and equitable solution. If they do not reach such solution 

within a period of sixty (60) days, then upon notice by either party to the other, disputes, claims, questions, or 

differences shall be finally settled by arbitration as described in Section 1, above, and such Procedures for 

Arbitration as are adopted pursuant to the following two sections. 

 

SECTION 3 - LIMITATIONS ON ARBITRATION DECISIONS 

 

(A) Should any dispute involve matters of church discipline, the arbitrators shall be limited to determining 

whether the procedures for church discipline as outlined under Article 3, Section 4, were followed. 

 

(B) Should any dispute involve the removal from office of the pastor or any church officer, the arbitrators 

shall be limited to determining whether the procedures set forth in Article 3 were followed. 

 

SECTION 4 - ARBITRATION PROCEDURES 

 

The procedures for arbitration shall be as adopted by the pastor and the trustees as described below: 

 

(A)  Within 10 days after written notice has been given that a dispute is unresolved, each party will select an 

arbitrator, and notify the other party of its selection.  Within 15 days after such notice, the respective 

arbitrators will select a third arbitrator as Chairman of the panel.  A hearing by the arbitration panel must 

be held within 30 days after the selection of the chairman and a majority decision of the panel and 

resolution must be reached within 30 days of such hearing.  Decisions of the panel must be in writing and 

will be final and binding on the parties, and judgment may be entered thereon by any court having 

jurisdiction. 

 

(B)  All proceedings will be held in the English language and each party shall bear its own cost of presenting 

its case, and one-half of the cost incurred by the arbitration panel, the mediation, or an alternative dispute 

resolution procedure, as the case may be. 

 

 

ARTICLE 13 - AMENDMENTS 

 
This Constitution and Bylaws may be revised or amended by a majority vote of the members present and voting 

at any regular church administration meeting, provided that said revision or amendment has been submitted in 

writing and announced from the pulpit fourteen (14) days before the vote is taken. 
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ADOPTION 

 
This Constitution and Bylaws was adopted by majority vote of the members present and voting at a duly-called 

meeting of the church in which a quorum was present. 

 

This Constitution and Bylaws supersedes any other Constitution and Bylaws of Point Baptist Church. 

  

 

 

October, 2015        Sandie Jones   
Date                Minister of Records 
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OPERATIONS 

MANUAL 
 

 

1.0 OUR MISSION 

 

Loving People to the Point of Life…Jesus Christ! 

• Growing 

• Connecting 

• Loving 

• Serving 

 

        MISSION MEASURES;     VALUES: 
 

       I am loving people to the Point of Life when I am:   - Kingdom Vision 

 Passionate about Jesus      - Biblically Grounded 

 Open Daily to God Interruptions     - Loving Relationships 

 Involved in a Biblical Community     - Selfless Service 

 Nurturing, Loving Relationships     - Fearless Love 

 Transformed From the Inside Out     - Life-Style Worship 

 

 

2.0 FACILITIES USE AND ACCESS 

 
2.1 KEY POLICY - The Administrative Assistant is responsible for all keys to church facilities.  At no time 

should key holders loan out their keys.  Office personnel are on duty Monday through Thursday, 8:30 a.m. to 

5:00 p.m. to allow guests access to the building.  A list will be maintained of all active key holders.  Typically 

this will include all staff members, deacons, trustees, janitorial staff, and the kitchen ministry team leaders. 

 

2.2 SCHEDULING ACTIVITIES ON THE CHURCH CALENDAR - All church-related activities, on or off 

church premises, must be scheduled on the church calendar.  Calendar Request forms are available in the 

Administrative Assistant’s office.  Once completed, forms should be returned to the Administrative Assistant.  

All requests are reviewed and approved in staff meeting before being placed on the church calendar. 

 

2.3 USE OF FACILITIES – This section provides guidelines for use of the facilities, dependent upon the 

user/organization requesting the facilities.  Weddings and funerals are covered by a separate policy in Section 

11.  The following table provides a summary of which paragraph is applicable: 
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Request by/for        Paragraph 

USE OF FACILITIES FOR CHURCH SPONSORED EVENT  2.3.1 

USE OF FACILITIES BY CHURCH MEMBERS    2.3.2 

USE OF FACILITIES BY OUTSIDE ORGANIZATIONS AND  

  INDIVIDUALS       2.3.3 

 

 

2.3.1 USE OF FACILITIES FOR CHURCH SPONSORED EVENT – Events sponsored by the church have 

no charge and are managed by the appropriate ministry.  Guidelines are: 

a) The ministry in charge of the event is responsible for procuring custodial services and arrangement and 

dismantlement of rooms for the event.   

b) Supplies, drinks, and other consumables must be supplied by the participants/ministry.  Church 

consumables are not to be used without the express consent of the purchasing organization unless 

specifically covered within the approved church budget.    

c) All activities should be scheduled and coordinated per Paragraph 2.2 to avoid conflicts and 

interference.   

d) Unusual operating conditions must be reported to the church office at the time of scheduling, i.e., 

extremely loud noise, frequent activities outside of rooms, etc., to as to avoid conflicts with other 

planned activities.   

e) Need for sound equipment, lighting, or other non-standard room equipment should be reported to the 

office at the time of scheduling.  Knowledgeable and appropriate volunteers from the church can 

donate time to operate sound and lighting equipment. 

  

2.3.2 USE OF FACILITIES BY CHURCH MEMBERS – Facilities are available to all church members for 

functions that involve ministries, Sunday school classes, small groups, events where a significant number of 

church members are invited, or other church related activities.  Manager of Business Operation has the authority 

to deny any usage if they feel the usage is not appropriate, will create disruption to daily activities, provides a 

risk to personnel or facilities, is too obtrusive on the facilities, or does not meet the guidelines as facility usage 

for church related activities.  All activities should be scheduled and coordinated per Paragraph 2.2.   

 

a) Church members are responsible for all general custodial duties and should make additional needs and 

requests for equipment or furniture through the Business Administrator, including availability and 

movement of such. 

b) Supplies, drinks, and other consumables must be supplied by the participants/ministry.  Church 

consumables are not to be used without the express consent of the purchasing organization.  

c) Custodial fees to cover church costs can be assessed if the participants desire, are unwilling, or the task 

is too large to expect participants to handle. 

 

  

2.3.3 USE OF FACILITIES BY OUTSIDE ORGANIZATIONS AND INDIVIDUALS – Such use is not 

permitted at this time. 

 

2.4 SMOKING/USE OF ALCOHOLIC BEVERAGES - Tobacco use, vaping, or alcoholic beverages, or drug 

use of any kind are strictly prohibited on church premises or at any church-related activity off premises. 

 

2.5 DISPLAYING EDUCATIONAL MATERIALS, ART, ETC.  

 

2.5.1 DISPLAY SPACE RESERVATIONS – Ministry Display Space in the foyer must be reserved in advance 

through the Administrative Assistant. 

a) Display space may be reserved for no more than 3 weeks per event per year and no ministry may 

reserve more than 4 weeks in any two-month period. 

b) The only exceptions to these rules are events designated "church-wide" by the church office. 

c) Reservations will not be made unless display space is needed for sign-ups or ticket sales. 

d) Ministries are urged to have someone present at an active display to answer questions and assist as 

needed. Static displays will not require someone present. 
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e) Exact locations will be determined by the Administrative Assistant and spaces will be marked 

accordingly before Sunday morning. 

f) Items placed on the counters without a reservation will be removed. 

g) Ministries are urged to try different sign-up strategies and locations including but not limited to passing 

sign-up sheets around relevantly selected small groups/classes and conducting sign-ups at other relevant 

church or ministry events. 

 

2.6 CLASSROOMS - Individual classroom leaders may post materials which are leadership team approved on 

bulletin boards provided in each room.  At no time should tape, plastic adhesive, push pins, nails, or tacks be 

used to affix materials to walls or woodwork. 

 

2.7 FOOD AND BEVERAGE RESTRICTIONS - Food and beverages should be covered in the worship 

center, individual classrooms, choir room, student area, and kitchenettes. 

 

2.8 CATERERS - Use of caterers must be authorized by the program staff person responsible for the group 

using the caterer.  Individuals using caterers must work with the chairman of the Hospitality Team to coordinate 

the use of church kitchen and supplies. 

 

2.9 USE OF FLAMMABLE, TOXIC, OR CORROSIVE MATERIALS - Use of any materials of these types 

must be approved by the Building & Grounds Team Leader.  This includes the use of candles or other open 

flame or combustible items. 

 

2.10 REPORTING FACILITIES MAINTENANCE NEEDS - The Building & Grounds Team Leader is 

responsible for the maintenance of the facilities and performs periodic inspections.  However, it is the 

responsibility of all church members to help assure that the facilities are well maintained by reporting noted 

needs to the Building & Grounds Team Leader.  “Request for Maintenance” forms are available in the welcome 

center. Completed forms should be turned in to Administrative Assistant. 

 

2.12 PARKING - On Sunday mornings and during special events, all church leaders are encouraged to park 

away from the buildings as far as possible to assure close-in parking is available for guests.  Handicap parking is 

reserved at all times for use by people with the handicap designation on their vehicles.   

 

Semi-trucks (18 wheelers) are not permitted access to the parking lots at any time. Other commercial trucks, 

campers, etc., are not permitted to park overnight without authorization by the Building & Grounds Team 

Leader. 

 

The church will attempt to contact the owner of any unauthorized vehicle; however, it reserves the right to have 

the vehicle towed at the owner's expense. 

 

When church organizations plan weekend activities that require parking through Sunday morning, attending 

members who leave vehicles should park in the west grass parking lot or the east gravel parking lot. 

 

2.13 OUTSIDE LIGHTING - The parking lot and all entrances to the facilities are to be well lit and lighting is 

to be regulated by day/night sensors.  Any noted malfunctions should be reported to the Building & Grounds 

Team Leader.  The Team Leader will make periodic inspections. 

 

2.14 BUILDING USE BY PHYSICALLY CHALLENGED PEOPLE - The church will maintain, as best as it 

reasonably can, facilities to meet federal and state regulations. 

 

2.15 CONSERVATION - The church requests that every member and regular attender be conservation 

conscious.  Organizational leaders should remember to turn off lights after concluding meetings and leaving 

rooms.  The Building & Grounds Team Leader or Leadership Team members are responsible for setting 

temperature levels.  Any concern about room temperatures or air circulation should be discussed with Building 

& Grounds Team Leader or Leadership Team member. 

 



Page 27 of 114 

The church also asks that all leaders requesting paper copies be conservation conscious, using double-sided 

copies when possible, and not requesting more copies than will be used. 

 

The church shall participate in reasonable and feasible waste recycling.  

 

2.16 CHURCH PROPERTY AND LIABILITY INSURANCE - The Chairman of the Deacons and the 

Finance Team Leader will review church insurance coverage at least every three years and interview carriers to 

assure the church has the best coverage and the lowest possible rate.  Coverage is updated any time major 

changes are made that affect the value of church property or equipment.  The church carries full property 

coverage for all facilities and equipment and full liability coverage, which includes coverage for church officers. 

 

2.17 WORSHIP CENTER DECORATIONS - The Minister of Worship is responsible for overseeing 

placement of worship center decorations and flowers, including decorating for special occasions. 

 

2.18 FUNERAL LUNCHEON PROCEDURE –  

 

1. Scheduling for Funeral Luncheons should be done by the Administrative Assistant. 

2. Funeral luncheons may be provided for the death of a church member or the death of a church member’s 

immediate family (parents, parents-in-law, and children) for locally held funerals.  For any questions or 

issues on this, contact the Administrative Assistant. 

3. The Hospitality Team has the responsibility for providing funeral luncheons.  These luncheons are provided 

at no cost to the family. 

4. These luncheons will be held in the Fellowship Hall. 

5. People attending the luncheon and on-site funeral services need to be reminded that our campus is 

smoke free. 
  

5-6 
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3.0 EQUIPMENT AND SUPPLIES POLICIES 

 

 
3.1 EQUIPMENT CHECK-OUT - If church equipment is required for an activity scheduled on the church 

calendar, the organization may request it at the same time they complete the Calendar Request form.  Copies of 

completed forms are given to the Admin Assistant who will assure equipment is in place and that rooms are 

arranged as needed.  TVs, DVRs and overhead projectors should be reserved in advance for use during regularly 

scheduled church activities due to limited supply.  They are reserved on a first-come, first-served basis.  The 

Calendar Request form is located in the Administrative Assistant’s office.  Buildings and Grounds Team or 

assigned volunteers will move the equipment in and out of appropriate rooms. 

 

3.2 EQUIPMENT LOANING -  

 

1. The only items that may be borrowed from the church are chairs and tables.  

2. Replacement cost will be assessed on any damaged items. Any broken items need to be replaced by 

borrower. 

3. Requests to borrow tables and/or chairs require the completion of a PBC Property Receipt Form and this 

form must be completed 5 business days before the items are picked up.  Scheduling and coordination is 

handled through the Administrative Assistant.   

4. Requests will only be approved if tables and chairs are available during the timeframe requested.   

5. Only church members may borrow tables and chairs. 

6. It is the responsibility of the borrower to pick up tables and/or chairs from an identified location and to 

return them to a designated location.  Church employees are not available to assist with the movement of 

tables and chairs. 

 

3.3 KITCHEN SUPPLIES - All kitchen supplies are available for organizational activities held on the church 

campus.  Supplies include:  dishes, glasses, utensils, dishcloths and towels, pots and pans, and tablecloths.  

Disposable supplies - napkins, paper plates and cups and plastic eating utensils - may be used on or off the 

church campus.  Use of all supplies should be arranged in advance by completing the Kitchen Use section of the 

Calendar Request form. 

 

3.4 EDUCATIONAL SUPPLIES - Organizational leaders should secure supplies from the Administrative 

Office for their particular organization.  If other supplies are needed, leaders should make their requests through 

the program staff person responsible for their area to either arrange for the purchase or to receive authorization to 

make the purchase. 

 

3.5 REIMBURSEMENT FOR PURCHASE OF SUPPLIES - Any cash requests must have a purchase 

requisition signed by the responsible program staff person and the Administrator in advance of the purchase. 

 

3.6 CHARGE PURCHASES - All charge purchases of any amount on church accounts require a requisition 

form signed by the responsible staff person, requested and approved in advance of the charge. 
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4.0 PEOPLE RELATIONS POLICIES 

 
4.1 FIRST-AID - A first-aid kit and an AED kit are kept in the foyer.   

 

4.2 REPORTING INJURIES - Injuries on church premises or at church activities off campus that require 

attention should be reported to the appropriate Ministry Leader.  These forms will be then turned into the 

Administrative Assistant. The member in charge of the activity or other lay leader should obtain an Incident 

Report form which is available in the church office.  Complete and turn in at the church office.  If immediate 

written reporting is not possible, the group leader should call the Administrator.  The Finance Chairman is 

responsible to contact the insurance company. 

 

4.3 EMERGENCY EVACUATION/WARNING PROCEDURES - The First Impressions Team (FIT) is 

responsible to work with the Facilities Manger to establish and update emergency evacuation/warning 

procedures and to train ushers and greeters at least annually on current procedures.  Applicable procedures shall 

be posted on classroom doors and at various locations in the building as determined by the Facilities Manager.  

(See current emergency evacuation/warning procedures).  These procedures shall be posted on classroom doors 

and at various other locations in the building. The FIT Team will work with Security on all evacuations. 

 

4.4 LOST AND FOUND - Lost and Found is located in the church office.  The church discourages anyone from 

leaving personal items of value at the church.  The church is not responsible for the loss, theft or damage to 

personal property of any individual or outside organization. 

 

4.5 LIBRARIES - Book, audio, and video libraries are available.  People who need access may call the office to 

make arrangements.  Orders for CD’s and DVD purchases may be taken at the welcome center. 

 

4.6 ADVERTISING AND PROMOTIONAL NOTICES - Any ads or promotional materials for general 

church posting must be approved for posting in staff meeting.  The church office is responsible for placement.  

At no time will the church permit distribution of ads for political campaigns or business ventures. All flier 

distribution must be approved by staff in advance. 

 

The church provides a bulletin board for posting special needs of individual church members and regular 

attendees. 

 

4.7 USE OF CHURCH DIRECTORIES AND ORGANIZATION ROSTERS - All church directories and 

organization rosters are available for church-related and fellowship use only.  The church explicitly forbids the 

use of its various lists, directories and rosters for any business-related purposes. 

 

4.8 INFORMATION RACKS - All materials placed in information racks require the approval of the church 

staff.  At no time will the church approve promotional pieces for business ventures or individual politicians. 

 

4.9 POLITICAL CAMPAIGNING - As a tax-exempt nonprofit organization, the church cannot participate in 

political campaigns of individual candidates.  Distribution of campaign literature that promotes a particular 

candidate is not permitted on church property, including flyer distribution in the parking lot. 
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6.0 THE WORK OF MINISTRY TEAMS 
 

6.1 Deacons –Deacons will be recommended by the congregation in November.  All Deacon nominees will be 

reviewed and vetted by sitting Deacons.  Sitting Deacons will also make recommendations for new Deacons.  

Final approved list of Deacon candidates will be voted on by congregation in December. 

 

6.2 Leadership Ministry Team – The Leadership Ministry Team of the church will be made up of the pastors 

and deacons. 

 

6.3 Church Teams - All team members/leaders shall be recommended by the Leadership Ministry Team and 

elected by the church. Teams that require recommendation by the LMT are: 

 

 Building & Grounds   Assimilation Team 

 Hospitality Team    Treasurer 

 First Impressions Team   Trustee Team 

 Women’s Ministry Team   Men’s Ministry Team 

 Security Team    Benevolence Meals Team 

 Children K-5     Nursery/Preschool 

 Discipleship     ESL 

 Evangelism    Grief Share 

 Home Point    Mid-Point 

 MOPS     Senior Adults 

 Orphan Care     Education Director 

Local Area Outreach   Communion   

 

Nominations shall be brought before the church for a vote in December of the calendar year (if possible), so that 

teams will begin functioning on January 1. 

 

Candidates to be the Chairman of Finance Team, Chairman of Personnel Team, Chairman of Trustees, and 

Communion Team shall be an active deacon at PBC and meet the applicable requirements.  Prior to the 

nomination business meeting the deacons will review these candidates to determine eligibility. 

 

6.4 Standing Teams 

 

The standing teams exist to assist the church in the performance of its ministries.  They work throughout the 

church year with a standing list of duties set forth in their job descriptions.  Each team is responsible for 

administering their budget as approved by the church.  All team members must be members of the church in 

good standing and are expected to demonstrate their commitment to Jesus Christ and the church through their 

integrity, servant attitudes, and support of church ministries. 

 

Each team shall have a defined purpose and a set of responsibilities.  Each team will establish annual goals and 

objectives submitted to the Leadership Ministry Team.  Accountability sessions will be conducted by the 

ministry team leader and the LMT.   

 

Job descriptions are provided for the Ministry Teams of PBC. 

 

 

  

8.2 
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6.5 JOB DESCRIPTION FOR 

BUILDING & GROUNDS TEAM 

 

 
Purpose:  The Building & Grounds Team shall be responsible for developing and maintaining facilities that 

will adequately meet the church's needs. 

 

 

 

Responsibilities: 
 

1. Responsible for working with the church staff in the general care and maintenance of all church property. 

2. Shall be in charge of the maintenance of the buildings inside and outside. 

3. Shall make necessary repairs. 

4. Conduct at least annually a physical inventory of the church furnishings and equipment. 

5. Develop plans and budget for maintenance and repair, building renovation, and utilities. 

6. Administer the necessary maintenance and repair work of buildings within budget guidelines. 
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6.6 JOB DESCRIPTION FOR 

HOSPITALITY TEAM 

 

 

 
Purpose:  The Hospitality Team shall be responsible for activities contributing to convenient, comfortable, and 

efficient meetings in church facilities. 

 

 

Responsibilities: 
 

1. Shall be responsible for working with church staff in the planning and implementation of church wide 

fellowships. 

2. Provide meals for church guests as appropriate. 

3. Provide funeral meals as needed. 

4. Provide meals for family members when long term illness exists. 

5. Inventory and purchase of kitchen supplies. 

6. Develop plans and budget for the kitchen area. 

7. Administer program within budget guidelines. 
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6.7 JOB DESCRIPTION FOR 

LOCAL COMMUNITY MINISTRIES TEAM 

 
  

 

 

Purpose:  The Community Ministries Team shall be responsible for coordinating the local ministry efforts of 

the church.  They shall also be responsible for special ministry projects of the church within 30 miles of the 

church.  They will also seek to create goodwill between the church and the local community. 

 

 

Responsibilities: 
 

1. Working with church staff in coordination and leadership in local ministry projects. 

2. Promote personal involvement in ministry activities on the part of church members and provide financial 

support when appropriate. 

3. Provide ministry opportunities for the church membership to be involved in. 

4. Develop community ministry budget and set team goals. 

5. Work within budget guidelines to accomplish ministry endeavors. 

6. The team shall coordinate ministry projects with the leadership of the Men's Ministry and Women's 

Ministry. 

7. The team leader shall serve as a member of the Church Council and Ministry Team. 
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6.8 JOB DESCRIPTION FOR 

GLOBAL MISSIONS TEAM 
 

 

 

Purpose:  The Mission Team shall be responsible for Cooperative Program education of the church and 

promoting special offerings for international, and North American missions.  They shall also be responsible for 

special mission projects of the church outside the immediate area of the church. 

 

 

Responsibilities: 
 

1. Working with church staff in coordination and leadership in all areas of missions. 

2. Promote personal involvement in mission activities on the part of church members and provide financial 

support when appropriate. 

3. Set goals and promote mission offerings of the church. 

4. Provide mission opportunities for the church membership to be involved in. 

5. Develop missions budget and set team goals. 

6. Work within budget guidelines to accomplish missionary endeavors. 

7. The team shall coordinate mission projects with the leadership of the Men's Ministry and Women's Ministry. 
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6.9 JOB DESCRIPTION FOR 

FIRST IMPRESSIONS TEAM 

 

 

 
Purpose:  The mission of the FIT Team is to generate an expression of Christianity that helps both members 

and guests to open their hearts and minds for the worship of God and the direction of the Holy Spirit. 

 

 

Membership 
 

The team will consist of as many members as are necessary to accomplish the purpose of the team.  The 

chairperson will be the leader of the team.  Logical team organization will consist of an outside greeters subteam 

with leader, inside greeters and ushers subteam with leader, and a welcome center subteam with leader.  There 

would normally be separate subteams for each worship service. 

 

Responsibilities: 
 

1. Greet members and guests both before and after the services  

2. Assist in traffic control and parking 

3. Register guests and help them to find their appropriate Bible study groups 

4. Provide information about church services, programs, and facilities 

5. Distribute church bulletins, guest information, and guest registration cards 

6. Seat as needed those entering at specified times before and during services 

7. Receive offerings 

8. Maintain worship service numerical data 

9. Assist in the identification of new members 

10. Be alert to needs of persons during the services 

11. Help maintain order during the services 

12. Maintain first aid supplies and list of medical personnel members 

13. Assist the preschool with emergency evacuation 

14. Assist as required in restoring the sanctuary to physical readiness 
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6.10 JOB DESCRIPTION FOR 

PERSONNEL TEAM 

 

 

 
Purpose:  The Personnel Team shall be responsible for establishing personnel policies, determining salary 

guidelines, and recommending to the church the creation of any new positions.   

 

 

Responsibilities: 
 

1. Recommend the creation of any new staff positions. 

2. Approve the hiring of support staff and program staff along with the administrative staff.  

3. Develop and recommend salary schedule and benefits plan for employed personnel. 

4. The Personnel Team shall include all Deacons as a member. 

  



Page 37 of 114 

6.11 JOB DESCRIPTION FOR 

FINANCE TEAM 

 

 
Purpose:  The Finance Team is responsible for developing in church members an understanding of and 

commitment to the biblical concept of individual and corporate stewardship.  The Finance Team is also 

responsible for bringing all of the activities related to church stewardship and finances into a consolidated and 

integrated direction.  

 

 

 

Membership:  The team shall consist of at least three members with indefinite terms with one member being 

the treasurer and another member serving as the chairman.  The Team will assign responsibilities to individual 

members with the exception of the church treasurer who will be the leader of the accounting division of the 

Team.  The leaders of each division will form a team council responsible for policy.   

 

Responsibilities: 
 

1. The chairperson is responsible for leading the Finance team and presenting the stewardship reports and 

recommendations to the church.   

2. The accounting division will be led by the church treasurer and will include the counting team.    

3. The budget division will be responsible for gathering annual budget requests from team leaders and program 

directors and preparing a proposed finalized budget which will be presented to and approved by the church 

as well as monitoring the spending against the approved budget.  

4. Issue monthly financial statements to church membership. 

5. Provide financial status report to church family at each business meeting. 
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6.12 JOB DESCRIPTION FOR 

AUDIT TEAM 

 

 
Purpose:  The Audit Team is responsible for annually examining the church financial records in order to 

provide the church with a verification that the handling, disbursing, accounting, and reporting of the church 

receipts is according to the will of the church, expressed through its policies and procedures and to provide an 

appraisal of the effectiveness with which the accounting responsibilities are performed.     

 
 

Membership: 
 

The church shall elect annually at least three members for this team 

 

Responsibilities: 
 

1. This team will be part of the accounting division of the Finance Team 

2. Annually examine the financial records, policies, and procedures of the church 

3. Submit a list of the church members or positions that should be bonded 

4. Annually audit the insurance coverage to ensure the coverage is adequate 

5. Report all findings to the Finance team with the Finance chairman reporting the findings to the church  

6. Secure outside auditor when and if it deems necessary. 
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6.13 JOB DESCRIPTION FOR 

COUNTING TEAM 
 

 

 

Purpose:  The Counting Team is responsible for managing the receipt of all monies given to the church.    

 

 

Membership: 
 

The church shall elect annually as many members as necessary to provide rotation in fulfilling the team 

responsibilities  

 

Responsibilities: 
 

1. This team will be part of the accounting division of the Finance Team 

2. Count worship service, Sunday School, other offerings or monetary gifts received by the church 

3. Prepare and sign deposit slips  

4. Prepare counting team reports sheets 

5. Mark and organize offering envelopes either numerically or alphabetically 

6. Make bank deposits 

7. To maintain proper checks and balances, the counting team shall not include any staff member, the 

contribution secretary, the treasurer, or the disbursing officer if one exists   

8. Specific counting rules and procedures are documented elsewhere  
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6.14 JOB DESCRIPTION FOR 

TREASURER 

 
 

 

The church shall elect annually a treasurer and an assistant treasurer.  The assistant treasurer will serve in the 

capacity of the treasurer in the absence of the treasurer.   

 

 

Responsibilities: 
 

1. The treasurer is an officer of the church.   

2. Seeks direction from the Finance Team in the event monthly receipts are insufficient to meet budget 

requirements. 

3. Works with the Finance Team Chairman in cash management. 
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6.15 JOB DESCRIPTION FOR 

DECORATION TEAM 

 

 

 
Purpose:  To ensure church is appropriately decorated. 

 

 

Responsibilities: 
 

1. Shall be responsible for church flowers. 

2. The team leader should be contacted by anyone wishing to place flowers in the sanctuary. 

3. Shall be responsible for purchasing flowers or other types of recognition for Mother's Day. 

4. The office shall purchase and send flowers for the funerals of church members, parents, spouse, or children, 

or others.  Guidance may be given by the decorations team. 

5. Decorate church facilities for Christmas, Easter, and other appropriate times. 

6. Work with Minister of Worship in developing and operating within budget. 
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6.16 JOB DESCRIPTION FOR 

HISTORY TEAM 

 

 

 
Purpose:  To provide a record of the history of the church. 

 

 

Responsibilities: 
 

1. Shall provide a written and pictorial account of church history. 

2. Shall promote understanding of church history. 

3. Work with Church Administrator in developing and operating within budget. 

4. Responsible for the memorial board. 

5. The church clerk shall be a member of this team. 
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6.17 JOB DESCRIPTION FOR 

TECHNICAL TEAM 

 

 

 

 
Purpose:  To provide technical assistance for worship services and other activities. 

 

 

Responsibilities: 
 

1. Work with Minister of Worship in developing and operating within approved budget. 

2. Secure equipment after each use. 
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6.18 JOB DESCRIPTION FOR 

LEADERSHIP TEAM 

 

 

 
Purpose:  Responsible for policy and procedures for the church organization. 

 

 

Responsibilities: 
 

The Leadership Team shall consist of the Pastors and Deacons 

 

The Leadership Team shall: 

 

1. Create church strategy to reach the community. 

2. Report to the congregation concerning changes in procedures or policies. 

3. Oversee that the church activities and programs are in compliance with the Operation Manual. 

4. Evaluate ministry effectiveness. 

5. Set goals for the church. 

6. Shall meet monthly. 
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6.19 JOB DESCRIPTION FOR 

EMERGENCY RESPONSE TEAM (ERT) 

 
 

Purpose:  The Emergency Response Development Team is responsible for developing and maintaining the 

emergency response policies, procedures and guidelines for PBM security and safety.  They will lead, train and 

develop the separate emergency response sub-teams that are:  1) Security Response Team 2) Safety Response 

Team and 3) Medical Response Teams.  Together, these teams will ensure a safe and secure environment 

suitable for corporate and individual worship.   

 

 

Membership:  The team shall consist of at least seven individuals with indefinite terms with one member being 

the Chairman and one member the Secretary and Communications officer.  Three members of the Emergency 

Response Team will also serve as “lead contact” to the individual sub-teams of Security, Safety and Medical. 

 

Qualifications:  Members of this team must: 

1. Be at least 21 years old 

2. Pass a background investigation 

3. Have no criminal convictions 

4. Be a member in good standing of PBC 

5. Be able to communicate orally and in writing 

6. Present a neat, pleasant and professional demeanor,   

7. Be able to handle emergency and crisis situations effectively as determined through an interview 

process conducted by the Emergency Response Development Team members 

Responsibilities: 

1.  Conduct vulnerability assessments, review and identify security weaknesses at PBC and make 

recommendations to church leadership as to cost and feasibility 

2. Train other Church Team members (ushers, greeters, etc.) as necessary to increase security awareness 

3. Maintain availability to attend Church services, functions and special events as much as possible 

4. Develop Charters, training, appropriate forms and operations procedures for sub-teams 

5. Attend security and safety training courses as appropriate and approved by the Minister of 

Administration 

6. Interview, select and assign members to each sub-team (Emergency, Safety and Medical) 

7. Attend and participate in scheduled ERT meetings 

8. Develop awareness and knowledge of Church security, medical and safety requirements 

9. Coordinate with emergency sub-teams as necessary  

10. Any member of the ERT may relieve a member of an emergency sub-team at his or her discretion if it is 

believed that an illegal, unsafe or immoral act has been committed or is being committed, ERT member 

must immediately report this incident to church leadership for action. 
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6.19.1 JOB DESCRIPTION FOR 

MEDICAL RESPONSE TEAM 

 
 

Purpose:  The Medical Response Team is responsible for providing necessary emergency and non-emergency 

care to sick or injured persons within PBC, PBC grounds or at PBC events or as directed by PBC leadership.  

Social standards dictate that care must be maintained until proper medical care is obtained from an arriving 

ambulance or transportation to a local hospital or other authorized medical care facility or relieved by competent 

civilian medical authorities. 

. 

 

Membership:  The team shall consist of as many individuals as determined to be necessary by the Emergency 

Response Team.  Member will have indefinite terms.  The Emergency Response Team will appoint one member 

to have authority or direction over other medical response team members.    This member must be at least a 

Registered Nurse. 

 

Qualifications:  Members of this team must: 

1. Be at least 18 years old 

2. Pass a background investigation 

3. Have no criminal convictions 

4. Be a member in good standing of PBC 

5. Be able to communicate orally and in writing 

6. Present a neat, pleasant and professional demeanor,   

7. Be able to handle emergency and crisis situations effectively as determined through an interview 

process conducted by the Emergency Response Team members 

8. At a minimum be qualified in use of AED, CPR and have current First Responder Training 

a. This training may be received within 30 days of being assigned to the team but the member 

may not perform medical duties at any event until so trained 

9. The Medical Response Team Leader must be at least a Registered Nurse 

Responsibilities: 

1.  Arrive on time for all church events requiring a medical team 

2. Be familiar with PBC emergency medical supplies and their locations 

3. Attend and participate in all church sponsored medical training events 

4. Maintain medical qualifications at all times and notify ERT if they expire 

5. Take control over medical situations until a person with higher medical qualifications arrives 

6. Stay in assigned area until relieved or dispatched elsewhere 

7. Never use their position to gain access to secured areas for personal gain or wealth. 

8. Return all items issued (radios, badges, etc.) at the end of an event  

9. Maintain an injured/ill person’s privacy and dignity at all times while rendering aid 
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6.19.2 JOB DESCRIPTION FOR 

SECURITY RESPONSE TEAM 
 

PURPOSE:  The Security Response Team is responsible for providing and maintaining physical security 

within PBC, PBC grounds or at PBC events as directed by PBC leadership 

 

Staff Supervisor:  The Security Response Team reports to the Emergency Response Team. 

 

MEMBERSHIP:  The team shall consist of as many individuals as determined to be necessary by the 

Emergency Response Team.  Members will have indefinite terms.  One member will be appointed as team leader 

and have authority and direction over all others once appointed by the Emergency Response Team.   

 

Qualifications:  Members of this team must: 

1. Be at least 21 years old 

2. Pass a fingerprint and background investigation 

3. Have no criminal convictions 

4. Be a member in good standing of PBC 

5. Be able to communicate orally and in writing 

6. Present a neat, pleasant and professional demeanor,   

7. Be able to handle emergency and crisis situations effectively as determined through an interview 

process conducted by the Emergency Response Team members 

Responsibilities: 

1.  Arrive on time for all security details 

2. Stay in assigned area until relieved or dispatched elsewhere 

3. Never use their position to gain access to secured areas for personal gain or wealth. 

4. Return all items issued (radios, badges, etc.) at the end of a watch.   

5. Not carry personal protective items (guns, knives, etc.) unless approved by the Emergency Response 

Development Team 

6. Do not sleep on duty 

7. No willful destruction of property, evidence or equipment 

8. Be prepared to exert control over all hostile situations 

9. Exert minimum force necessary to control a situation but be willing to use all force necessary 

10. Do not eat or drink in the sanctuary during shifts 

11. Wear the proper security uniform as determined by the Emergency Response Team 
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6.19.3 JOB DESCRIPTION FOR 

SAFETY RESPONSE TEAM 
 

Purpose:  The Safety Response Team is responsible maintaining a safe environment within PBC, PBC grounds 

or at PBC events as directed by PBC leadership.  They are responsible for developing, coordinating and 

executing church drills and responses to natural and man-made disasters such as tornados, fires, earthquakes, 

high wind damage and power outages, etc.  The Safety Response Team is PBC’s first responder team to 

disasters. 

 

 

Membership:  The team shall consist of as many individuals as determined to be necessary by the Emergency 

Response Team.  Member will have indefinite terms.  The Emergency Response Team will appoint one member 

as team leader to have authority or direction over other safety response team members.     

 

Qualifications:  Members of this team must: 

1. Be at least 16 years old 

2. Be a member in good standing of PBC 

3. Be able to communicate orally 

4. Be able to handle emergency and crisis situations effectively as determined through an interview 

process conducted by the Emergency Response Team members 

5. At a minimum be qualified in use of AED, CPR and have current First Responder Training 

a. This training may be received within 30 days of being assigned to the team but the member 

may not perform medical duties at any event until so trained 

6. The Safety Response Team Leader should have training in disaster management and safety risk 

management 

7. Qualifications in electrical, plumbing, heavy and light construction, use of heavy equipment, public 

utilities, civil engineering, sewage and pavements are highly desirable 

Responsibilities: 

1.  Arrive on time for all church events requiring a safety team 

2. Be familiar with PBC emergency medical supplies and their locations 

3. Attend and participate in all church sponsored safety training events 

4. Take control over safety situations endangering public safety until the situation is resolved 

5. Become familiar with all PBC hazards to include gas, electrical and water 

6. Conduct safety and fire inspections on PBC facility 

7. Never use their position to gain access to secured areas for personal gain or wealth. 

8. Return all items issued (radios, badges, etc.) at the end of an event  

9. Wear the suitable clothing for an event as determined by the Emergency Response Team 

10. The Safety Team Leader will provide recommendations on new safety issues to the Emergency 

Response Team for resolution 

  



Page 49 of 114 

6.20 JOB DESCRIPTION FOR 

MINISTER SEARCH TEAM 
 

 

 

Purpose:  The Minister Search Team shall be responsible for the identification and implementation of tactics as 

part of an overall aggressive and prayerful search strategy to provide a final recommendation for an open 

Minister position at PBC.    

 

Staff Supervisor:   

• Senior Pastor  

• Leadership Team 

 

Responsibilities: 
1. Work with the Personnel Team to ensure that the job description is current and reflects the most current 

position expectations. 

2. Advertise the position as they deem appropriate (other local churches, SBC.net, etc.).  This includes a 

proactive and dynamic search effort with other professional contacts including key SBC contacts. 

3. Communicate general position description, required tasks and expectations to candidates. 

4. Review resumes and applications to effectively narrow down the candidate pool as part of the selection 

process.  Part of this could include travel to locations to current / previous churches of candidates or to 

proactively identify candidates. 

5. In situations where the applicant will be traveling to PBC, arrangements for travel and reimbursement will 

be made by the Business Administrator. 

6. Conduct various interviews to further determine fit for both PBC and the candidate. 

7. Ownership of coordination of various meetings with key groups (Deacons, Office Staff, Personnel Team). 

8. Perform all screening activity including references, background check which includes credit review, 

criminal background and drug testing. 

9. In matters concerning salary, benefits, moving costs, and any other elements of the compensation package, 

the Search Team will consult the Personnel Team.   The consultation will include items such as 

compensation ranges as well as various benefits of the position.   No offers of any fashion will be extended 

without prior written consent from the Personnel Team. 
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7.0 Program Organizations 

 

The church shall maintain a program of ministries consisting of Bible teaching, church member development, 

church leader development, new member classes, missions education, music education, and evangelism. 

 

These Church Program ministries are defined under the headings of: Bible Study Ministry, Discipleship Process 

Ministry, Women's Ministry, Men's Ministry, Worship and Music Ministry, and Evangelism Ministry.  Each 

of these ministries consists of a church elected Ministry Director. The Ministry Director is permitted to enlist 

non-elected individuals to assist in carrying out the responsibilities required of their program, however, these 

non-elected individuals may not represent the ministry program in any official manner unless specifically 

requested to do so on a temporary basis with the approval of the appropriate church staff coordinator (i.e. Senior 

Pastor, Minister of Education, etc.). The director is responsible for the overall development and administration of 

his or her ministry area.  This includes the planning and implementation of all responsibilities as assigned, 

enlistment and development of leaders to assist in their ministry area, and the expansion and growth of their 

ministry area in accordance to the needs and opportunities of the Point Baptist Church. The director may 

organize the ministry in an appropriate manner (i.e. team, council, etc.) with the approval of their church staff 

coordinator. 

 

 All organizations related to the church program and ministries will be subject to the administration of the 

church. While each Church Program Ministry area has its own particular responsibilities, each area should 

maintain a proper awareness of the necessity for supporting and encouraging the work of other program ministry 

areas. Networking, mutual support, coordination, and cooperation are essential elements for accomplishing the 

given expectations of each program ministry.    

 

Ministry Directors will provide a written report to the Chairman of the LMT in time to be included in the regular 

church business session report.  They will be available to the church body during regular church business 

sessions to provide any verbal clarification necessary concerning their report.  All program or ministry activities 

will be subject to church coordination and approval.  The church will be responsible for providing all approved 

resources, in accordance to the budgeted amounts, for the advancement of these programs and ministries. Each 

Church Program ministry director is responsible for developing and operating within his or her approved budget. 

 

7.1 Bible Study Ministry 
 

The Bible Study Ministry is the basic organization for the Bible Teaching program of the church.  Its 

responsibility will be to teach biblical revelation with the intention of helping people to correctly understand and 

apply the Word of God in their daily life, family life, church life, and community life.  The Bible Study Ministry 

will provide a spiritual environment for the nurturing and development of people with the expressed intent of: 

offering the opportunity for a personal relationship and salvation experience with Jesus Christ, development of 

individual and corporate spiritual growth that leads to a maturing faith, mutual support, encouragement, and 

accountability in obeying and applying God's Word.             

 

 

 

7.2 Discipleship Process Ministry 
 

The Discipleship Development Ministry will serve as the development program of the church with its purpose 

being to help develop church members to carry out the necessary functions of the church, develop new church 

leaders, provide new member orientation classes, teach Christian theology, ethics, and church history, as well as 

church government and organization. The discipleship ministry program may include regularly scheduled 

classes, support groups, special Bible study groups, and off-site Bible studies. Other forms of discipleship classes 

or groups may be developed with the approval of the Education Minister and the leadership team of the church.   
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7.3 Women's Ministry 
 

The Women's Ministry will involve women in spiritual growth and development with the expressed intent of 

encouraging them in a healthy and spiritually balanced relationship with Jesus Christ, His Word (the Bible), and 

other Christian women, while responding to the leading of the Holy Spirit to impact the world with the Kingdom 

of God. It will lead the women of the church to experience a maturing faith through participation in and 

experiences of fellowship, discipleship, worship, evangelism, ministry, and missions. 

 

The Women’s Ministry will include, as an element of its mission, the mentoring of young women and girls so 

that they may grow and mature in their faith through the example of godly women.  It is responsible for the 

mission organizations pertaining to women, girls, and preschool age children. It will work in coordination with 

other program ministries of the church and any appropriate church minister or staff member in fulfilling its 

ministry obligations. 

 

7.4 Men’s Ministry 
 

The Men's Ministry will involve men in spiritual growth and development with the expressed intent of 

encouraging them in a healthy and spiritually balanced relationship with Jesus Christ, His Word (the Bible), and 

other Christian men, while responding to the leading of the Holy Spirit to impact the world with the Kingdom of 

God. It will lead the men of the church to experience a maturing faith through participation in and experiences of 

fellowship, discipleship, worship, evangelism, ministry, and missions. 

 

The Men’s Ministry will include, as an element of its mission, the mentoring of young men and boys so that they 

may grow and mature in their faith through the example of godly men.  It will work in coordination with other 

program ministries of the church and any appropriate church minister or staff member in fulfilling its ministry 

obligations.  

 

 
7.5 Church Worship Ministry 
 

The Church Worship Ministry will provide music education, training, and performance opportunities for all age 

groups in the church.  Its responsibility is to make available music, drama, and any other medium necessary for 

the worship environment and expression of the church.  Its ministry includes the corporate worship of the 

church, small group and individual worship development, and special worship events for the church and 

community. It will work in coordination with other program ministries of the church and any appropriate church 

minister or staff member in fulfilling its ministry obligations.  

 

 

7.6 Evangelism Ministry 
The Evangelism Ministry is responsible for the ongoing sharing of the gospel of Jesus Christ in our community.  

It will work with pastoral staff in the weekly outreach organization of the church, special evangelistic events 

such as revivals, outreach emphasis, and coordination of visitation teams. The director will work in coordination 

with the Senior Pastor who is responsible for selecting and inviting the speaker or any other participant for 

revivals and other special campaigns. The Evangelism Ministry shall provide evangelism training for the church 

membership and training for the worship service counselors. It will work in coordination with other program 

ministries of the church and any appropriate church minister or staff member in fulfilling its ministry obligations.  
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8.0 MINISTRY ASSISTANCE MANUAL 

 

 
8.1 CHILDREN AND YOUTH WORKERS 
 

All individuals who serve in ministries with children or youth are required to complete an Application to Work 

with Children and have a Background Check performed.  All workers with children and youth should at no times 

be alone with the children or youth.  Another adult should always be present. 

 

8.2 SCHEDULING ACTIVITIES ON THE CHURCH CALENDAR 
 

All groups are encouraged to plan activities for the benefit of their class or ministry.  It is helpful for the church 

office to be aware of those activities even when they are not on church premises.  By checking with the church 

office before you set a definite date for the activity, we can let you know if your activity would conflict with any 

other church ministries.   

 

Scheduling an activity on the church calendar is an easy procedure.  Calendar Request Forms are available in the 

reception area of the church office.  Once you have completed the form, please place them in the receptionist 

office and the event will be reviewed for any conflicts.  All calendar requests are reviewed in staff meeting on 

Tuesdays and placed on the church calendar unless a conflict is evident.  If a conflict exists, a secretary will call 

you to work out an alternate date. 

 

8.3 USING THE CHURCH FACILITIES FOR AN ACTIVITY 
 

We want you to use the church facilities as often as you like.  However, in order to care for our facilities in an 

appropriate manner and to assure sufficient time for custodial work to be done, we ask that you follow the same 

procedures outlined for scheduling activities on the church calendar.  The church facilities are available for 

activities anytime except holidays, Sundays during service hours, and Wednesday nights during Discipleship 

Training.  If you use childcare facilities, please note that in the interest of your child's safety, we require an adult 

be present at all times to supervise the child.  Also, a childcare worker should never be alone with children.  A 

minimum of two workers should be enlisted per childcare room.  One must be an adult; the other may be a 

mature teenager.  Childcare facilities are arranged as any other activity by completing a Calendar Request Form.   

 

If you wish to use kitchen or any kitchen supplies, please complete that section of the form.  If you have any 

questions, please contact the church office.  Please help keep the kitchen in good order and clean up the kitchen 

after each use before leaving.   

 

Please do not leave leftovers in church's refrigerators or freezers.  All food brought in advance of an activity 

should be labeled with the date and group of activity.  All unlabeled food left in the kitchen or refrigerators will 

be disposed of.   

 

Please do not remove appliances from church grounds.  We want to make sure appliances are ready for the next 

group that needs them.   

 

To assure that our facilities are in good order, please do not take food or drink into the worship center. 

 

If you use preschool classrooms, please put away all toys used during the activity.  Do not put toys in the sink or 

in standing water.   

 

Smoking is prohibited inside the church facilities or at any church-related function on or off church premises.  

Alcoholic beverages of any kind are strictly prohibited on church premises or at any church related activity. 
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8.4 PARKING 
 

When church organizations plan events that require parking through Sunday morning, attending members should 

leave their vehicles at the east or west ends of the parking lot. 

 

8.5 USE OF THE COPIER/DUPLICATORS 
 

We are happy to assist you in obtaining copies for your class or group.  Several options are available to you so 

that you may choose the one which is most convenient. 

 

1. Items to be copied may be placed in the Administrative Assistant’s office labeled with the number 

of copies needed along with the date needed. 

2. If you are unable to have your material ready in time to have staff copy it, a copier is available in 

the church office. 

 

Due to the complexity of our office equipment, training will be offered for those who would like to know how to 

use the copy machines and duplicator.  This will help eliminate unnecessary maintenance on the machines and 

create less waste.   

  

All members are encouraged to provide photocopy material to the Administrative Assistant 48-hours in advance.  

This will guarantee your material is available when you need it and also avoid lines at the copy machine.   

 

If you want to copy copyrighted material, you must obtain written permission from the publisher.  The office 

staff will not copy copyrighted material without permission being given.   

 

8.6 MAILING INFORMATION TO YOUR GROUP MEMBERS 
 

We are happy to mail notes, letters, or information to your group.  Please bring the items ready to be mailed to 

the receptionist office.  If the mailing is of 50 pieces and larger, please notify the office a week in advance.  If 

possible, we would like to make large bulk mailings all together.  

 

8.7 RESERVING TELEVISIONS, DVD PLAYERS AND OVERHEAD PROJECTORS 
 

If you need a television, DVD player, or overhead projector, please contact the receptionist at least 48 hours in 

advance to let her know the need.  A custodian will place the equipment in the room that you requested at the 

time you stated.  Remember that all equipment is used on a first requested, first served basis, so we suggest that 

you make arrangements as early as possible.   
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8.8 COLLECTING MONIES TO HELP A PERSON IN NEED 
 

On occasion, groups or organizations become aware of an individual's financial needs and desire to help that 

individual.  We encourage you to do so, but we want you to be aware of IRS regulations regarding collections to 

help specific individuals. 

 

Any contributions made to benefit specific individuals are not tax deductible and the contributors will not 

receive credit on their contribution records.   

 

We encourage groups as they become aware of benevolence needs to contact a deacon that the deacons may 

respond to the need as seen as appropriate. 

 

8.9 PLANNING ACTIVITIES FOR MINORS 
 

All activities planned for minors that will take them outside the Pensacola area must have written permission and 

medical release forms of parents or legal guardians.  The Administrative Assistant will be happy to help you 

develop a permission form for you to distribute to parents. 

 

8.10 REPORTING INJURIES 
 

All injuries on church premises or at church activities off campus should be reported to the Administrative 

Assistant.  The member in charge of the activity or other lay leader should obtain the following information and 

complete the Incident Report form available in the church office. 

 

1. Name of injured person, birth date, address, phone number. 

2. If injured person is a minor, parents' or legal guardians' name, address, and phone. 

3. Summary of how accident occurred, location of accident, date, and time of accident. 

4. Names and phone numbers of eyewitnesses. 
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10.0 ORDAINING NEW DEACONS 
 

The deacon body shall, on a regular basis, request a list of potential deacon candidates from the church body who 

have been a member of PBC for at least one year.  The deacon body shall insure that deacon candidates provided 

by the church meet the requirements of 1 Timothy 3:8-13 

 

The deacon body shall: 

1. Form an investigative team to select from the potential qualified candidates. 

2. Approve as a body which candidate(s) to approach.  The candidate(s) must meet unanimous quorum 

approval. 

 

Upon acceptance of qualified deacon candidates to pursue: 

1. The deacons shall approach the candidate to determine if the candidate is willing to pursue the office of 

deacon. 

2. If felt called, the candidate shall provide the deacon body with a written testimony and clarifications to 

several questions the deacons may have. 

3. The deacon body shall review the candidate’s responses and request further clarification if necessary. 

4. If the candidate is found in accordance with the New Testament Church, the deacons will then interview the 

deacon candidate and his spouse. 

5. Following the interview, the deacon body will vote to accept the candidate.  The vote must meet a 

unanimous quorum vote. 

 

Upon church body acceptance the candidate shall be ordained a deacon. 

 

A deacon candidate may withdraw at any time during the examination process or training period if he feels God 

is not leading him in this direction. 
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Confidential 

Prospective or Transfer Deacon Questionnaire 

Name of deacon candidate:   _____________________________________  Date: 

 _____________________________________________________________  

“And let these also first be tested; Then let them serve as deacon if they are beyond 

reproach.”  I Timothy 3:10 (New American Standard) 

1. Please share a written testimony of your salvation experience.  Include events leading 

up to it as well as what God has been doing in your life since you were saved. 

 

 

 

 

 

 

 

 

 

 

 

 

2. Do you believe the whole Bible is the inspired Word of God and is literally true?  

Explain why you believe as you do. 

 

 

 

 

 

 

3. Do you have a regular devotional life and personal Bible study time? 

 

 

 

 

 

 

4. What is your attitude toward tithing and the church stewardship program? 
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5. What is your personal belief on intoxicating beverages and do you use them? 

 

 

 

6. Do you meet the Bible qualifications of Deacon service regarding one wife? 

 

 

7. Describe your views on the sanctity of human life.  Include your views on abortion 

and euthanasia. 

 

 

 

 

8. What in your opinion is the biblical view of homosexuality? 

 

 

 

 

9. What is your definition of marriage?  Include a description of your belief about same 

sex marriage, and polygamy. 

 

 

 

 

10. Do agree with the doctrinal statements contained in the Baptist Faith and Message?  

Which statements, if any, do you not agree with? 

 

 

 

11. Describe in detail your understanding of the role of Deacon in a local church. 

 

 

 

12. What is your understanding of the scriptural responsibilities of the Pastor? 
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13. Will you attend all Deacons’ meetings unless providentially hindered? 

 

 

14. A.  Do you now regularly attend Sunday School? 

B.  Do you now regularly attend both Sunday morning and Wednesday evening 

worship services unless providentially hindered? 

 

 

15. Do you have the time and are you willing to make the commitment necessary to serve 

as an active Deacon? 

 

 

16. What was the last church attended and who was your pastor? 

 

 

17. Is your wife a born again Christian? 

 

 

18. A.  Does your wife now regularly attend Sunday School? 

 B.  Does your wife now regularly attend both Sunday morning and evening worship 

 services unless providentially hindered? 

 

 

19. What responsibilities does your wife presently have in the church? 

 

 

 

 

20. What responsibilities do you presently have in the church? 

 

 

 

 

21. What are your spiritual gifts? 
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22. Does your wife fully realize that it will require additional time in Christian activities, 

as the Church rightfully expects a Deacon to go the extra mile? 

 

 

23. Does your wife have a personal devotional life? 

 

 

24. Do you believe both you and your wife are yielded to the will of God? 

 

 

25. After reading I Timothy 3:8-13 and thoughtfully considering the preceding questions, 

do you believe you meet the Biblical standards of a Deacon? 

 

 

26. Describe in your own words the responsibilities of a New Testament Church. 

 

 

 

 

27. Please include any praises, testimonies, or remarks below: 

 

 

 

28. Do you believe that God may be leading you to become a Deacon? 

 

 

 

29. Are you a soul winner? 

 

 

 

30. Do you support the visitation program of the church? 

 

 

Signed  Date______________ 
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New Candidate/Deacon Checklist 

 

_____________________________ 

Name of Deacon Candidate/Deacon 

Completion

Date Description Comments

Deacon Questionaire Completed by Candidate

Interview of Deacon Candidate and Spouse

Unanimous Quorom Vote by Deacon Body to Accept Candidate

Mentoring

Deacon Handbook Given

Ordination of Deacon Candidate

New Deacon Business Cards Printed

Given File in Mail Box

Assignment(s) of Deacon to Committee(s)
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11.0 WEDDING MANUAL 

 
Weddings are considered a worship event at Point Baptist Church.  Due to the spiritual nature of the service, 

both the bride and the groom should be viewed as participants in a worship service.  We define marriage as 

outlined in scripture and affirm the statement of faith concerning marriage as found in the Baptist Faith and 

Message 2000: 

 

“Marriage is the uniting of one man and one woman in covenant commitment for a lifetime. It is God's unique 

gift to reveal the union between Christ and His church and to provide for the man and the woman in marriage the 

framework for intimate companionship, the channel of sexual expression according to biblical standards, and the 

means for procreation of the human race.”  (Baptist Faith and Message 2000 article XVIII) 

 

Any other definition of marriage is unacceptable, and Point Baptist Church will not perform, endorse, or 

recognize any other ceremony as a Biblical marriage. Due to the importance of this spiritual and lifelong 

commitment being made, Point Baptist Church requires that all individuals being married in the church to adhere 

to the following criteria: 

 

1. They must attend the premarital classes available or an acceptable option. 

2. They must participate in premarital counseling through the ministries at Point Baptist Church or a pastoral 

approved option. 

3. They may not be living together and be married at Point Baptist Church. 

 

Weddings are calendered on a first come, first serve basis.  Weddings will not be scheduled more than 18 months 

in advance.   

 

All wedding services must have a member of the church ministerial staff as a participant in performing the 

wedding ceremony.  Ministers from other churches or family members who are ministers may also participate.  It 

is the responsibility of the bride and groom to secure the minister from the church staff in which they wish to be 

participating officiant.  

 

 

WEDDING INFORMATION REQUESTS - The following criteria must be met in order for a couple to be 

wed at PBC: 

• The Bride or Groom must be a member of PBC. 

• Couple cannot be cohabiting. 

• Couple must attend pre-marital counseling with a pastor. 

• One of the pastors at PBC must be involved in the wedding. 

 

The following procedures will be followed when someone calls regarding our wedding guidelines: 

• The Administrative Assistant will screen the individual by asking the above questions, as well as what 

relation they have to our church, if any. 

• If the above criteria are met, the Administrative Assistant will check the date with the church calendar.  
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11.1 WEDDING PERSONNEL 

 
 

11.1.1 OFFICIANT 
 

The ministering staff of Point Baptist Church will be happy to perform wedding ceremonies for church members 

and non-members who are willing to meet the standards expressed under the Wedding Policies.  It is the bride 

and groom's responsibility to secure the minister for the appropriate day and to make sure that they are available.  

Outside ministers may also participate in church weddings.  However, there must always be a minister from 

Point Baptist Church present at every wedding in the church facility. 

 

There is no set fee for an honorarium given to the minister for church members.  

 

11.1.2 WEDDING COORDINATOR 
 

The following services of the church Wedding Coordinator will be provided.  The church wedding coordinator 

will work with the wedding party to coordinate the wedding as described below and will be the church contact 

for any questions or assistance. 

 

Specific services provided by the church Wedding Coordinator: 

 

1. Meet with minister and bride and groom to review all details and plans for rehearsal, wedding and reception. 

2. Serve as liaison between the bride and the church.  All arrangements and changes are to be made through 

her. 

3. Assist with and approve all selections of music to be used in the wedding. 

4. Assist in scheduling couples' participation in premarital classes. 

5. Organize and lead the rehearsal.  (The Wedding Coordinator is not responsible for preparing, set up, serving 

or cleaning up rehearsal dinner whether or not held on church premises). 

6. About five minutes before wedding begins, assemble the bridal party and instruct them on when to enter.  

The minister will instruct the groom's party. 

7. Arrive before the wedding to assist in any floral or photography arrangements.  (How long before the 

wedding the coordinator arrives will be determined by the needs of the wedding but is usually about one 

hour before). 

 

 

 

11.1.3 SOUND TECHNICIAN 
 

Most weddings require the use of church sound equipment.  Due to the complexity of the church's sound 

equipment, only a trained church sound technician can operate the system.  No exceptions will be made.  He or 

she will attend the rehearsal. 

 

The fee for the sound technician will be included in the wedding fee.  The wedding coordinator shall enlist the 

sound technician 30 days prior to the wedding. 

 

11.1.4MUSICIANS 
 

The bride and groom are responsible for securing the musicians and soloists.  The Wedding Coordinator may 

assist in finding musicians and soloists.  Practice times should be arranged through the Wedding Coordinator.  

Fees or honorariums for the organist and/or pianist should be made payable to the individual. 
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11.2 GENERAL POLICIES 
 

 

Requests for weddings are taken by the church receptionist who mails wedding guidelines and wedding 

reservation forms to interested parties.  The receptionist shall determine whether member or non-member 

wedding guidelines are sent.  Upon receiving the completed reservation form, the receptionist presents the date 

and time at the next staff meeting. 

 

11.2.1 SETTING WEDDING DATE AND TIME 
 

1. Wedding and rehearsal date and time are confirmed when: 

 

a. The reservation form is received in the church office; 

b. A ministerial staff member agrees to be an officiant at the ceremony. 

c. The reservation is approved in staff meeting (usually held each Tuesday). 

d. The church Wedding Coordinator is contacted and provided the date and information.  The Wedding 

Coordinator calls and confirms the wedding date. 

 

2. Weddings in the worship center may be booked 18 months in advance.  

 

If a second wedding is scheduled for a particular day, the location of that wedding cannot be confirmed any 

further than six months in advance. 

 

3. Weddings will not be scheduled on Saturdays after 5:00 p.m. 

 

4. Weddings will not be scheduled on holidays. 

 

5. Weddings will not be scheduled on Sundays. 

 

11.2.2 MUSIC SELECTION 
 

All music selections, instrumental or vocal, must be approved by the Wedding Coordinator. 

 

 

11.3 FORMS FOR PARTICIPANTS 

 
The following forms are for use in planning a wedding: 

 

• Wedding Guidelines - General Stipulations for Members 

• Facilities Information 

• Wedding Reservation Form 

• Custodial Information Form 

• Wedding Inquiry Form 
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WEDDING GUIDELINES 

GENERAL STIPULATIONS FOR MEMBERS 
 

Congratulations! 
 

We are happy that you are planning your wedding at Point Baptist Church.  We shall do our best to make this a 

holy and happy occasion that you will fondly remember for years to come.   

 

We at Point Baptist Church view a church wedding as a religious worship event and not as a secular service.  In 

keeping with this policy, we have several expectations for those being married at Point Baptist Church.  First, all 

couples go through pre-marital counseling classes at Point Baptist Church, and second, no couples wishing to be 

married at Point can be living together before marriage. 

 

 

In addition, the following procedures should be followed: 

 

1. Smoking is not permitted anywhere inside or outside the building. 

2. Alcohol is not permitted anywhere on church premises. 

3. Food or drink is not to be taken into the worship center or foyer areas. 

4. Rice, birdseed and confetti are not to be thrown anywhere on church premises. 

5. The bride and groom are responsible for the security of all personal belongings and wedding gifts on the 

church premises.  The church is not responsible for any lost or stolen items. 

6. Payment for a wedding is due 90 days prior to the ceremony.  Any cancellation up to 30 days in advance 

will be fully refunded.  After that date, there will be no refund. 

7. If any member of the wedding party is intoxicated, they will not participate in the service.  If the bride and 

groom have been drinking alcoholic beverages on the day of the wedding, there will be no service.  

8. Video recording of the ceremony is welcomed.  However, the person recording the service must be located 

in an out-of-the-way position and must stay there throughout the service.  Photographers must not be 

walking around during the ceremony.  Obviously, some movement will be necessary as the family and 

wedding party enter the sanctuary.  The photographer must not be a distraction during the wedding.  Please 

discuss these concerns with your video recorder and photographer. 

9. If candles are to be used, please provide appropriate floor and table coverings to prevent wax from dripping 

onto the carpet. 

10. Any pulpit furniture or choir furniture can be moved.  However, you are responsible for letting the Wedding 

Coordinator know which items you wish moved.  Not all the musical and sound equipment can be moved. 

11. The marriage license should be brought by the bride and groom to the rehearsal. The Wedding Coordinator 

will then have the pastor’s section completed and will send it to the county courthouse for recording. 

12. The Wedding Coordinator will assist in finding a soloist, pianist, or organist if needed.  The fees for these 

individuals are not included in the fee for the church. 

13. Careful detail will be made to ensure that the wedding service is planned according to the bride and groom's 

wishes.  Changes to the wedding service can be made; however, once the day of the rehearsal arrives, no 

further changes can be made. 

14. Wedding party will be responsible for any honorariums for the ministers. 
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WEDDING RESERVATION FORM 

Bride or Groom Must be a Member of Point Baptist Church 
 
BRIDE:   _____  Member    ______ Non-Member                                                      Today's Date: 

______________ 

 

Full Name:  _________________________________________________  Date of Birth: 

_____________________ 

 

Street Address: _________________________________ City: _______________State: _____ Zip: 

_____________ 

 

Home Phone:  _______________________________ Best Time to Call: 

__________________________________ 

 

Work Phone:  _______________________________  Best Time to Call: 

__________________________________ 

 

Church Affiliation: 

_____________________________________________________________________________ 

 

Previous Marriage?  ____  Yes   ____  No      Anniversary Date: _____________ Divorce Date: 

________________ 

  

GROOM:   _____ Member   ______ Non-Member 

 

Full Name:  _________________________________________________  Date of Birth: 

_____________________ 

 

Street Address: _________________________________ City: _______________State: _____ Zip: 

_____________ 

 

Home Phone:  _______________________________ Best Time to Call: 

__________________________________ 

 

Work Phone:  _______________________________  Best Time to Call: 

__________________________________ 

 

Church Affiliation: 

_____________________________________________________________________________ 

 

Previous Marriage?  ____  Yes   ____  No      Anniversary Date: _____________ Divorce Date: 

________________ 

  

__________________________________________________________________________________________

___ 

What will your address be after your marriage? 

_______________________________________________________ 

What minister do you plan to have perform your wedding ceremony? 

_____________________________________ 

Have you contacted minister?  _____ Yes  _____ No (Minister must be contacted before wedding is scheduled on church 

calendar) 
 

Rehearsal Date: __________________________________________    Time: 

_______________________________ 
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Wedding Date: __________________________________________     Time: 

_______________________________ 

Will you have a reception at the church after the wedding?  ___ Yes  ____ No   ___ Choir Room   ___ Student 

Area 

 

IMPORTANT:  We, the bride and groom, have read and will comply with the policies listed in the Wedding 

Guidelines of Point Baptist Church.  We understand that we must attend the pre-marital classes and counseling 

before we can be married at Point Baptist Church. 

 

Both the Bride and Groom must sign below. 

 

________________________________________  _______________________________________ 

BRIDE       GROOM 

WHEN YOUR WEDDING DATE IS APPROVED, THE WEDDING COORDINATOR WILL CONTACT 

YOU. 

  

OFFICE USE ONLY 

 

_____ Custodian Notified   _____  Premarital classes attended:  __________________ 

 

_____ All fees received?  ___ Yes  ___ No _____ Premarital Counseling Completed: ______________ 

 

           Date:  ________________________ _____ Scheduled on Church Calendar: ________________ 



Page 67 of 114 

CUSTODIAL INFORMATION FORM 

 

 

 
Bride:  _______________________________________________   Phone:  

________________________ 

 

Groom:  ______________________________________________   Phone:  

_______________________ 

 

Bride's Address:   ______________________________ City ________________State _____ 

Zip_______ 

 

Wedding Date ______________________ Time_____________ Building Open 

By*_________________ 

 

Rehearsal Date _____________________ Time _____________ Building Open 

By*_________________ 

 

THE RECEPTION WILL BE HELD IN: 

 

______ Choir Room        ______ Student Center        ______ Other: 

______________________________ 

 

OTHER SPECIAL INFORMATION: 

 

______ Pulpit moved  ______ Lattice work needed   ______ Stand for guest book 

 

______ Instruments needing to be moved: 

__________________________________________________ 

 

______ Number of people planned for reception 

 

______  Number of tables and _______ number of chairs needed for reception 

   (Please draw a diagram of chair and table arrangement for reception)  

 

 

 

 

 

 

 

 

SPECIAL INSTRUCTIONS: 

 

 

 

*Building will normally be open 4 hours prior to wedding but no earlier than 8:00 a.m.  If building 

needs to be opened more than 4 hours before the wedding, please indicate the time. 
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WEDDING INQUIRY FORM 

 

 

 

Name of Person Calling:  _____________________  Date:___________________ 

 

Date Requested for Wedding: _____________________________ Time: ______________ 

 

Questions & Comments: 

 

1. Is the bride or groom a church member? 

__________________________________________ 

2. Are the bride and groom cohabiting?  __________ If yes, wedding cannot be held at PBC. 

3. Will the reception be held at PBC? ____________  For How Many? _________________ 

4. Couple must attend pre-marital classes at PBC. 

5. Couple must attend pre-marital counseling with a pastor. 

6. One of the pastors at PBC must be involved in the wedding. 

 

GROOM:      BRIDE: 

 

Name:  _______________________________ Name:____________________________ 

 

Address:  _____________________________      Address:____________________________ 

 

City:  __________________ Zip: __________      City: _______________Zip:__________ 

 

Phone: _______________________________Phone: _____________________________ 

 

Best Time to Call:  _____________________Best Time to Call: ____________________ 

 

 

NOTE:  ALL CALENDAR DATES MUST BE CLEARED WITH THE CHURCH 

CALENDAR AND PRESENTED AT THE NEXT REGULARLY SCHEDULED STAFF 

MEETING FOR APPROVAL. 

 

IF APPROVED, A PASTOR AND WEDDING COORDINATOR WILL CONTACT THE 

INDIVIDUAL.  THE WEDDING GUIDELINES WILL BE PRESENTED TO THE 

INDIVIDUAL AT THAT TIME. 

 

For Office Use Only: 

 

Date Wedding Date Approved:  ___________________ 

 

Date Wedding Coordinator Contacted:  __________________  
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12.0 PERSONNEL MANUAL 

 

 

12.1 PERSONNEL POLICIES 

 
12.1.1 INTRODUCTION 

 
At Point Baptist Church, we consider each staff member a treasured blessing from God.  Each member of our 

Ministry Team adds special and unique gifts and abilities to fulfill God's work here at PBC.  We are committed 

to creating the best possible work environment, and a spiritual atmosphere in which we can thrive and grow as 

servants of the Lord.   

 

All employees of the church represent both Christ Jesus and PBC in their professional and private lives.  As a 

result, all employees are called to be sensitive in how they deal with others and how they represent Christ Jesus.  

All employees are encouraged to strive to live out their faith, their beliefs, and the love of Jesus Christ. 

 

These policies have been proposed to help foster the spirit of understanding and cooperation.  Every task from 

preaching the Gospel to sweeping the floors is important; thus, we share in the tremendous task of proclaiming 

the Gospel of Christ. 

 

The personnel policies and procedures handbook applies to all employees and is intended to provide guidelines 

and summary information about the church's personnel policies, procedures, benefits, and rules of conduct.  It is 

obviously not possible to anticipate every situation that may arise in the workplace or to provide information that 

answers every possible question.  As a result, the church reserves the right to modify, supplement, rescind, or 

revise any policy, benefit, or provision from time to time, with or without notice, as it deems necessary or 

appropriate. 

 

Point Baptist Church does not intend that this handbook, whether provided to an employee before 

commencement of employment or after commencement of employment, constitute part of any offer of 

employment or be interpreted expressly or by implication to constitute a contract for employment or to evidence 

the existence of a contract of employment between Point Baptist Church and any employee. 

 

 

12.1.2 GENERAL INFORMATION 

 
 

12.1.2.1 MISSION STATEMENT 

 

Loving People to the Point of Life….Jesus Christ!  Developing mature, fully equipped disciples, who in turn, 

disciple others. 

 

 

12.1.2.2 VISION STATEMENT 

 

Point Baptist Church strives to be recognized within the Escambia County area as a nurturing fellowship for 

spiritual and emotional growth as directed by God's Spirit and based on Biblical principles.  We aspire to be a 

diverse body of believers in Christ unified in purpose, understanding, and applying our Spiritual gifts to impact 

our community for Christ. 
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12.1.2.3 STATEMENT OF FAITH 

 

Point Baptist Church adheres to the statement of faith detailed in The Baptist Faith and Message of the Southern 

Baptist Convention.  All employees shall adhere to the content and beliefs of scripture and The Baptist Faith and 

Message. 

 

 

12.1.2.4 DEVOTIONAL LIFE 

 

Every church staff member is strongly encouraged to develop and maintain a daily devotional life with a period 

of Bible study.  Doing so contributes to the maturity and growth of the staff member and aids in developing the 

spirit of love and cooperation between staff members. 

 

 

12.1.2.5 STAFF HARMONY 

 

The church staff plays a very important role in the success of the church.  Our work for the Lord hinges upon 

staff harmony and cooperation.  Staff members should do their best to help each other in promoting good staff 

relations.  Criticism of other staff members will not be permitted.  If it becomes apparent that some staff 

members cannot serve our church body in harmony and cooperation, then they should eliminate themselves from 

service for the interest of the church and the church staff. 

 

 

12.1.2.6 EMPLOYEE CLASSIFICATIONS 

 

MINISTERIAL STAFF is made up of employees whose main responsibilities involve leading or assisting in 

carrying out specific ministries of the church.  Further, the church adheres to the following IRS guidelines to 

define a minister: 

 

1. The person is ordained, licensed, or commissioned. 

2. The person participates in the administration of sacraments. 

3. The person conducts religious worship. 

4. The person has management responsibilities in the church. 

5. The person is considered a religious leader of the church. 

 

According to IRS regulation, four out of five of the above conditions must be met. 

 

ADMINISTRATIVE STAFF are employees who oversee the administrative and operative functions of the 

church. 

 

SUPPORT STAFF are employees who provide clerical, secretarial, or custodial services. 

 

PROGRAM STAFF are employees who work with the outreach ministries of the church . 

 

FULL-TIME STAFF are regularly scheduled to work 32 or more hours per week. 

 

PART-TIME STAFF are regularly scheduled to work less than 32 hours per week. 

 

EXEMPT EMPLOYEES are considered salaried and are not covered by the overtime provisions of state and 

federal laws.  Therefore, they are not eligible for overtime pay.  All ministerial and other salaried positions are 

considered exempt. 

 

NON-EXEMPT EMPLOYEES are eligible to receive overtime pay, if applicable, in accordance with the 

provisions of state and federal laws.  Administrative staff, paid program employees, and other jobs that are paid 

on a per hour basis are non-exempt 

  



Page 71 of 114 

12.1.2.7 WORK SCHEDULES 

 

Non-exempt employees are required to work specific time schedules each day which include specific meal 

periods.  All hourly employees will complete a weekly time card.  Exempt employees are expected to complete 

their job responsibilities. 

 

All Support Staff paid hourly will be paid "overtime pay" (at 1 1/2 times the regular pay rate) for any time 

worked in excess of forty regular hours per work week (Sunday - Thursday).  Overtime is measured in 

increments of fifteen minutes.  The forty hour period includes only regular hours worked, no paid/unpaid time 

off is included in calculating overtime. 

 

Employees may not work overtime unless it has been approved in advance by their supervisor.  If change or 

correction is made on an employee's time record, it must be initialed by both the employee and his or her 

supervisor. 

 

Violations of this policy may result in disciplinary action, up to and including possible termination. 

 

 

12.1.2.8 BREAK AND MEAL PERIODS 

 

Non-exempt employees who work at least three and one-half hours in a workday will receive a 10-minute paid 

break period for each four hours of work, or major fraction thereof.  Break periods will be scheduled as close to 

the middle of each four-hour work period as possible. 

 

Non-exempt employees who work more than five hours in a workday will receive an unpaid meal period of at 

least 30 minutes.  However, employees who do not work more than six hours in a workday may voluntarily 

agree to waive their right to a meal period. 

 

A break room is provided for employees who bring their meals, and employees are encouraged to eat their meals 

there. 

 

 

12.1.2.9 TARDINESS AND ABSENCE 

 

It is important that employees work their assigned schedules as consistently as possible.  However, the church 

understands that because of illness or emergency an employee may be unable to come to work. 

 

If an employee is unable to report to work for any reason, he or she must contact his immediate supervisor.  

Ministerial and administration staff should also call the Administrative Assistant who maintains their 

appointment schedules.  It is the employee's responsibility to keep the church informed on a daily basis during a 

short-term absence and to provide medical verification when asked to do so.  Absences shall be reported in 

writing to the supervisor and administrators. 

 

Non-exempt employees are expected to be at their work station ready to begin work at the beginning of their 

scheduled shift, and at the end of their scheduled breaks and meal period.  Except in an emergency, non-exempt 

employees must have their supervisor's permission to leave work before they are regularly scheduled to do so. 

 

Unless deemed an emergency, a tardy or absence is considered "excused" only when an employee calls ahead of 

time and the tardy or absence is for a compelling reason.  The church reserves the right, at its sole discretion, to 

determine what constitutes a compelling reason.  A tardy or absence for a non-compelling reason, and failing to 

call in accordance with church policy, will be considered "unexcused." 

 

The church considers "unexcused" tardiness and absence to be a serious problem.  Employees who are tardy or 

absent excessively or show a consistent pattern of absence, whether "excused" or "unexcused," will be subject to 

disciplinary action, up to and including possible termination. 
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If an employee does not call in or report to work for two consecutive workdays, he or she may be considered to 

have voluntarily quit. 

 

1. Leaving the Church Premises.  Unless their work requires them to do so, employees should not 

leave the premises during office hours without the consent of their supervisor.  Employees whose 

work requires them to leave should leave word at the office as to where they are going and the 

approximate time they expect to return.  Ministerial staff members absent from the office during 

regular working hours should always leave their schedules with the secretary who has been 

assigned to take calls and check schedules for them. 

 

2. Absence Due to Illness.  If illness or some other cause prevents an employee from reporting to 

work, the ministerial staff should report to their immediate supervisor, and when appropriate, the 

Senior Pastor and to the secretary who maintains their appointment schedules.   Other employees 

should report to their immediate supervisor. 

 

3. Death of a Relative.  See policy 

 

4. Personal Business.  It is occasionally necessary for an employee to be absent from work briefly for 

personal reasons.  Such absences must be arranged in advance with the employee's supervisor. 

 

5. Leave of Absence.  See policy 

 

6. General Absenteeism.  Absenteeism for purposes other than those set forth in this section shall be 

without pay and shall require the approval of the employee's supervisor and Senior Pastor. 

 

 

12.1.2.10 PROMOTION AND TRANSFER 

 

It is the church's intent to give qualified employees preference over others when filling job openings within the 

church.  However, because of the experience, skills and educational requirements of many jobs, promotions from 

within the church are not always possible. 

 

An employee's past performance, experience, attitude, qualifications, and potential are all important factors 

which will be considered in making promotion and transfer decisions. 

 

 

12.1.2.11 POSITION DESCRIPTIONS 

 

All employees are generally given a position description before they start to work.  Position descriptions 

summarize the particular duties and responsibilities of each job and give employees important information about 

their jobs.  All employees are expected to read and study their position descriptions carefully and discuss any 

questions with their supervisor. 

 

The church reserves the right to revise and update position descriptions from time to time, as it deems necessary 

and appropriate. 

 

 

12.1.2.12 PERFORMANCE EVALUATIONS 

 

All employees will generally receive a performance evaluation after approximately three months of service, and 

annually thereafter.  The purpose of the performance evaluation is to determine how well employees are doing 

and to set goals for the following six to twelve months.  Written performance evaluations may include 

recommendation for good work, as well as specific recommendations for improvement.  Employees are asked to 

do self-evaluations using the same format as their supervisor and to bring a list of possible goals to the 

evaluation meeting with their supervisor.  This advanced preparation provides a good foundation for discussion.  

This is a good time to ask questions and clarify important points.  
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12.1.2.13 WORK RULES AND PERFORMANCE STANDARDS 

 

It is not possible to provide a complete list of every work rule or performance standard.  As a result, the 

following are presented only as examples.  Each employee is responsible for understanding and following these 

standards and work rules.  Employees who do not comply may be subject to disciplinary action, up to and 

including possible termination. 

 

12.1.2.13.1 JOB PERFORMANCE - employees may be disciplined, up to and including possible termination, 

for poor job performance, as determined by the church.  Some examples of poor job performance are as follows: 

 

1. Below average work quality or quantity; 

2. Poor attitude, including rudeness or lack of cooperation; 

3. Excessive absenteeism, tardiness or abuse of break and meal privileges; 

4. Failure to follow instructions or church policies and procedures. 

 

12.1.2.13.2 MISCONDUCT - employees may also be disciplined, up to and including possible termination, for 

misconduct.  Some examples of misconduct are as follows: 

 

1. Insubordination; 

2. Abuse, misuse, theft, or the unauthorized possession or removal of church property or the personal 

property of others; 

3. Falsifying or making a material omission on church records, reports or other documents, including 

payroll, personnel and employment records; 

4. Divulging confidential church information to unauthorized persons; 

5. Disorderly conduct on church property, including fighting or attempted bodily injury, or the use of 

profane, abusive or threatening language toward others. 

6. Possession of a weapon without proper certification and/or credentials from a law enforcement or 

federal agency along with authorization from their supervisor.  A copy of this certification must be 

contained in the employee’s records. 

7. Violation of any law adversely affecting the church, or conviction in court of any crime which may 

cause the employee to be regarded as unsuitable for continued employment; 

8. Violation of the church's alcohol, drugs, and controlled substances abstinence policy; 

9. Falsifying reported hours worked for self or for another employee or knowingly allowing another 

employee to do so for his or her benefit; 

10. Sexual misconduct. 

 

 

12.1.2.14 PERSONNEL RECORDS 

 

It is important that the church always have current information about its employees.  Employees should 

immediately notify the church office of change of name, address, phone number, marital status, etc.  If for some 

reason an employee needs to change his or her name and/or Social Security number, he or she will be asked to 

provide original documentation authorizing the change. 

 

Upon request, employees will be allowed to review any personnel records that have been used to determine 

qualifications for employment, promotion, compensation, termination, or other disciplinary action.  Any 

questions should be directed to the immediate supervisor. 
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12.1.2.15 TERMINATION 

 

A voluntary termination is a termination that is initiated by the employee.  The church requests two weeks 

written notice before an employee voluntarily terminates his or her employment, although we recognize that 

employment is at will and may be terminated by the employee or employer at any time.  Written notice should 

include the reason for leaving, as well as the name and address of the new employer, if applicable.  Written 

notice should be given to the immediate supervisor.  If an employee does not call in or report to work for two 

consecutive workdays, he or she may be considered to have voluntarily quit. 

 

If an employee has accrued but not taken vacation, the employee is paid for the unused vacation as of the date of 

termination.   

 

An involuntary termination is a termination that is initiated by the church for reasons other than changing 

organizational or financial conditions. 

 

A layoff is a termination of employment that results from changing organizational or financial conditions, which 

necessitate a reduction in staff.  Whenever the church determines, in its sole discretion, a layoff should occur, the 

following factors will be among those considered: versatility, qualifications, skill, ability, performance, 

efficiency, loyalty, attitude, and dependability.   

 

Difficulties and concerns regarding staff performance shall be directed, when possible and appropriate, first to 

the individual in question; second, to the direct supervisor of the individual; and third, to the Senior Pastor.  If 

the issue continues to be unresolved, it shall be addressed by the Personnel Team.   

 

12.1.3  BENEFITS 
 

12.1.3.1 HOLIDAY PAY 

 

The following holidays may be observed: 

 

-  New Year's Day  - Labor Day    - Christmas Day 

-  Memorial Day - Thanksgiving Day   - Good Friday 

-  Fourth of July    - Friday after Thanksgiving    

 

Full-time employees are currently eligible to receive holiday pay for all observed holidays.  Ministerial staff 

whose days off fall on a holiday may schedule another day off within the next 30 days. 

 

Part-time employees that work 24 hours or more per week are eligible to receive holiday pay for 5 holidays of 

their choice per year. 

 

The following general provisions apply to holiday pay: 

 

1. Holidays will be observed on the days designated by the church calendar for observance. 

2. To be eligible for holiday pay, employees must be available to work their last scheduled workday 

before the holiday, with the exception of illness, work related injury or jury duty, and their first 

scheduled workday after the holiday unless vacation days have been approved in advance for these 

days. 

3. If a holiday falls during an employee's approved vacation period, the employee will receive holiday 

pay, and will not be charged for a vacation day on the day the holiday is observed. 

4. Employees on leave of absence for any reason are not eligible for holiday pay on holidays that are 

observed during the period they are on leave. 

5. Holiday pay will not count as hours worked for the calculation of overtime. 
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12.1.3.2 SICK PAY 

 

Full-time employees earn five days of sick pay in a year.  Part-time employees who work at least 24 hours per 

week earn up to three days of sick pay in a year.  Employees who work less than 24 hours per week are not 

eligible for sick pay. 

 

Unused sick pay benefits may not be used for personal time off or as additional vacation and employees will not 

be paid for unused sick pay benefits upon termination of employment.  In addition, sick pay will not be 

considered as hours worked for calculation of overtime. 

 

Employees who receive sick pay benefits may be asked to provide medical verification, and absences of more 

than five working days may be subject to the church's leave of absence policy. 

 

 

12.1.3.3 BEREAVEMENT PAY 

 

Employees are eligible for up to three days bereavement leave with pay to arrange and/or attend the funeral of an 

immediate family member.  Immediate family member for the purpose of this policy is defined as the employee's 

spouse, child, grandchild, parent or step-parent, grandparent, brother, sister, spouse's parent or step-parent, 

grandparent, brother or sister.   

 

Employees who require more time away from work or who have extenuating circumstances shall discuss options 

with their immediate supervisor.  The options are using earned vacation time or a personal leave of absence, 

which is subject to the provisions of the church's leave of absence policy.  Requests should be submitted in 

writing to the immediate supervisor.  Bereavement pay will not be considered as hours worked for the 

calculation of overtime. 

 

 

12.1.3.4 VACATION PAY 

 

Employees begin accruing vacation upon the first day of employment until December 31st of the current year.  

Thereafter, vacation pay will accrue on a calendar basis.  Vacation is accrued on a quarterly basis (1/4 of annual 

amount per quarter) throughout the employment year.  Following the completion of three calendar months of 

continuous service, employees may take a vacation according to the following schedule: 

 

12.1.3.4.1 FULL-TIME EMPLOYEES: 

 

  Service Completed in any Ministry   Vacation Days 

 

  After 1 year     10 Days 

  After 3 years     15 Days 

  After 5 years     17 Days 

  After 10 years     20 Days 

  After 20 years     25 Days 

 

Vacations days cannot be carried over to the next year. 

 

12.1.3.4.2 PART-TIME EMPLOYEES: 

 

 Service Completed    Vacation Days 

 

 Through 4 years           1 Week 

 5-14 years         2 Weeks 

 15 years and over         3 Weeks 
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Part-time employees who work 24 to 31 hours per week accrue 24 to 31 hours of paid vacation respectively 

during each employment year.   

 

If an employee who works 24 or more hours per week needs further vacation time, he or she may request unpaid 

vacation leave.  Up to two weeks of unpaid vacation leave may be requested in a year after six months of 

continuous employment. 

 

Part-time employees who work less than 24 hours per week are not eligible for paid vacation but may request 

unpaid vacation leave up to the number of hours scheduled to work in two weeks after the first six months of 

continuous employment. 

 

12.1.3.4.3 ALL EMPLOYEES: 

 

An employee's anniversary date corresponds to the month and day the employee was hired, subject to adjustment 

for the portion of any leave of absence in excess of 30 days. 

 

Requests for paid vacation days must be made in writing by completing the Vacation Request form provided 

employees and should be submitted to their immediate supervisor for approval at least 10 working days in 

advance.  Vacation requests will be approved on a first come, first serve basis, and only if the time off will not 

interfere with the normal business operations of the church. 

 

Request for unpaid vacation leave must be submitted in writing using the same request form and have the 

approval of the immediate supervisor and Senior Pastor.  Any variance or special request beyond what has been 

specified in these policies must be submitted in writing using the Vacation Request form and have the approval 

of the immediate supervisor, Senior Pastor, and Personnel Team. The church will not pay an employee any 

unused vacation days. 

 

Employees are encouraged to use all paid vacation days since vacation days are not carried over to the next year. 

 

12.1.3.5 DAYS OFF 

 

All full-time ministerial staff with Sunday responsibilities shall have a day off during the week.  The day shall be 

approved by the Senior Pastor.   

 

 

12.1.3.7 SABBATICAL LEAVE POLICY 

 

Purpose:  This policy addresses Point Baptist Church’s approach to providing sabbatical leave for pastoral and 

ministry staff. 

 

Policy Basis:  PBC pastoral and ministry staff has a calling and duties that require consistent and dedicated 

effort throughout the year, year after year. Over the years the constant ministry performance expectations can 

become somewhat burdensome and draining. Sabbaticals provide an opportunity for a time away from normal 

duties and for renewal, education, and refreshment. It is reserved for pastors and ministers who have shown 

consistent dedication over time to the mission of PBC and to the performance of their duties. These sabbatical 

leaves are expected to provide a benefit to the pastor or minister, their family and to the congregation. 

 

Policy:  PBC will provide an opportunity for sabbatical leave to those pastoral and ministerial staff who have 

been dedicated to the mission of PBC and who have performed their duties over time in a satisfactory manner. 

Requests for sabbatical leave are not automatically granted or guaranteed, but must be applied for by the 

applicant and approved by the PBC Personnel Team. 
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Policy Implementation: 

 

1. Eligibility:  All PBC pastoral and ministry staff are eligible to apply for sabbatical leave. 

2. Required Periods of Ministry and Associated Maximum Sabbatical Leave: 

 

 Period in Ministry Maximum Sabbatical Leave 

 7 years 2 months 

 14, 21, 28, 35 years 2 months 

 

3. Scope of Sabbatical Leave Activities:  Sabbatical leave is not meant to be a granting of additional 

personal vacation, but is meant to provide time away from normal pastoral or ministry duties for 

activities that promote professional and personal refreshment, education, and renewal. 

4. Sabbatical Leave Application Process:  Applications for Sabbatical leave must be presented to the 

PBC Personnel Team a minimum of 6 months in advance of the requested leave. The application must 

provide requested dates of leave, delineate the proposed sabbatical activates and schedule, and address 

the specific professional and personal goals to be achieved. 

5. Sabbatical Leave Approval Criteria and Process:  The Personnel team will review all applications 

for Sabbatical leave using the following criteria: 

 

a. Applicant must be a pastoral or ministry staff member. 

b. Applicant’s ministry period will be achieved prior to beginning of sabbatical leave. Sabbatical 

leaves may be deferred up to 2 years following the qualifying ministry period. 

c. Applicant has performed in a satisfactory manner during the qualifying ministry period. 

d. Applicant’s sabbatical plan satisfies the intent of sabbatical leave and provides clear evidence 

that the planned activities will achieve personal and professional goals for renewal, education, 

and refreshment. The planned sabbatical activities are in alignment with PBC mission and 

values. There also is evidence that this will directly or indirectly improve ministry to our 

congregation. 

e. Sabbatical leave must be taken as a whole and may not be divided up into several parts. 

f. Applicant formally expresses intent to continue ministry employment at PBC for 18 months 

following conclusion of planned sabbatical leave. 

g. PBC ministry continuity must be maintained. A proposed plan must be included with the 

application that explains how ministry duties will be covered during the sabbatical leave. If the 

plan requires temporary staffing or extra resources, the financial impact must be included for 

budgeting purposes. It may be difficult to approve overlapping sabbatical leave applications. 

 

 

6. Compensation and Benefits during Sabbatical Leave:  Pastoral and ministry staff members approved 

for sabbatical leave will receive their normal compensation and benefits as well as any other benefits 

that would normally accrue during the sabbatical periods. These payments will be considered as taxable 

to the employee as normal pastoral and ministerial compensation. If approved, the applicant may take 

normal vacation time or authorized professional education in conjunction with the sabbatical period. 

Expenses related to the sabbatical such as travel, meals, lodging, etc. will not be reimbursed by PBC, 

and will be considered personal in nature. 

7. Actions upon completion of Sabbatical Leave:  Upon return, within 30 days, the pastoral or ministry 

staff member must prepare a written report summarizing the activities undertaken during the leave 

period, the primary benefits of the sabbatical leave and any expected benefits to the PBC congregation. 

The report will be provided to the Personnel Team and shared with the other members of the pastoral 

and ministry staff. 

 

 

12.1.3.8 EDUCATIONAL ASSISTANCE AND PROFESSIONAL MEMBERSHIPS 

 

Where it can be demonstrated that the church will benefit from an employee's participation in an educational 

program or professional organization, the related expenses may be paid by the church.  Requests for payment of 

expenses related to educational programs and professional organizations must be approved in advance by the 
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employee's immediate supervisor, the Business Administrator and the Senior Pastor.  The Senior Pastor then has 

the option to present requests to the Personnel Team for final approval, as he deems necessary.  Ministerial staff 

educational or professional memberships shall come out of their professional allowance line item. 

 

12.1.3.9 LEAVES OF ABSENCES 

 

The church makes leaves of absence available to employees as follows: 

 

12.1.3.9.1 PERSONAL LEAVE - a leave of absence for a compelling personal reason that is not medically 

related.  Employees who have completed at least two years of continuous service may submit a written request 

for a personal leave of absence, without pay, for any length of time up to a maximum of 90 days.  Written 

requests must state the reason for the leave, as well as the beginning and ending dates. 

 

Requests for personal leaves will be reviewed by the immediate supervisor, Senior Pastor, and Personnel Team 

and granted at their sole discretion based on the facts and circumstances surrounding each individual request. 

 

Employees who return to work at the end of a personal leave will normally be returned to their former job 

classification if an opening exists or, if there is no such opening, they will be considered for a comparable 

position if one is available. 

 

12.1.3.9.2 PREGNANCY LEAVE - a leave of absence for a disability related to an employee's pregnancy, 

childbirth or related medical condition.  (This is not to be confused with a family leave, which is defined later). 

 

Employees may submit a written request for a pregnancy leave of absence, without pay, up to a maximum of 12 

weeks. 

 

Requests for pregnancy leaves will be granted to employees who present a physician's written statement that 

certifies the need for the leave and estimates the length of time the employee will be unable to work due to the 

disability. 

 

Although the church is not able to guarantee reinstatement in all cases, employees on pregnancy leave who 

return to work immediately following the end of an approved leave, with a physician's written release verifying 

that they are able to safely perform their duties, will normally be returned to the same job they held immediately 

prior to their leave or, if that position is unavailable, a comparable position if one is available. 

 

12.1.3.9.3 FAMILY LEAVE - a leave of absence for the birth or adoption of an employee's child, or the care of 

an employee's seriously ill child, parent or spouse, or due to a serious health condition of the employee that 

makes the employee unable to perform the functions of his/her position. 

 

Employees who have completed at least two years of continuous service may submit a written request for a 

family leave of absence, without pay, for any length of time up to a maximum of three months in any 12-month 

period.  However, family leaves taken in conjunction with an approved pregnancy leave of absence will be 

limited to a maximum of one month. 

 

Requests for family leaves will normally be granted by the church, based on the facts and circumstances 

surrounding each individual request.  Requests for family leave for the employee or to care for a seriously ill 

child, parent, or spouse must be accompanied by a physician's written statement that certifies the need for the 

employee's care and estimates the length of time the employee will be unable to work due to the disability of the 

employee, child, parent, or spouse. 

 

Employees who return to work immediately following the end of an approved family leave that has been granted 

due to the health of the employees must have a physician's written release verifying that they are able to safely 

perform their duties. 
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Although the church is not able to guarantee reinstatement in all cases, employees on family leave who return to 

work immediately following the end of an approved leave will normally be returned to the same job they held 

immediately prior to their leave or, if that position has been eliminated, a comparable position if one is available.   

 

12.1.3.9.4 JURY DUTY - a leave of absence to serve on jury duty. 

 

Employees who work at least 20 hours per week who are called to serve on jury duty will be paid the difference 

between their regular pay and all monies paid to them by the court, for a maximum of ten working days.  

Employees who are required to serve for more than ten working days may take time off, without pay, for the 

balance of the time. 

 

12.1.3.10CONFERENCES AND SEMINARS 

 

Employees are encouraged to improve their skills as learning activities, conferences, or seminars become 

available.  Requests for time away must be submitted in writing by completing a Conference Request form at 

least 60 days in advance.  Written requests must include a breakdown of estimated expenses if participant is not 

receiving financial consideration. 

 

Part-time ministerial and full-time and part-time non-ministerial staff may be scheduled for up to three days of 

conference time per year by their immediate supervisor and with approval of the Senior Pastor.  Written requests 

and estimated costs must be submitted at least 60 days in advance. 

 

Ministerial staff shall have two weeks available per year to attend related conferences, seminars, or to lead in 

revivals, conferences, seminars, or workshops. 

 

12.1.3.11 CONVENTION 

 

The Senior Pastor is expected when possible to represent the church at the Southern Baptist Convention, Florida 

Baptist State Convention, and Association Annual meeting.  The Senior Pastor and his spouse (with her consent) 

are permanently duly elected messengers to these meetings.  Other ministerial staff are encouraged to attend 

when appropriate or as directed to do so. 

  



Page 80 of 114 

12.1.3.12 WORKER'S COMPENSATION INSURANCE 

 

All employees are automatically covered by Worker's Compensation Insurance at the time they are hired.  The 

church pays 100 percent of the premiums for this important coverage.  The following benefits are provided to 

employees who sustain a work-related injury or illness: 

 

1. Partial wage replacement for periods of disability; 

2. Medical care, including medicine, hospital, doctor, x-rays, crutches, etc. 

3. Rehabilitation services, if necessary. 

 

It is important that employees report any work-related injury or illness to their supervisor as soon as it happens.  

It is also important to get proper first aid and/or medical attention immediately. 

 

 

12.1.3.13 FEDERAL SOCIAL SECURITY AND MEDICARE 

 

All employees except ministers are covered by the church under Federal Social Security and Medicare.  

Ministers are considered self-employed for Social Security and Medicare purposes, but they are considered 

employees of the church for federal and state income tax withholding purposes.  (See definition of minister). 

 

 

12.1.3.14 UNEMPLOYMENT INSURANCE EXEMPTION 

 

The church is exempt from Federal and State Unemployment Insurance.  Therefore, terminated employees are 

unable to draw unemployment benefits from the church. 

 

 

12.1.4 COMPENSATION 
 

12.1.4.1 WAGE AND SALARY INCREASES 

The Personnel Team will show a breakdown of salaries and benefits for each staff member respectively.  The 

following four criteria will be utilized in arriving at the respective packages: 

 

I.  The Personnel Team will compensate staff at market value and by unique experience. 

II. The market values will be based on documentation of other churches of like size. 

III. Any increases in staff compensation will be based on a merit evaluation. 

IV. The team will evaluate each staff member at least annually for total betterment.  

 

Four components will go into consideration for performance reviews with a 25% value for each component: 

 

1. Job Description – are the staff members fulfilling the duties of their job description. 

2. Yearly goals – have the staff members achieved all or any of their goals set for the year.  

3. Review by supervisor. 

4. Congregation perception of the respective staff member. 

a. From annual congregational survey (random selection of congregation that has an 

interaction with the staff member) 

b. Comments from congregation 

c. Team interaction with staff member 

d. Team interaction with congregation 

 

The staff member will meet with their supervisor to prepare their goals for the next year.  The team will meet 

with each ministerial staff member to finalize the goals for the upcoming year.  The Personnel team will provide 

the congregation with a report on the staff members targets and how they are completing their goals as 

necessary. 
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12.1.4.2 EMPLOYEE ANNUITIES 

 

All full-time employees will receive the following employer provided annuity after one year of ministry service: 

 

Years of Service:  Senior Pastor: Worship Leader:     Youth Pastor:    Administrative Assistant: 

 

After 1 year  $1,200  $1,000      $1,000    $200 

After 5 years  $2,000  $1,800      $1,800    $400 

After 10 years  $2,400  $2,200      $2,200    $600 

After 15 years  $3,600  $3,200      $3,200    $1,000 

After 20 years  $4,800  $3,600      $3,600    $1,200 

After 25 years     $5,400  $4,000      $4,000    $1,400 

 

 

 

 

 

 

 

 

12.1.4.2 MAKING UP HOURS 

 

Personal circumstances other than illness or death in the family may arise that require a non-exempt employee to 

miss work.  Make-up hours must be arranged in advance with the employee's direct supervisor.  All work 

performed to make up hours should be conducted at the job site and should be accomplished within 30 days. 
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12.1.5   EXPECTATIONS OF EMPLOYEES 
 

12.1.5.1 PERSONAL APPEARANCE 

 

An employee's appearance reflects not only on him or her as an individual, but on the church as well.  

Employees are expected to take pride in their appearance and strive to achieve a positive, business-like image 

when representing the church. 

 

Monday - Thursday Office Attire: 

Ministerial and support staff may have relaxed standards for daily attire.  . 

 

 

Wednesday Evening Service Attire: 

Ministerial staff may dress in business casual attire for Wednesday evening services. 

 

 

Sunday Morning Worship Service Attire: 

Ministerial staff should establish a standard for professional appearance on Sunday mornings.  The example set 

by your attire will carry over to other members of the church family. 

 

 

 

12.1.5.2 WORK AREA/OFFICE APPEARANCE 

 

Employees are expected to keep their work areas or offices neat and orderly so they are guest-ready.  From time 

to time, work responsibilities may require some disorder.  However, consistent disarray will not be permitted.  

Also, employees may display personal items in their work areas or offices, but are reminded that the church 

office should maintain a sense of professionalism. 
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2.1.5.3 OUTSIDE EMPLOYMENT OR ACTIVITIES 

 

Full-time employees are prohibited from engaging in outside employment without the prior written approval of 

the Personnel Team.  In addition, all employees are prohibited from engaging in outside employment, private 

business or other activity, which might have an adverse effect on, or create a conflict of interest with, the church.  

An employee's refusal to cease such activities may result in termination. 

 

12.1.5.4 BUSINESS EXPENSE REPORTING 

 

Employees will be reimbursed for all approved business-related expenses, to the extent allowed by the IRS, upon 

submission of accurate and receipted expense reports to the church.  Employees are requested to submit these 

reports at the end of each month.  Mileage reimbursement requests must include beginning and ending odometer 

readings from church to the site of the business-related meeting, etc. and back.  No reimbursement is given for 

miles traveled from the home of an employee to church or vice versa.  The amount of reimbursement per mile is 

set by the Personnel Team and approved by the Stewardship Team at the beginning of each calendar year. 

 

12.1.5.5 USE OF CHURCH TELEPHONES 

 

From time to time, it may be necessary for employees to make and receive personal calls on church phones.  

However, these calls should be limited to no more than ten minutes in length, and should be made, whenever 

possible, during scheduled break and meal periods.  Employees are expected to use good judgment and common 

sense when it comes to personal phone calls.  Personal long distance calls must be recorded and reimbursed by 

the individual. 

 

Employees who violate this policy may be subject to disciplinary action, up to and including possible 

termination. 

 

12.1.5.6 EMPLOYEE AND VOLUNTEER USE OF THE INTERNET AND SOCIAL MEDIA 

 

Purpose and Overview:  The Internet, blogs, e-mail, and Social media have become common ways of 

electronically keeping up with life through friends, family and the public.  Examples include, but are not limited 

to: Facebook, Myspace, Twitter, and other sites.  Employees and volunteers of PBC are seen by church members 

and outside parties as representatives of the church.  This policy applies to PBC employees and volunteers and 

those whose internet and social media activity always has the potential of impacting PBC.  

 

Policy: 

1. Job Performance: Social networking and use of the internet not directly related to the performance of your 

job duties should not take place during working hours.  Social media can be very distracting and result in 

misuse of valuable time that would otherwise be dedicated to advancing the work of PBC.  Working hours 

do not include meal or break periods, or other duty-free periods. 

2. Inappropriate Site Content:  The internet is powerful for the influence of good and for bad.  Understand 

the strong temptation of sin and choose only internet sites that honor Christ and the Biblical teaching of 

holiness.  All PBC computer use (site selection, email, social media and time use) is subject to audit. 

3. Membership Confidentiality: You must maintain church member confidentiality according to PBC 

confidentiality policies and practices.   Our members place extreme trust in our church employees when they 

share personal information and all employees must honor that trust.  Avoid discussing details of 

hospitalizations, deaths, health concerns, or counseling engagements in publicly viewed blogs and social 

media sites. 

4. Honoring Others:  Do not post or transmit any information on the internet and social media sites that 

would violate the PBC Christian values against workplace harassment, discrimination, and retaliations.  

Ensure that the content of all postings and transmissions honor the dignity of others and align with Biblical 

ethics and morality standards.  Make sure your communications are above reproach. 
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12.1.5.6 EMPLOYEE AND VOLUNTEER USE OF THE INTERNET AND SOCIAL MEDIA 

(CONTINEUD) 

 

5. Polarizing Opinions: Avoid posting comments of highly polarizing and debatable political nature where 

individual opinions might be misread as the opinion of PBC.  Example: Pastor John Doe posts a comment 

that “…Taxes should be reduced and all policemen and firemen in Pensacola need to take a 15% pay cut…” 

or “…Homeless drunks are worthless drags on the economy…” Showing good judgment and contemplating 

the potential impact of social media statements are always in order. 

6.   Financial Confidentiality: Do not comment on PBC confidential financial matters such as employee 

compensation, church member donations, or confidential church business matters and plans. 

7. Copyrighted Material:  Respect copyright and fair use laws.  Do not distribute or incorporate material that 

you have retrieved or copied from other web sites or publications, unless your usage of such material meets 

the legal definitions of “fair use” 

8. Disparaging Statements: Employees and volunteers engaged in social networking may not make 

statements that defame, threaten, or are maliciously false, abusive or offensive to Point Baptist Church, its 

operations, members, employees, volunteers, pastoral staff, supervisors and co-workers. If you encounter 

disparaging remarks on social media sites about our church please let your supervisor know.  

9.   Inappropriate Relationships: Social media, like face to face conversations, has the potential of building 

very strong relationships. Ensure that that the relationships being built fall within the normal parameters and 

boundaries of Christian morality. PBC pastors, employees and volunteers must uphold the standards of 

biblical holiness and understand the associated temptations of your role at PBC.   

10.  Lifting Up Christ:  Use the power of the internet and social media to lift up Christ in the lives of others and 

to fulfill the ministry of PBC and your personal Christian calling. 

 

12.1.5.7 PERSONNEL FORMS 

 

The following forms are provided for the use of the Personnel Team for evaluations, concurrent to the 

Operations Manual, etc. 

 

 

• Ministerial Evaluation Review Form 

• Support Staff Evaluation Review Form 

• Staff Covenant 

• Employee Statement of Acknowledgement 
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Support Staff Evaluation Review 

 
This is a personal review of _____________________________ conducted by __________________________. 

 

This review should reflect the typical performance of the employee rather than the exceptional circumstances. It 

should not reflect personal feelings toward the person, but the best judgment of the employee’s performance of 

the job. 

 

Select the phrase which seems to fit the person best. 

 

I.  Attendance 

1. Punctuality 
a. Always on time 
b. Occasionally late 
c. Requires occasional reminding 
d. Often tardy 
e. Always tardy 

2. Dependability 
a.  
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EMPLOYEE STATEMENT OF ACKNOWLEDGEMENT 

 
This is to acknowledge that I have received a copy of the church's personnel policies and procedures handbook.  

I understand that it provides guidelines and summary information about the church's personnel policies, 

procedures, benefits and rules of conduct.  I also understand that it is my responsibility to read, understand, 

become familiar with and comply with the standards that have been established.  I further understand that the 

church reserves the right to modify, supplement, rescind, or revise any provision, benefit or policy from time to 

time, with or without notice, as it deems necessary or appropriate. 

 

I also acknowledge that both the church and I have the right to terminate the employment relationship at any 

time, with or without cause or advance notice, and that this employment at will relationship will remain in effect 

throughout my employment with the church unless it is specifically modified by an express written agreement 

signed by me, the Personnel Team, and the Senior Pastor of the church. 

 

I further acknowledge that this employment at will relationship may not be modified by any oral or implied 

agreement. 

 

 

 

 

 

 

 

________________________________________ 

EMPLOYEE'S NAME (Please Print) 
 

 

 

 

________________________________________ 

EMPLOYEE'S SIGNATURE 
 

 

 

 

_________________________________ 

DATE 
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12.2 OFFICE POLICIES AND PROCEDURES 
 

12.2.1 EMPLOYEE PARKING - All employees should park at the designated area of the parking lot. 

 

12.2.2 OFFICE HOURS - Church office hours are generally Monday through Thursday, 8:30 a.m. to 5:00 p.m., 

except for approved holidays: New Year' s Day, Memorial Day, Good Friday, Fourth of July, Labor Day, 

Thanksgiving (two days), and Christmas (two days).   

 

12.2.3 OFFICE SUPERVISION - The Administrator shall have general supervision of the non-ministerial 

office personnel, both paid and volunteer.   

 

12.2.4 INCOMING AND OUTGOING MAIL - The Administrative Assistant is responsible for processing 

incoming and outgoing mail. 

 

12.2.5 TELEPHONE RECEPTION - Phone calls are received by the Administrative Assistant or his/her 

backup.  Calls for ministerial staff will be handled according to preference of each staff person. 

 

Calls from people expressing concern or criticism should be directed to the staff person who supervised the area 

of concern.  The secretary should not express an opinion about the person's concern and should always be 

cordial. 

 

Calls from people who need counseling of any kind should be directed immediately to the Senior Pastor.  The 

secretary should be cordial at all times but generally should not attempt to counsel individuals. 

 

Callers with questions about the Bible or about beliefs should be asked to state their questions.  If the answer 

requires in-depth discussion, the secretary handling the call should take the message and state that a minister will 

return the call.  Then he or she should direct the message to one of the ministers. 

 

Employees should keep personal phone calls to a minimum and are not permitted to charge the church for long 

distance calls of a personal nature. 

 

12.2.6 GUEST RECEPTION - Guests who drop in should be helped immediately and referred to the 

appropriate staff member, if necessary, and as soon as possible.  If the guest is an unexpected sales 

representative, the secretary should ask him/her to leave a business card for the appropriate staff person. 

 

For policies regarding guests requesting benevolent assistance, see separate Benevolence Policies. 

 

Employees are discouraged from having "drop-in" personal guests during working hours and should inform 

friends and family of their work schedules so visits may be scheduled during breaks or meal periods 

 

12.2.7 HOSPITALIZED & AFTERCARE NEEDS - The secretary shall maintain a list of hospitalized and 

aftercare needs daily.  Deacons shall be contacted when the church office becomes aware of family needs. 

 

12.2.8 INFORMATION RACK - The secretary is responsible for the upkeep and placement of the information 

in the worship center foyer.  Any materials not pre-approved for placement will be removed. 

 

12.2.9 DEATH OF A CHURCH MEMBER/REGULAR ATTENDEE OR IN A CHURCH 

MEMBER/REGULAR ATTENDEE'S IMMEDIATE FAMILY - Immediate family is defined as spouse, 

child, brother or sister, mother, father or as deemed appropriate in certain situations.  When a church member, 

regular attendee or an immediate family member of a church member/regular attendee dies, the church sends 

flowers or appropriate sympathy gift for the family. 

 

The first staff person to receive information should inform all staff and should attempt to get a phone number 

where family members may be reached.  Any updates on information should be given to the secretary who will 

notify ministerial staff.  If funeral service information is not available immediately, the employee should attempt 

to get information about funeral services and obtain a phone number where the church member or family may be 
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reached, in or out of town, so that pastoral staff may make future contact.  The church secretary shall also contact 

any appropriate lay leadership and the deacons. 

 

12.2.10 MATERIALS - The secretary shall be responsible for ordering and maintaining office supplies, and 

distribution of incoming deliveries to the appropriate place.  Orders shall be matched with the packing slip 

and/or invoices to purchase orders. 

 

12.2.11 MAINTENANCE AND REPAIRS - Needs shall be reported to the Building & Grounds Team.  Copier 

repairs shall be the responsibility of the secretary. 

 

12.2.12 USE OF COPIER - Copies shall be run on the assigned copier in the copy room.  Copying of 

copyrighted material is not permitted unless written authorization from the publisher has been received and kept 

on file.  The church does not have copyright authorization for most music or drama through Christian Copyright 

Licensing Inc. 
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13.3.1.1 JOB DESCRIPTION FOR  

SENIOR PASTOR 

 
 

Principal Function: 
 

The Senior Pastor is responsible to the church to proclaim the Gospel of Jesus Christ, to teach the Biblical 

revelation, to engage in pastoral care ministries to provide administrative leadership in all areas of church life, 

and to act as the chief administrator to the paid staff. 

 

Responsibilities: 
 

1. Plan and conduct the worship services; prepare and deliver sermons; lead in observance of ordinances. 

 

2. Lead the church in an effective program of witnessing and in a caring ministry for persons in the church and 

community. 

 

3. Visit members and prospects. 

 

4. Conduct counseling sessions; perform wedding ceremonies; conduct funerals. 

 

5. Work with deacons, church officers, and teams as they perform their assigned responsibilities; train and lead 

the deacons in a program of family ministries. 

 

6. Cooperate with associational, state, and denominational leaders in matters of mutual interest and concern; 

keep the church informed of denominational development, represent the church in civic matters. 

 

7. Serve as chief administrator of the paid church staff; supervise the work of assigned  

paid staff workers. 
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13.3.1.2 JOB DESCRIPTION FOR  

ASSOCIATE PASTOR 

 

 

 
Principle Function: 

 

The associate pastor is responsible to the senior pastor for equipping the ministries of the church to fulfill the 

Great Commission. 

 

 

 

Responsibilities: 

 

1. To coordinate and oversee the ministries of Point Baptist Churchto ensure their effectiveness.  These 

ministries include, but are not limited to men’s, women’s, young adult, missions, recreation, and their 

supporting activities.  Lead the church ministry team. 

2. To coordinate, oversee and expand the mission activities of Point Baptist Church. 

3. To be involved in meeting the pastoral care needs of the congregation, including hospital visits and 

outreach. 

4. To develop and lead the 201 ministry involvement class. 

5. To coordinate the enlistment, training and placement of church volunteers. 

6. Serve as a member of the church leadership team. 

7. Preach in the absence of the pastor, as requested. 

8. Other ministerial duties as assigned by the pastor. 

 

 

Work Schedule: Work Schedule will be approved by the Senior Pastor 
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13.3.1.3 JOB DESCRIPTION FOR 

MINISTER OF EDUCATION 

 
 

 

 

Principal Function: 
 

The Minister of Education is responsible to the Senior Pastor for providing staff leadership to the entire church 

educational program.  This involves assisting church program leaders in planning, conducting, and evaluating a 

comprehensive ministry of Christian education in support of the mission and objectives of the church.  

Additional responsibilities may include administrating the affairs of the church and/or Pastoral care. 

 

 

Responsibilities: 
 

1. Lead the church in planning, conducting, and evaluating a comprehensive program of Christian education. 

 

2. Serve as educational resource person, coordinator, and advisor to the leaders of church programs, service 

organizations, and teams. 

 

3. Develop special educational and training projects/programs designed to strengthen the skills of those that 

are administrating and/or teaching educational programs. 

 

4. Serve on the Leadership Team. 

 

5. Keep informed on methods, materials, principles, procedures, promotion, and administration as related to 

the educational program.   

 

6. Assist in preparation and final approval of the annual Sunday School and Discipleship training budgets.  

Manage the approved budgets. 

 

7. Visit members and prospective members.  Develop and implement a new member orientation program. 

 

 

Work Schedule:  Work schedule as arranged with Senior Pastor. 
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13.3.1.4 JOB DESCRIPTION FOR 

MINISTER OF ADMINISTRATION 

 

Principal Function: 

 

1. Provide leadership for the major administrative tasks of the church with both staff and ministry 

responsibilities 

2. Provide leadership in casting a vision for the church and in developing tactical and strategic plans 

 

 

Responsibilities: 

 

I. Staff 

1. Provide staff supervision of the Facilities and Technology.  

II. Ministries 

1. Provide staff oversight for the Properties, Information Technology, Trustees, First Impressions, 

Stewardship, Library, History, Decoration, and Café ministry teams including assisting with 

budgeting, financial management, plans, and documentation 

2. Assist the trustees in managing risk exposure of the church   

III. Facilities 

1. Establish and maintain records of capital equipment 

2. Assist the building team in its relationship with architects, contractors, and others involved in 

the building, remodeling, and maintenance of any new or existing facility. 

3. Ensure the proper maintenance of church equipment 

4. Ensure the proper equipping of the church properties 

5. Ensure appropriate presentation of the church properties  

IV. Volunteer Coordination and Ministry Involvement 

1. Train ministry and team leaders 

2. Provide new members with training and opportunities in church ministries 

V. Stewardship  

1. Ensure that the stewardship program of the church involves member education, missions, 

budgeting, accounting, capital campaigns, and special gifts as appropriate 

2. Ensure that the church budget ties directly in the vision, mission, and specific yearly goals of 

the church and includes inputs from the church staff  and ministries 

3. Ensure the promotion of the stewardship emphasis of the church 

VI. Information Technology 

1. Ensure proper management of the computing resources  of the church including desktop, 

printing,  and server devices as well as web pages and other computing based communications 

2. Develop plans for upgrading of computing technology so as not to fall too far behind in 

computing capability including both hardware and software upgrades 

3. Ensure staff is trained appropriately and system security is adequate 

4. Approve all computing related procurements including the selection of technology and vendors  

VII. Strategy 

1. Work with the ministerial staff and leadership team in casting a vision for the church and in 

developing both tactical and strategic plans 

VIII. Serve on the Leadership Council, Ministry Council, and Church Council 

IX. Other duties as assigned by the senior pastor 

 

Work Schedule:  Work schedule as arranged with Senior Pastor. 
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13.3.1.5 JOB DESCRIPTION FOR  

MINISTER OF WORSHIP 
 

 

Principal Function:  The Minister of Worship is responsible to the Senior Pastor for the development and 

promotion of the worship and music program of the church. 

 

Responsibilities: 
 

1. Direct the planning, organizing, conducting, and evaluating of a comprehensive  

music program including choirs, vocal and instrumental ensembles. 

 

2. Enlist and train leaders for the church worship ministry including graded choir workers, song leaders, and    

accompanists for all services of worship. 

 

3. Lead in planning and promotion of a children’s choir program; help to equip and          

coordinate the work of children’s choir directors; direct adult, youth and other choirs  

as needed. 

 

4. Coordinate the worship program with the organizational calendar, i.e. choir tours, missions trips, camps, 

festivals, workshops, clinics, and programs for the various choirs. 

 

5. Assist the Senior Pastor in planning all services of worship. 

 

6. Give direction to a worship ministry plan of visitation. 

 

7. Arrange and provide music for weddings, funerals, special projects, ministries, and  

other church-related activities upon request. 

 

8. Responsible for music library, materials, supplies, musical instruments, and other  

equipment. 

 

9. Remain current on music methods, materials, promotion, and administration. 

 

10. Prepare an annual music budget for approval; administer the approved budget. 

 

11. Cooperate with association and state leaders in promoting activities of mutual  

interest to the church. 

 

12. Serve as a member of the Leadership Team. 

 

13. Other ministerial duties as assigned by the Senior Pastor. 

 

14. Active involvement in church-wide visitation including members, prospects, and         

persons in the hospital. 

 

Work Schedule: Work schedule as arranged with Senior Pastor. 
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13.3.1.6 JOB DESCRIPTION FOR  

MINISTER TO STUDENTS AND CHILDREN 
 

 

Principal Function: 
 

The Minister  to Students is responsible to the Senior Pastor for assisting church program organizations to 

develop a comprehensive program of student education.  He or she consults with other staff members concerning 

activities, policies and procedures that relate to their areas of responsibility. 

 

Responsibilities: 
 

1. The primary function of the Minister to Students is to share Christ with teenagers and children on a regular 

basis.  He must be willing to meet the social, spiritual, and emotional needs of the youth.  He should 

provide access for spiritual growth through Bible study, witnessing, prayer, and fellowship.  He should be 

available at all times to minister and counsel to youth and their families. 

 

2. Counsel with church program organization leaders in planning, conducting, and evaluating a youth 

education ministry and working to enlist workers. 

 

3. Plan and conduct special training projects for youth workers. 

 

4. Coordinate the use of program materials, equipment, supplies and space by youth groups in all church 

program organizations. 

 

5. Plan and conduct special projects (such as camps and retreats) for youth. 

 

6. Assist and train youth leaders to coordinate visitation for youth ministry and  lead workers to visit prospects 

and absentees. 

 

7. Assist the youth leaders and youth teachers and appropriate staff members to prevent philosophical, 

procedural, and scheduling problems in the youth ministry. 

 

8. Other ministerial duties as assigned by the Senior Pastor. 

 

9. Active involvement in church-wide visitation including members, prospects, and persons in the hospital.  

 

 

Work Schedule: Work schedule will be coordinated with the Minister of Education with the approval of the 

Senior Pastor. 
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13.3.1.8 JOB DESCRIPTION FOR 

PRESCHOOL MINISTRIES DIRECTOR 
 

Principle Function: 

The Preschool Ministries Director is responsible to the Minister of Education for assisting the church 

program organizations to develop a comprehensive program of preschool education.  He or she 

consults with other staff members concerning activities, policies, and procedures that relate to their 

areas of responsibility. 

 

Responsibilities: 

 

1. The primary function of the Preschool Ministries Director is to minister to and care for the 

preschoolers and their families in a Christ-like manner.  He or she must be willing to meet the 

social, spiritual, and emotional needs of the preschoolers of our church.  He or she should 

provide access for spiritual growth for the preschoolers, and their families, and should be 

available to minister and counsel with preschoolers, and their families, as appropriate. 

 

2. Work with church program organization leaders in planning, conducting, and evaluating 

preschool ministries. 

 

3. Enlist, screen and train workers for preschool ministries. 

 

4. Coordinate the use of program materials, equipment, supplies, and space by preschool 

organizations. 

 

5. Work with preschool programs, including, Vacation Bible School, Sunday School, Disciple 

Training, Mission Education, Extended Session, Wednesday night program activities, and 

Family Dedication Services. 

 

6. Serves as a MOPS liaison. 

 

7. Responsible for childcare coordination. 

 

8. Prepare annual budget for Preschool Ministries and presents to the Stewardship Team. 

 

9. Active in visitation, including member, prospect and hospital visitation, with special attention 

given to the needs of the preschoolers and their families. 

 

10. Other ministerial duties as assigned by the Senior Pastor. 
 

Work Schedule:  Work schedule as arranged with the Senior Pastor. 
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13.3.1.11 JOB DESCRIPTION FOR 

MINISTER TO COLLEGE STUDENTS 
 

 

 

Principal Function: 
 

The Minister to College Students is responsible to the Senior Pastor and/or Minister  

of Education for assisting church program organizations to develop a comprehensive program of reaching and 

discipling college students and young singles 18-29.  The Minister to College Students will consult with other 

staff members concerning activities, policies and procedures that relate to their areas of responsibility. 

 

 

Responsibilities: 

 

1. The primary function of the Minister to College Students is to share Christ with young adults on a 

regular basis.  They must be willing to meet the social, spiritual, and emotional needs of the college 

student.  They should provide access for spiritual growth through Bible study, witnessing, prayer, and 

fellowship.  They should be available to minister and counsel to college students and their families. 

2. Counsel with church program organization leaders in planning, conducting, and evaluating the college 

and young singles ministry and working with church leadership to enlist workers. 

3. Plan and conduct special training projects for college ministry leadership. 

4. Coordinate the use of program materials, equipment, supplies and space by college groups in all church 

program organizations. 

5. Plan and conduct special projects (such as camps and retreats) for college. 

6. Assist and train college leaders to coordinate visitation for college ministry and lead workers to visit 

prospects and absentees. 

7. Assist the college leaders and college teachers and appropriate staff members to prevent philosophical, 

procedural, and scheduling problems in the college ministry. 

8. Other ministerial duties as assigned by the Senior Pastor. 

9. Active involvement in church-wide visitation including members, prospects, and persons in the 

hospital.  

10. Work with Young Singles (18-29) Department. 

 

 

Work Schedule: Work schedule will be coordinated with the Minister of Education with the approval of the 

Senior Pastor. 
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13.3.2.1 JOB DESCRIPTION 

FOR WEDDING COORDINATOR 

 
 

 

Principal Function: 
 

The Wedding Coordinator is responsible to the Senior Pastor in assuring that weddings are conducted within the 

church guidelines. 

 

 

Responsibilities: 
 

1. To coordinate wedding service for the minister involved. 

2. To ensure couples comply with Point Baptist Church wedding guidelines. 

3. Responsible to coordinate proper set-up for wedding. 

4. Assist couples in planning their wedding service. 

5. Collect wedding fees and submit to the church. 

6. Assure the wedding license is filled out and mailed. 

7. In case of absence, make sure an approved replacement is available to coordinate the wedding.  The Senior 

Pastor must approve of anyone serving as the Wedding Coordinator. 

 

Work Schedule:  Work schedule as needed for wedding ceremonies.  Alternate weddings may be selected 

with approval of the Senior Pastor 
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13.3.2.3 JOB DESCRIPTION 

DIRECTOR OF KIDS DISCIPLESHIP 

 
Principle Function: 

 
To oversee all aspects of Kids Discipleship outside of Sunday AM environment. 

 

 

Responsibilities: 
 

1. Enlist & equip 66 Book Club leaders 

2. Regular communication with parents about 66 Book Club 

3. Coordinate missions training & mission projects for Kids 

4. Coordinate & publicize Faith Club 

5. VBS- Bible Study, Missions & Snack rotation blocks 

6. Kids Connection Week- Small Group Material (Leader & Leaner) or Afternoon Tracts 

 

Work Schedule: 
 

Work schedule will be coordinated with the Minister of Children with the approval of the Senior Pastor 

 15 Hours per week, 40 weeks per year (Mid-August – May) 
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13.3.2.4 JOB DESCRIPTION 

DIRECTOR OF SMALL GROUPS 

 
Principle Function: 

 
To create meaningful small group experiences for each child every Sunday morning. 

 
 

Responsibilities: 
1. Connect with Small Group Leaders through weekly contacts and quarterly social opportunities (Labor 

Day, Memorial Day, etc…) 

2. Support Small Group Leaders through needed updates and accessibility 

3. Implement & evaluate the effectiveness of each small group dynamic 

4. Place all Coaches & Small Group Leaders 

5. Oversee apprenticing opportunities for new volunteers 

6. Work to ensure proper staffing in each classroom 

7. Oversee two worship service hours of Sunday morning 

8. Coordinate five energizers (i.e. Skittles, Gordopalooza, etc…) 

9. Provide and train for the Refrigerator Door Cards & God Time Cards 

10. Review & enhance weekly curriculum  

11. Identify supplies needed for month to Kids Ministry Assistant 

12. Interact with children on Sunday mornings before & between services 

13. Provide assistance with the three family service projects (i.e. Shoeboxes) 

14. Assist with Back to School Party & Spring Lock-In  

15. Kids Connection Week-  Afternoon Tracks  

16. VBS- Music, Recreation, Crafts 

 

 

Work Schedule: 
 

Work schedule will be coordinated with the Minister of Children with the approval of the Senior Pastor 
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13.3.2.5 JOB DESCRIPTION 

STUDENT WORSHIP LEADER 

 
Principle Function: 

 
To provide a worship ministry for youth. 

 

 

 

Responsibilities: 
 

1. Coordinate Worship teams for the student ministries 

Recruit, Train, and lead worship team members 

Conduct at minimum weekly rehearsals 

Coach team member in their specific instruments 

Select and maintain WT members 

Minister to team members through developing and maintaining healthy appropriate relationships 

2. Lead/Facilitate for worship for all student ministry services (on and/or off campus) and lead a worship service 

in the future for Point Baptist Church 

3. Participate in weekly production meetings 

4. Attend weekly S.M. staff meetings 

5. Research and stay current with music trends and youth culture 

6. Assist the student pastor as needed 

7. Understand and agree with the vision of PBC 

8. Various other duties as assigned by the Pastor of Student Ministries 

 

Work Schedule: 
 

Work schedule will be coordinated with the Pastor of Student Ministries with the approval of the Senior Pastor 
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13.3.3.1 JOB DESCRIPTION FOR  

OPERATIONS MANAGER 

 
Principle Function: 

 

1. Supervise the work of assigned staff and provide leadership for their areas of responsibility. 

2. Work with Finance Tam to administer budget and finances of the church. 

3. Oversee general administrative functions. 

 

 

 

Responsibilities: 

 

Staff Administration 

1. Manage church office activities. 

2. Make recommendations to Personnel Team and Senior Pastor on the hiring or firing of support staff. 

3. Supervise the office staff. 

6. Oversee employee benefits administration. 

7. Maintain Personnel Records. 

8. Conduct periodic performance evaluations and goal-setting with each staff person under supervision. 

9. Assist Ministerial Staff as needed. 

10. All other duties as assigned. 

11. Recruit, train, and supervise volunteer office workers  

12. Help maintain personnel records, including absences and vacation time   

 

 

General 

1. Help compile and update office administrative manual 

 

 

Work Schedule: Work Schedule as arranged with Senior Pastor. 
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13.3.3.2 JOB DESCRIPTION FOR 

BUILDING AND GROUNDS MANAGER 

 

 

Principal Function: 
 

The Facilities Manager is responsible to the Administrator for oversight of church property and grounds. 

 

Immediate Supervisor:  Administrator 

 

Responsibilities: 
 

1. Supervise custodial support staff members.   

 

2. Establish and maintain records of equipment and facilities; approve and process requisitions and purchase 

orders. 

 

3. Administer church-adopted policies and procedures concerning the use of all church properties and 

facilities. 

 

4. Supervise the Properties Team members; assist in preparing an annual budget of maintenance and 

equipment needs. 

 

5. Supervise workers in the maintenance and repair of all physical properties; establish and implement 

cleaning, painting, renovating schedules, operate within approved budget. 

 

 

 

Work Schedule: Work schedule as arranged with Administrator. 
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13.3.3.3 GENERAL JOB DESCRIPTION FOR  

ADMINISTRATIVE ASSISTANT 

 
 

 

Principal Function: 
 

To serve as Ministry Assistant and perform tasks as outlined in the responsibilities listed below. 

 

 

Responsibilities: 
 

1. Record Pastoral visits and update information - Records 

2. Type and mail miscellaneous letters for Senior Pastor  – Business Administrator 

3. Maintain church membership rolls 

4. New member follow-up 

5. Maintain Senior Pastor’s calendar – Business Administrator 

6. Type, print, and distribute reports for the monthly business meeting 

7. Prepare new member packets and distribute to deacons (print by-laws and budget) 

8. Assist Ministry Staff as needed. 

9. Inventory and order office supplies. 

10. Schedule Baptisms 

11. Secretarial duties as assigned. 

 

Work Schedule: Work schedule as arranged with Business Administrator. 
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13.4 HIRING PROCEDURE 

 
 

See Section  for approval requirements of Ministerial staff positions of the church.  A Search Team shall be 

created for staff ministerial positions.  A candidate must receive an affirmative vote of at least three-fourths (3/4) 

of PBC members present at a scheduled business meeting. 

 

Non-ministerial staff positions must be approved by the Personnel Team and by the church in the budgeting 

process or by direct approval of the position by the church body.  Non-ministerial staff members are hired by 

their supervisor with the approval of the next level supervisor and the Personnel Team.  
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14.1 CONTRIBUTIONS ACCEPTED 
 

 

 

14.1.1 All contributions received with no designation will be credited to the Budget. 

 

14.1.2 Gifts to the church designated for the use of a specific individual or individuals are not allowed.    

However, gifts designated to the church Benevolence Fund, which is administered by the Deacons will be 

reflected on the donor's record of contribution if no restrictions are otherwise attached to the gift. 

 

14.1.3 The church will accept most types of non-cash gifts, such as corporate stocks, land, books, art, etc.  

However, all non-cash gifts must be approved by the Finance Team.  Any land or buildings donated must be 

inspected by the Finance Team before being accepted.  A letter from the church will be issued to the donor, 

acknowledging the receipt, providing a brief description of the property or items donated and acknowledging any 

benefit the donor receives for the contribution.  The church will follow IRS guidelines in all acknowledgements 

and provide the donor with a Form 8283 if required. 

 

The church or its representatives shall not attempt to determine or appraise the value of the property.  The church 

will immediately sell corporate stocks and deposit the proceeds as undesignated funds unless the donor has 

requested a designation to an established fund. 

 

14.1.4 To be included in a given year's record of contributions, the contribution must be received by December 

31, or if mailed, the envelope must reflect a postmark no later than December 31. 

 

14.1.5 The value of time or services contributed by an individual to the church is not recognized by the IRS as a 

valid charitable contribution.  Therefore, the church will not provide any form of acknowledgment as a record of 

contribution.  However, significant contributions of goods or services made by a professional in the field of 

donated services may be acknowledged as a contribution if all IRS requirements are met and if the donated 

service follows the guidelines established by Financial Accounting Standards Publication Number 116. 

 

14.1.6 Contribution records are confidentially maintained.  Only the Treasurer shall have access to individual 

records.  The Senior Pastor may request general information from the Treasurer, but not specific information.  

From time to time, other persons may have access to financial information for specified purposes (i.e., an audit), 

for a defined period of time as determined and authorized by the Finance Team. 
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14.2 COUNTING TEAM PROCEDURES 

 
14.2.1 RECEIVING OFFERINGS – SUNDAY AND DURING THE WEEK 

 

Limited Distribution - The Counting Team procedures are considered sensitive information and are not 

published in the Operation Manual.  If someone has a need to have access to these procedures, please contact the 

Stewardship Chairman or the Treasurer. 

 

14.2.2 PROCEDURES TO RECORD INDIVIDUAL CONTRIBUTIONS 

 

 

14.2.2.1 The Contributions Secretary records contributions by computer data entry to individual 

member/attendee records from the envelopes processed by the Counting Team each week.   

 

14.2.2.2 Any discrepancy regarding the amount or intent of an individual contribution will be resolved by 

the Contributions Secretary immediately via telephone, email or written correspondence.  

 

14.2.2.3 Computer totals must match the corresponding tally sheet total and deposit slip shown by the 

counters and verified by the bank.  If the totals do not match, the Counting Team Chairman should be 

contacted.  In the discrepancy still has not been verified, the treasurer should be contacted. 

 

14.2.2.4 At the year end, the Contributions Secretary prints and mails Record of Contributions Statements to 

all people who have given $100 or more in the current year.  The contributions statements will provide a 

detailed report of each individual contribution made by contributors, date of receipt, and funds to which the 

contributions were made.  The church will also acknowledge any quid pro quo contributions on this 

statement according to the provisions of the Tax Act of 1993. 

 

14.2.2.5 Contribution records are confidential.  Only the Contributions Secretary and the Assistant shall 

have access to the individual records.  From time to time, other persons may have access to financial 

information as authorized by the Stewardship Team.   

 

 

14.2.3 COLLECTION OF FEES 

 

14.2.3.1 Fees collected for use of the building for weddings, and other similar activities are to be paid in 

advance according to established policies.  (See Wedding Policies and General Policies).  Monies are to be 

paid at the church office and deposited weekly by the Business Administrator or Treasurer.  

 

14.2.3.2 Monies collected from group activities should be counted by two group sponsors and then recorded 

on a "Cash Count Sheet" form which is signed by both sponsors.  Monies and form should be turned into the 

church office immediately.  If the office is closed at the time of collection, monies and form should be 

turned in on the next open day.  When large sums of money are to be collected (i.e., retreat fees, summer 

camp fees, etc.), the Counting Committee chairperson will work with the organization's leader or 

responsible staff member to assure that receipts are secured. 
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4.4 EMERGENCY EXPENDITURES 
 

Emergencies expenditures are defined as any expenditure that a) is determined to be necessary for the continued 

operation of the church, b) that has not been approved by the congregation and c) cannot be postponed until the 

next scheduled business meeting.  Example emergencies, but not limited to, would be loss of heating/cooling, 

safety hazards (electrical, damaged equipment/structure, etc.), damage that cause further financial loss if left 

unattended (broken water pipes, loss of roofing, etc.), security issues, parking facility obstructions, or any other 

issue that would prevent worship of the Lord.  Non-emergencies would constitute funding for upcoming events, 

equipment purchase, non-safety furniture repair, non-safety equipment repair (printers, copiers, etc.), or any 

issue that can be worked around without impacting safety or church operations in a significant manner.  

 

The level of authorization for emergency expenditures has been outlined, but the intent of this provision is that, 

as time permits, the Leadership Team, the ministry staff, the deacons, or some other recognized group within the 

church should be involved in the decision.  Examples: a) loss of cooling during summer months on a Monday 

would permit time for the Leadership Team to authorize repair and b) a broken water pipe would require 

immediate authorization by the noted authorization level to prevent additional damage.  Additional levels of 

authorization mitigate the potential for misuse of church funds.   
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14.5 DISBURSEMENTS POLICIES 

AND PROCEDURE 

 

The following procedures will be used to pay reimbursements: 

 

14.5.1 Cash Reimbursements up to $50.00 - may be paid from petty cash during normal office hours. The 

purchaser must complete a REQUISITION FORM and attach all receipts.  No reimbursement will be paid 

unless receipts are attached. The form must also have the approval signature of the person responsible for 

the budget account to be charged.  (Postage needs up to $50.00 may also be handled through petty cash).  

 

14.5.2 Cash Reimbursements up to $400.00 - will be paid by church check.  The purchaser must complete 

a REQUISITION FORM, attach all receipts, and obtain the approval signature of the person responsible for 

the budget account to be charged. No check will be issued unless the form is approved and receipts are 

attached.  

 

14.5.3 Cash Reimbursements $400.01 or more - require preauthorization in accordance with the Financial 

Purchase Authorities Schedule described in the Budget Administration section of this manual. A 

REQUISITION FORM must be completed and authorization signatures obtained by the purchaser before 

the check is issued. (The authorization levels are printed on the check request form).   

 

The church writes checks each Monday; completed/approved request forms must be received by the Treasurer by 

Thursday evening.  Requests received after this deadline will be processed the following week. (Occasional 

exceptions for special checks may be approved by the Treasurer). 

 

14.5.4 REQUESTING CHECKS FOR INDIVIDUALS WHEN NO ITEMS ARE PURCHASED-  

 

A REQUISITION FORM must be completed and approved in advance by the person responsible for the budget 

account to be charged. Check requests must have complete information or they will not be approved for 

payment. The payment procedures described above will be followed depending on the amount of the request. 

 

14.5.5 DISBURSEMENTS FROM DESIGNATED FUNDS 

 

Designated fund disbursements must always be directly related to the purpose of the designated funds to be 

charged. The purchasing and disbursement procedures detailed above are applicable to designated funds 

disbursements. 

 

14.5.6 BUDGET RESPONSIBILITIES 

 

It is the staff, team leader, or program director’s responsibility to verify that the purchase/cash disbursement is 

within the budget before approving the use of church funds.  Detailed accounting reports may be prepared upon 

request to help track actual expenses versus budget.  

 

Expenses should not exceed the budget limit. However, if an overage is necessary, approval will be in 

accordance with the Financial Purchase Authorities Schedule described in this manual. 

 

14.5.7 AUTHORIZED SIGNATURES 

 

The following people are authorized to sign checks: 

1) Treasurer 

2) Trustee 

 

The Treasurer and Assistant Treasurer may transfer funds as needed to assure the best management of the 

church’s funds.   

 No one person can both approve the document to be paid and sign the check. 
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14.5.8 ACCOUNTS PAYABLE (A/P) PROCESSING 

 

Point Baptist Church operates on a cash basis in accounts payable (A/P). The Treasurer or Assistant receives 

vendor invoices and statements, which are matched to approved charge purchase forms and the attached 

supporting documentation. Any discrepancies or missing approvals will result in the invoice being returned to 

the purchaser for review, thus delaying payment.  

 

The Treasurer enters approved invoices and disbursement requests into the A/P system and prepares the checks, 

which are reviewed with supporting documents. The paid documentation is filed alphabetically by vendor/payee 

name.  

 

 

14.5.9 EMPLOYEE REIMBURSED BUSINESS EXPENSES 

 

Employees will be reimbursed for all approved business-related expenses, upon submission of accurate and 

receipted expense reports to the church.  Employees must submit these expenses no later than the 60 days after 

the expense has been incurred or paid, using the Employee Expense Reimbursement Form provided with this 

manual.  

 

Mileage reimbursement requests must include beginning and ending odometer readings from the church to the 

site of the business-related event and back to the church. No reimbursement is given for miles traveled from the 

home of the employee to church or vice versa. The amount of the reimbursement per mile is set  annually per 

IRS guidelines.   

 

The church has adopted a full accountable reimbursement policy for the ministerial staff that governs the 

reimbursement of business-related expenses including transportation, travel, entertainment, cellular phones, 

educational materials and fees, professional dues and subscriptions, and conventions.  

 

14.5.10 PAID HELPERS/CONTRACTORS 

 

An individual who is paid by the church as an employee must provide current residence information and comply 

with all applicable federal, state, and/or local laws, including completion of IRS Forms W-4 and I-9.  

People who work contractually (provide their own tools and are in the business of providing the service for 

which they are paid) must complete Form I-9 before payment for services will be issued. This includes guest 

musicians or artists who are paid directly.  Artists under contract with an incorporated firm are exempt from I-9 

requirements. 

 The Treasurer or Assistant Treasurer may direct the church to withhold up to 20 percent of the fees paid to 

contractors for federal income tax purposes.   

The church is required is provide IRS Form 1099 to all non-incorporated individuals who receive $600 or more 

of nonemployee compensation during the calendar year. These forms are due to the recipient by January 31 of 

the following year. 

 

14.5.11 OTHER  

 

These procedures are designed for regular, ongoing church operations.  During construction or remodeling 

projects these procedures may be expanded by the Finance Team as necessary to facilitate such work.    
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14.6 FINANCIAL REPORTING 
 

 

14.6.1 CHURCH REPORTING: 

 

The church's budget and fiscal year is the calendar year.  The Treasurer is responsible for the financial reports of 

the church.  Financial statements which include an income statement (statement of financial activities) with 

budget comparison, a balance sheet (statement of financial position) and designated fund balances and analysis 

reports are prepared monthly and distributed to the church. 

 

Each staff person and team leader receives a quarterly detailed transaction report for each account he or she 

manages.  Any questions from these people are directed to the Business Administrator who will work with the 

Treasurer to prepare any necessary adjusting entries.  Any necessary adjustments are to be reported within seven 

days of receiving the quarterly report. 

 

A presentation of the church's financial status is presented at each business meeting by the Finance Team 

chairman.  In his absence, the Treasurer or Administrator presents the report. 

 

All financial statements and supporting documentation are archived for five years; annual statements are 

permanently archived. 

 

14.6.2 SOUTHERN BAPTIST CONVENTION REPORTING: 

 

The Treasurer shall provide and the Administrative Assistant shall submit an annual financial report along with 

other church records information on a voluntary basis. 

 

14.6.3 STATE AND FEDERAL GOVERNMENT REPORTING:  

 

The Treasurer shall submit any other reports in compliance with federal and state regulations.   
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14.7 STEWARDSHIP GUIDELINES FOR FUND RAISERS 

 
14.7.1 BASIC FUND RAISER GUIDELINES 

 

14.7.1.1 Fundraisers - All fundraisers held within the church require the approval of the Finance team and the 

Finance Team reserves the right to ask that any such activity be ceased upon request.   

 

14.7.1.2 Direct Sales - The Finance Team discourages individual sponsored direct sales fund raisers within the 

church, but will not monitor or stop individual to individual activities with fund raisers such as selling Girl Scout 

cookies, school sponsored fund raisers, walk for life, etc. unless such activity creates a disruption within the 

church.  

  

14.7.1.3 Ministries, Sunday School, Small Groups - The Finance Team will grant ministries, Sunday school 

classes and other small groups conditional leeway to hold fund raisers within their group without approval from 

the stewardship team.  Guidelines are: 

a) Small group fund raisers will to be contained within the group and are not to go to the congregation. 

b) Small group fundraisers should be based on a Biblically sound need, i.e., benevolence, missionary 

support, fellowship.  

c) The small group leader should be cognizant not to press what may be perceived as a personal agenda. 

 

14.7.1.4 Congregational Fund Raisers 

a) The individual or group should complete the Fund Raising Form with the appropriate information and 

submit to the church office or a stewardship team member.  The stewardship team will either approve or 

disapprove the request.   

b) The following requests do not require prior stewardship approval: 

1) Benevolence requests from the deacons. 

2) Church sponsored functions requiring fee based tickets such as for Valentine’s Day, Thanksgiving, 

summer picnic, etc.  

3) Mission requests for Annie Armstrong, Lottie Moon 

4) Special events with love offerings/tape sells for guest speakers/singers. 

5) Campaigns approved by the Leadership Team  (except Capital Stewardship Campaigns as per 

14.1.1). 

 

14.7.1.5 Mission Trips – In general mission trips are meant to be self-funding.  If God desires the missionary’s 

presence, the Lord will make the means available. 

a) Funds can come from missionary’s own funds, 

b) Funds can come from monies budgeted for a specific trip, or   

c) Funds can come from a support base made up of family, extended family, or friends. 

d) Missionaries cannot solicit funds from any group or the congregation without approval.  A personal letter 

for financial support can be sent to members of your family, extended family, or friends as long as it is not 

sent to the congregation as a whole. 

e) Scholarships may be made available to the trip team leader as part of the budget.  

f) The Finance Team will evaluate other scholarship needs on a case-by-case basis, based on the budget and 

the need.   

 

14.7.1.6 Additional Approvals Required –  

14.7.1.6.1 Fund Raisers in Sunday School - Fund raisers approved by the stewardship committee must be 

approved by the Leadership Team if the request is to be administered within the Sunday School or requested 

through the Sunday School system. 

14.7.1.6.2 Benevolence – Small groups or ministries may raise funds for benevolence.  However, to claim a 

deduction for benevolence, IRS regulations require that a governing body in the organization must justify 

the need.  This group within PBC is the Leadership Team.  Funds desired to be used in benevolence and 

claimed as a deduction should be referred to the deacon benevolence chairman or Leadership Ministry Team 

Chairman. 
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14.7.2 GUIDELINES FOR APPROVAL OF CONGREGATIONAL FUND RAISERS 

1) The request will meet a Biblical need or meet a church function.  Fund raisers for organizations that do not 

meet a primary needs or goals of the church, no matter how noble, are not to be allowed.  

2) The request must provide a significant positive monetary benefit, provide a significant service event or 

provide an important teaching aspect.  The goal of the service event is to provide evidence of work toward a goal 

for a group or bonding within a group. 

3) The number of current or recent fund raisers shall be taken into account.  

4) Does the fund raiser conflict with other events.  Timing is important not to overload the congregation. 

5) Ministries are not allowed congregational fund raisers without extenuating circumstances.  

6) Review the request form to insure that all monetary collections, media venues, church staff and building 

requirements, and cost and profit expectations are reasonable.  

 

 

14.8 Ministry Team Collection Procedures 

 
Ministry teams collect money for various events and occasions.  Following are procedures for handling 

collections: 

 

1. Money collected by a ministry team should be placed in a red pre-printed ministry team envelope 

stating the ministry name, ministry event and amount collected. 

 

2. In no instance should any person take money home from church. 

 

3. Money should be turned in as it is collected and not held until all money for an event is collected. 

 

4. Ministry team leader is responsible for all money collected for any event and is responsible for 

following these procedures. 

 
 


